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Staff Induction Policy 

 
1. Introduction  
 
The Real Apprenticeship Company recognises that all new employees and those staff who are promoted 
or transferred will require adjustment in their new roles.  
 
The Real Apprenticeship Company will give the required support to these employees through the generic 
induction programme as well as addressing any individual needs that have been identified through the 
recruitment and selection process and via discussion between the Performance and Standards Manager 
and the line manager.  
 
All staff who are included in the induction programme will be given support throughout their induction. 
None of these employees, or potential employees, will receive less favourable treatment or 
consideration on the grounds of their gender, ethnicity, sexual orientation/identity, disability, age, 
religion or religious belief, or any other unlawful criteria or circumstances.  
 
This induction must cover all aspects of the employee’s work, and therefore includes induction to The 
Real Apprenticeship Company, the area in which the employee will work, and the job which the 
employee will undertake, as well as familiarisation with all legal and procedural issues pertaining to their 
employment. Within this procedure, induction refers not only to new employees, but also to employees 
who are transferred or promoted within their employment to another role.  Any such change in 
circumstances requires induction to take place.  
 
The Real Apprenticeship Company will be flexible in providing a number of opportunities for staff to 
receive the mandatory training session by scheduling them at different times of the day, in the evenings 
and at weekends to give all staff the opportunity to attend to suit their individual needs.  
 
2.  Objectives of Induction  
 
To ensure that all new starters:  
• understand how The Real Apprenticeship Company operates  
• understand the work of the different areas 
• understand the culture of The Real Apprenticeship Company 
• understand the vision and mission of  The Real Apprenticeship Company and the objectives of The Real 
Apprenticeship Company from the 90 day plans  
• understand how their role fits in with the team and The Real Apprenticeship Company as a whole  
• understand their objectives for the next period (up until the next formal review, which may be a 
probation interview)  
 
To ensure that all those staff who have been promoted or transferred understand:  
• how the new area works, and its business plans (drawn from the 90 day plans)  
• their job role and how it fits in with the team and The Real Apprenticeship Company as a whole  
• their objectives for the next period  
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3. Responsibilities  
 
Line manager and Performance and Standards Manager (for delivery staff) will take responsibility for:  
• all basic fundamentals for operating successfully in The Real Apprenticeship Company 
• specific mentoring, coaching and training in relation to the role where necessary  
• teaching practices and administration (delivery staff only)  
 
Line Manager 
• explaining conditions of employment and  
• organising mandatory training  
 
Chief Executive  
• strategic overview of The Real Apprenticeship Company  
 
The Finance & Commercial Manager will administer the process. All documentation will be sent out by 
the Finance & Commercial Manager and monitored for completion and return to the Finance & 
Commercial Manager for filing in the staff file. Attendance at training events will be signed off and 
checklists completed and returned to the Finance & Commercial Manager.  
 
The induction process is designed to provide the employee with all the information and tools they 
require to carry out their role and to make them feel welcome and part of The Real Apprenticeship 
Company team.  
 
4. The Real Apprenticeship Company induction process  
The first part is a structured programme co-ordinated by the employee’s line manager, supported in the 
case of delivery staff by the Operations Manager and the Performance and Compliance Manager this 
programme will commence on the first day of employment and continue throughout the employee’s 
probationary period. The employee’s line manager is responsible for ensuring that the employee is 
aware of the day-to-day fundamentals of the post, the individual’s role and its specific duties and 
responsibilities. For delivery staff this will also include the administration processes and detail of the 
caseload procedure. Each manager must co-ordinate their own induction programme for each new 
member of staff, ensuring that all aspects of the checklist and the post are covered  
 
For delivery staff the line manager must work with the Operations Manager and the Performance and 
Compliance  Manager to ensure that a lesson observation/support session is programmed in 6 weeks 
after commencement and ensure that feedback is given.  
 
All new employees must receive the Welcome Day training session. Line managers are responsible for 
ensuring that staff cover aspects of every employee’s contract, for example, holiday entitlement, pay 
dates etc and also includes the mandatory training sessions on: equality and diversity; child protection 
and data protection. In addition a short presentation is given by the Operations Manager on teaching 
and learning and assessment for all delivery staff. This will be via a Skype link. It will also be an 
opportunity for new staff to ask any questions on issues that they do not feel have been covered. 
 
There is also a Skype meeting with the Chief Executive; this should last no longer than one hour. This 
covers the strategic information about The Real Apprenticeship Company and its vision and mission. This 
is an opportunity for the new employees to meet the Chief Executive and for her to meet with them. 
This should occur within one month of the employee starting.  
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5. Stages of the induction procedure and documentation  
 
Before starting  
All new employees will be sent a new starter pack, this includes, an offer letter, next of kin form, bank 
form P46. The employee must complete and return the health questionnaire, next of kin and bank 
forms.  
The line manager should ensure that any IT equipment is ready and in working order requesting this 
from the Finance & Commercial Manager along with the log ins.  
 
a) Day one  
The employee will report to their line manager at the start of their day who will check that all relevant 
information has been received and will complete the section of the induction checklist:  
 Signposting where to find information  
 Payroll matters  
 Qualifications if required  
 CPD  
 Staff development etc.  
 Photographic ID  
 
The line manager should not have scheduled a significant amount of work – only light 
duties/administration etc work for the employee to do to during their first week to give sufficient time 
to become familiar with The Real Apprenticeship Company layout, facilities, support available to them as 
well as being introduced to their team members. As a minimum the line manager should cover health 
and safety matters including the emergency evacuation procedures. The line manager should also check 
with the member of staff whether any reasonable adjustments are needed to support them with any 
disability they may have declared or wish to declare.  
 
b) Week one  
 
The line manager will need to begin his/her part of the induction programme and cover all aspects of the 
checklist. Both parties have responsibility for ensuring that these checklists are completed and they 
should be signed by both parties and returned to Finance & Commercial Manager by the 2nd month of 
the probationary period.  
 
The line manager should:  
• organise meetings with relevant managers and introduction to colleagues.  
• organise website induction  
• work through the following :  
- job description  
- objective-setting for the next six months  
- training and development plan for the first six months  
- the probationary process  
- health and safety policy and procedure  
- general background on other areas within The Real Apprenticeship Company 
- useful contact numbers  
 
This list is not exhaustive but is a minimum requirement 
 
c) Within 2 months  
New employees will be invited by the Chief Executive to attend the Chief Executive’s induction session. 



 

To be reviewed July 2019 
 

Delivery staff will have been observed by the Performance  and Compliance Manager, usually at 6 weeks 
and feedback given to the employee’s line manager and a copy for the file. The line manage will 
complete the 2 month probationary process with the new employee. The completed paperwork is to be 
returned to the Finance & Commercial Department.  
 
 
6. The remainder of the probationary period  
The line manager will ensure that the employee’s induction programme is completed and that issues are 
addressed appropriately through the probationary procedure, as the programme is completed copies 
should be sent with probationary reviews for the personnel file. Line managers and the Performance and 
Compliance Manager should contact the Chief Executive at the earliest point where any issues arise 
during this process.  
  
 
8. Current employees  
 
Current employees are also entitled to receive appropriate induction according to the circumstances of 
their new position. It is important to exercise discretion in ensuring that the induction is appropriate and 
adequate.  
 


