INDUCTION AND PROBATIONARY
PROCEDURES
1. INDUCTION
Once the recruitment process is completed the ……….………. is committed to 
ensuring new workers receive the support and information they require to assist them to carry out their responsibilities. All new employees will have an induction period at the commencement of their employment. The duration and content of this will vary according to the needs of the employee and the position. It would be crucial that the induction period is experienced as positive and empowering. This is outlined in more detail below. 

1.1 Understanding the role:


Time will be spent in the first week with the person who has direct responsibility 

for line management. Information on this first week will include:

· Background and values to the Project

· Background to the specific Programme

· Operational environment in which the employee will be working.

· Discussion and explanation of the position and what it entails.

· Information in relation to health and safety issues within the workplace.

· Administrative procedures, terms and conditions, health and safety, contract and support and supervision policy etc..

1.2 Reading up of background information:


Time will be provided for new employees to read relevant written materials and 
come back with further questions and concerns.

1.3  Meeting colleagues:


Meetings will also be arranged with other staff team members (as appropriate) to 
find out what their work is about.  

1.4  Meeting with other agencies:

Arrangements will be made for the new employee (if appropriate) to meet with 
relevant  agencies and other organisations within the locality. This will happen 
either in conjunction with the direct  line manager or on an independent basis.

1.5 Regular support and supervision:

New workers and their designated supervisor will meet formally on a two weekly 
basis  in the first  2 months and then monthly till the end of the probationary 
period. Once the probationary period has been completed supervision will take 
place every four to six weeks or as agreed between the supervisor and 
supervisee. 

2. PROBATIONARY PERIOD
The ………………. will confirm the offer of a long term contract with new employees on the successful completion of a probationary period. It is the responsibility of the designated line manager (and / or a member of the staffing sub-group where appropriate) to manage this process with new employees. 
The probationary period provides ample time for workers to become comfortable and competent in the position and for both the new worker and ……..………….… to be able to develop a solid and trusting working relationship. Throughout this time the Project is committed to ensuring that each employee understands  and is  familiar with demands of the post and that there is full discussion with the employee regarding any problems or difficulties that may arise. Probationary procedures are as follows.
2.1 Appraisals during the Probationary period:

For any full-time or part-time position there will be a probationary period of 6 
months, with a formal  appraisal at 3 and 6 months. This will ensure that any 
difficulties arising can be dealt with efficiently and effectively.
2.2 Support / supervision and appraisals:

The 3 and 6 monthly  appraisals will be undertaken by the direct line manager 
(and / or member of the staffing sub-group if appropriate)  and based on the job 
description and information gathered through regular support and supervision 
sessions.  Should there be  concerns with regard to the workers performance this 
will have been  flagged as openly and as honestly as possible within the support / 
supervision and appraisal meetings. 
Where there is a serious difficulty the Project may extend the probationary period 
for a further 3 months. The employee will be informed in writing as to the reason 
for this. The new employee will be given appropriate support during this time to 
find ways in which to make changes.

2.3 End of probationary period:

Normally the final  appraisal to mark the end of the probationary period will take place at 6 months. On successful completion of this the new employee will be offered a long term contract (subject to funding). 
However, if the probationary period is extended it will take place at  9 months. If at this stage there are still some minor concerns about the employees suitability for the post, and  the decision is still to go ahead with an offer of a long term contract, these concerns will be written into the employees records along with a strategy for change over a set period of time. Reviews of this will take place through regular supervision sessions. 

2.4 Feedback to the Project:

During the period of probation the Project is also open to hearing concerns and 
struggles from the employees perspective and will be open to discuss issues that 
may require the organisation to make changes or provide additional support.

2.5  Ending the contract during the probationary period:

During the period of probation the contract can be terminated by either party in 
accordance with the provisions of the Minimum Notice and Terms of Employment 
Act, 1973.

