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1.
Introduction
The Principles of induction and Assessment are aimed at providing you with a clear framework within which new entrants and new starters to the organisation are inducted and confirmed in post.

Staff who have been redeployed are not subject to these principles.  Redeployed staff are subject to a trial period which is outlined in the Principles of Managing Reorganisations.

All newly employed staff to Enfield Council are considered as new entrants. New entrants are required to complete the online induction module on ilearn as well as attending a face to face session and a local induction provided by their manager.  Existing staff who have a new role are considered as new starters.  All new starters need to receive an induction to assist them with integrating into their new role quickly and effectively; the manager should carry out a local induction into their service ensuring that the new starter is equipped with the right tools to carry out the role. 
2.
Responsibilities and Principles

	Who
	Responsibilities



	Manager
	Create and deliver a personalised local induction for all new entrants/new starters ensuring that all equipment needed for the role is ordered prior to start date

	
	Ensure that all new entrants/new starters complete any online mandatory training

	
	Set clear standards of behaviour in line with the organisational behaviours

	
	Set objectives identifying any training and development requirements needed to achieve them.

	
	Regularly review performance in line with the Principles of Induction and Assessment, providing feedback on performance

	
	Take all necessary supportive action to swiftly deal with any performance, conduct and attendance issues. Consult with Human Resources where necessary

	
	Record the Assessment Reviews and write to the employee with a copy to HR Business Support to confirm whether the employee has satisfactorily completed the assessment period

	
	

	Human Resources
	Provide an online and face to face induction programme for new entrants to the council

	
	Advise managers about the application of the principles to ensure a fair, reasonable and consistent approach

	
	Conduct a welcome meeting for new entrants to the council along with arranging collection of ID badges and Laptop.

	
	Provide an HR induction for new managers

	
	

	
	

	Employee
	Engage in the Induction and Assessment process ensuring attendance at review meetings

	
	Participate in all mandatory and recommended training and any training and development opportunities identified to meet the requirements of their role

	
	Complete assigned work on time and to the required standard



	
	Provide evidence to their manager that they have undertaken the required learning and development activities.

	
	Maintain a good standard of timekeeping and attendance, high standards of behaviour and conduct

	
	Identify any difficulties that they may be experiencing to their line manager

	
	


3.
Aim and Types of Inductions
The purpose of an induction process is to ensure that employees have a smooth integration into the organisation and receive the following:
· A clear outline of the requirement of the job role
· Organisational orientation - know how they fit into the team and how their role fits with the organisation’s strategy and goals 

· Details of the organisation's services, its culture and values 

· Physical orientation – know where the facilities are 

· An awareness of other functions within the organisation

· An opportunity to meet with key employees 

· Health and safety information 

Types of Inductions at Enfield
Welcome to Enfield online induction for new entrant
All new entrants must complete the online induction module and attend the face to face session. The online module must be completed during the induction and assessment period.  When the new entrant starts employment, they will be sent details on how to access Mi portal and ilearn including a temporary password for the system, for them to complete the online module.  All employees at Enfield can access the online induction at any time
Welcome to Enfield face to face Induction for new entrants 

Once new entrants have completed the online module, they will be able to book onto the face to face induction. 
Personalised Local Induction

You should arrange a personalised local induction for all new entrants and new starters to your team. You will need to begin preparations for this before the new starter joins your team.  For further information about this, please click on the following link  Personalised local induction and training needs discussion
You must complete an Induction Checklist with the new employee, the checklist takes you through the items you should cover with the new employee.   This checklist also has space for you to include details of job specific information or tasks which need to be completed as part of the programme.  An example might be to include job specific training or meeting with other colleagues in the council within the Induction Period or date to be determined by the manager.

4.
Statutory, Legal and Corporate Requirements

Induction Programme and Induction Checklist - All new entrants to the organisation need to complete the online induction and all new starters and new entrants need to receive a personalised induction. For further details about this, please see section 3 – aim and types of inductions.
The Enfield Council Aims are: 
· Good homes in well- connected neighbourhoods

· Sustain strong and healthy communities

· Build our local economy to create a thriving place

Organisational Behaviours - All employees are expected to work in line with the organisational behaviours.  All new entrant/ starters need to be made aware of the importance of these behaviours and you should continue to discuss these behaviours as part of the performance development review throughout the year.

· Taking responsibility 

We want staff who are willing to make decisions and be accountable for them. Staff should have a positive can-do attitude where they see problems as challenges which can be overcome. They should accept responsibility for service delivery, be clear about their service offer and deliver what they promise
· Open, Honest and Respectful

We want staff who are comfortable and confident to acknowledge the difficulties and the barriers they face. They should also be able to constructively challenge the way things are done where there is evidence that it impedes service delivery. Challenge should be conducted in a professional, courteous manner with the aim of reaching a mutually agreeable resolution.
· Listen and Learn

We want staff who are prepared to actively listen and reflect on customer concerns with a view to understanding the customer’s point of view. Staff should be able to receive constructive criticism and be prepared to adapt the way they operate and deliver services where appropriate
· Working Together to find Solutions

We want staff who can work collaboratively with other departments and partners, freely sharing their knowledge and skills to identify solutions to address customer concerns.
Additional details of the Council’s Vision, Aims and Priorities can be found in the Enfield Corporate Plan 2018-2022:   
Individual Development Plan - Part of the assessment process includes identifying development needs with the new entrant / new starter and attendance on relevant training courses.

Once the induction and assessment period has been completed, at the next PDR meeting you should review/set new objectives, with the employee in line with the PDR framework. 

Where staff display behaviours that are contrary to the agreed corporate behaviours detailed above, these should be challenged and treated as areas for development during the induction and assessment period and ongoing PDR’s.  Further information on this can be found in the below documents: 
 Principles of performance and development review
Performance and development review meeting template
There is also an online training module and workshop you can attend via ilearn and the relevant links below will take to you the ilearn portal.

Principles of Performance and Development (New Appraisal) On-line Training

PDR online training ilearn portal 
Principles of Performance and Development (New Appraisal) Manager’s Workshop

PDR Manager's workshop ilearn portal
Corporate Policies - All employees need to read policies that are appropriate to their role. As a minimum, all employees need to be shown where they can access these policies:

· Email and Internet Usage Policy (where appropriate to the role)

· Principles of Managing Grievances

· Whistle-blowing policy

· Dignity at Work Policy

· Department’s Health and Safety policy

There are other key polices such as the principals of managing absence and attendance, managing misconduct and capability.  All of these policies can be found on the Human Resources page on the Council’s intranet site. 

Assessment Period – All new entrants and new starters are subject to an assessment period to demonstrate that they are suitable for the role. The assessment period is 20 weeks but may be extended up to 24 weeks where there are areas of concern with the individual’s performance. You may wish to discuss this with your HR representative before doing so. For further details about this, please see section 5 – Assessment Review Programme.  

IT access - It is important that new entrants and new starters who will need to use a PC for their role are set up with access to the Council’s IT network and the relevant IT applications applicable to their role. This can be arranged by completing an Online IT Request Form.
Health and Safety Training - All new entrants and new starters must complete any Health and Safety Training that is appropriate to their role. All first line managers and supervisors must complete the British Safety Council level 2 in supervising health & safety, you can apply on ilearn.  

More information about Health and Safety Training Requirements can be found on the Enfield Eye Health and Safety, or you can contact the Health and Safety Team mail box for further advice. 

The Equality Act (2010) - All staff are expected to adhere to the principles of equality in line with the Equality Act (2010).
The Equality Act (2010) defines individuals as having a disability if they have a physical or mental impairment which has a substantial and long-term adverse effect on their ability to carry out normal day-to-day activities.

Managers must refer to the Council’s Disability Policy and should seek advice from Human Resources where a new starter or new entrant, for reasons that are connected with a disability, is experiencing difficulty in undertaking their duties or their attendance is unsatisfactory.
5.
Assessment Review Programme
As part of the Induction Process all new entrant/starters are subject to an assessment period.

The purpose of the Assessment Review Programme is for the manager to assess whether the new entrant / starter has the potential to achieve the full remit of the role and to decide whether they should be confirmed in post.

All employees whether new starters or new entrants are subject to an assessment that is for a period of 20 weeks, or in cases where there are concerns, extended to 24 weeks. 

During these meetings, new entrants/starters are expected to provide evidence to their manager of having completed the required training and learning and development activities. New entrants/starters  can evidence this by providing details of when they completed activities and evidence of what has been completed in the job specific induction activity section of the Induction Checklist. You should also ask for examples of how the new entrant/starter is working in line with the Council’s behaviours and these behaviours should be demonstrated through the work the employee carries out. 

Prior to the first assessment meeting, you need to set targets and objectives for the new entrant/starter to achieve by the first meeting at week 8.

Following each of these meetings, an Assessment Review Form must be completed. There are two different forms depending on the grade of the position and you may wish to use the competencies to assess the employee’s development.
Assessment review form up to grades SO2
Assessment review from grades PO1 upwards
Typical timeline for Assessment Review Meetings
Where a new entrant / starter has been appointed into a post on a fixed term or temporary basis that will be less than a year, you may decide that the timeline in which to complete the 20-week induction and assessment period should be reduced. In other cases, you can refer to the below example.
	You need to set objectives / targets for the new entrant/starter to achieve prior to the first assessment meeting. These should be set within 2 weeks of the employee being in post.

	Assessment Review - 1


	The first review should be held during the 8th week that the employee is in post

	Assessment Review - 2
	The second review should be held during the 13th week that the employee is in post 

NB – Is the employee on track to pass induction and assessment?  Please bear in mind that where new entrants need more time to demonstrate that they meet the requirements of the role, due to unsatisfactory performance, the assessment period can be extended for a maximum period of an additional four weeks, to 24 weeks. More details are shown in Section 6.

	Final Assessment Review 
	The third review should be held during the 20th week that the employee is in post
You should write to confirm whether or not the employee has successfully completed the assessment period within 7 days Model Letter - Confirmation of Appointment  and also complete the Assessment Period Report. A copy of this letter and the report needs to be sent to HR Business Support to be retained on the employee’s personnel file.
If the new entrant is not successful you should either decide to extend the period to 24 weeks or progress to an Assessment period hearing.
If the new starter is not successful you should refer to the formal stages of the appropriate Principles – capability/absence&attendance/misconduct  before progressing to a formal hearing.


How to conduct an assessment and review meeting – Guidance on how to conduct an assessment review meeting are shown in the following link: Assessment review meetings
6.
Performance, Conduct and Attendance Issues










Unsatisfactory Performance (this covers capability, conduct and attendance) 
If at any stage of the Induction and Assessment period there are concerns, this should always be discussed informally in the first instance. This can be as part of the scheduled assessment review meetings or discussed at a separate informal meeting. 
At this meeting you should set clear targets for improvement and inform the new entrant/ starter of the review period, which can be before but, no later than the next scheduled assessment review meeting. The following template can be used to set the targets for improvement: Performance Improvement Plan template.  In cases of poor attendance, it may be appropriate to use the attendance improvement plan, this can be found in the principles of managing absence and attendance. 
Following this meeting you should write to the new entrant/ starter to confirm your discussion. 
Continued Unsatisfactory Performance – New Starters
Where the informal discussion does not bring about the desired level of improvement in performance/conduct/attendance, or you have serious concerns about their performance you should instigate the appropriate Principles from the appropriate formal stage:

· Principles of Managing Absence and Attendance

· 

HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Capability/Principles%20of%20Managing%20Capability%20July16.docx?d=wdf61509692ff4225aa4f0f112d7ad10a&csf=1&web=1&e=VUVdfB"

Principles of Managing Capability

· 

HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Misconduct/Principles%20of%20Managing%20Misconduct.docx?d=wae06615f0a6c4a80a87111e00e8d0189&csf=1&web=1&e=kUUSS5"

Principles of Managing Misconduct


Continued Unsatisfactory Performance – New Entrants
Where an informal discussion does not bring about the desired level of improvement in performance / conduct / attendance, a Formal Assessment Period Meeting needs to be held. Refer to section 6a.
6a
Formal Assessment Period Review Meeting
The purpose of the review meeting is to set further time-measured objectives for the new entrant to achieve. 
The assessment period can only be extended to 24 weeks where it can be evidenced that the three assessment review meetings have already taken place or if a management process has been instigated. (This includes the Capability, Absence and Attendance and Misconduct Principles).
The new entrant needs to be given five working days written notice inviting them to the meeting. They have the right to be accompanied to the meeting by a Trade Union representative or work colleague. Model – Invitation to Formal Assessment Period Meeting.


Following the meeting you need to write to the new entrant to confirm what has been agreed, within five calendar days of the meeting.  Model – Outcome of Formal Assessment Period Letter.


At the end of the period (four weeks) the manager needs to review the performance to ascertain whether the desired improvements have been made.

If the desired improvements have been made, you should write to the employee to confirm them in post Model Letter - Confirmation of Appointment 
Where the expected level of performance has not been achieved, you should move to the Assessment Period Hearing.

6b
Assessment Period Hearing
The purpose of the hearing is to consider whether or not the new entrant should be dismissed.

The hearing shall be heard by the Director or Head of Service who shall inform the employee in writing at least seven calendar days in advance of the hearing of the following:

· the date, time and place of the hearing

· the reason for the hearing

· the employee’s right to be represented by a trade union representative or work colleague

Model letter: Invitation to Assessment Period Hearing.

The outcome of an Assessment Period Hearing may be:

· dismissal – provided this is warranted and there is clear evidence to substantiate this decision

· extending the time period for improvement which was agreed at the Formal Assessment Period Review Meeting. (Minimum 4 weeks to a maximum of 8 weeks)

 Model – Outcome of Assessment Period Hearing Letter 


6c
Right to Appeal
Where the result of the hearing is dismissal, employees have the right to appeal against the decision.  If an employee appeals they should have valid reasons for doing so and be able to provide evidence that substantiates the grounds for the appeal, which may include:

· the principles were not followed 

· new evidence directly relating to the hearing has come to light

The appeal letter should be submitted to the Head of Human Resources within 7 calendar days of receiving the written decision.  

A panel comprising of a Executive Director or Director (Where possible from a different Department to that of the employee) and a Senior Human Resources representative will hear the appeal. The Chair of the appeals panel will confirm the decision in writing, ideally within 7 calendar days of the conclusion of the Appeal Hearing and the decision is final.
Model – Invite to Assessment Period Appeal Hearing Letter



Unsatisfactory Performance


Where concerns arise with the new entrant/ new starter arrange an Informal Meeting to discuss your concerns about their Performance/Conduct/Attendance





This can be either:


Part of the assessment meeting


or


A separate Informal Meeting


�HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Meetings%20%EF%BC%86%20Reports/How%20to%20Conduct%20an%20Informal%20Meeting.docx?d=w9ecefe91184140d49f1d38d0926d80ce&csf=1&web=1&e=G9iFko"��How to Conduct an Informal Meeting.�














1-2-1 or Supervisory Meetings





Provide feedback





Discuss any performance concerns at earliest opportunity














Set Improvement Targets


Set clear performance targets for improvement to be achieved by the next Assessment Review. Confirm the discussion in writing.


�HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Induction%20and%20Assessment/Induction%20and%20Assessment%20-%20Model%20Outcome%20of%20Informal%20Discussion%20Letter.docx?d=w21051e3dfc12469ea3cc86ed83341609&csf=1&web=1&e=Sub0Wc"��Model – Outcome of Informal Discussion Letter� 





Next Assessment Review


Has new starter/new entrant achieved improvement targets for performance/conduct/attendance?





No 


Existing Enfield Council Employee





No


New Employee to the Council





Yes


Continue Assessment Review Programme





Refer to Formal Stages of appropriate principles: 


�HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Absence/Principles%20of%20Managing%20Absence%20and%20Attendance.docx?d=w2ae444696fed426bb7d253a77e489a32&csf=1&web=1&e=0hVk8W"��Principles of Managing Absence and Attendance


��HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Capability/Principles%20of%20Managing%20Capability%20July16.docx?d=wdf61509692ff4225aa4f0f112d7ad10a&csf=1&web=1&e=VUVdfB"��Principles of Managing Capability


��HYPERLINK "https://enfield365.sharepoint.com/:w:/r/sites/intranethr/Shared%20Documents/HR%20Advisory/Misconduct/Principles%20of%20Managing%20Misconduct.docx?d=wae06615f0a6c4a80a87111e00e8d0189&csf=1&web=1&e=kUUSS5"��Principles of Managing Misconduct


�





Progress to Formal Assessment Period Review Meeting


(See Section 6a)


The assessment period can be extended to a maximum of 24 weeks.


Where you have serious concerns about 


performance/conduct/attendance progress to Assessment Period Hearing





Serious Concerns


If at any stage in the Assessment Review Programme you have serious concerns about the performance/conduct/attendance of the new entrant, contact your HR rep for advice, it may be appropriate to progress to an Assessment Period Hearing (Section 6b)





Serious Concerns include circumstances where the service or the reputation of the service had been damaged as a result of the new entrant’s performance.









