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1. Purpose
To ensure every new staff member (including bank, agency and volunteers) is properly introduced to the home, understands their role and key safety procedures, and is supported to become competent — so they can work safely from day one.
2. When this procedure applies (the trigger)
1. Any new employee, bank worker, volunteer, or agency worker starting (agency staff get a shorter arrival induction).
3. What to do — step by step
1. On or before day one, cover the essentials: layout of the home, fire procedure and exits, where the call system and emergency equipment are, and key policies (safeguarding, health & safety, confidentiality).
1. Introduce the new starter to colleagues and to residents' needs relevant to their role.
1. Confirm all pre-employment checks are complete (DBS, references, right to work) before unsupervised work.
1. Begin structured induction aligned to the Care Certificate for new care workers, with supervised practice and a workbook/checklist.
1. Assign a mentor/buddy and set a probation/supervision schedule with review points.
1. Ensure mandatory training is booked/started (see STA-05) and competency is assessed before the person works unsupervised on skilled tasks.
1. Record induction completion and keep the signed checklist on file.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Cover fire, safeguarding and key safety on day one
1. Confirm pre-employment checks are complete first
1. Use the Care Certificate framework for care workers
1. Assign a mentor and supervise early practice
1. Record and sign off induction completion
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT let new staff work unsupervised before checks clear
1. Do NOT skip the fire/emergency briefing
1. Do NOT leave new staff without support or a mentor
1. Do NOT assume competence — assess it
1. Do NOT forget to induct agency/bank workers on arrival



5. Who to contact
	Manager / inducting senior
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	Assigned mentor/buddy
	Name: ______________

	Training lead
	Name: Andrea Tomkins



6. Recording
Keep the completed, signed induction checklist and Care Certificate progress in the staff file. This evidences a safely inducted workforce.
7. Related procedures
1. Recruitment SOP (STA-03)
1. DBS SOP (STA-04)
1. Training matrix SOP (STA-05)
1. Emergency cover SOP (STA-02)
8. Manager review checklist
Confirm: an induction checklist and Care Certificate process exist; a mentor scheme is in place; a shorter agency-arrival induction exists. Complete header boxes and mark 'Done'.
Uncontrolled when printed — check the tracker for the current version.   Page 
