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1. Background 
 
This policy sets out the procedure to be followed in order to support the successful completion of the 
probationary period and how to induct new starters, ensuring a consistent approach is followed and in 
addition provide guidance and best practice. 

 
2. Definitions 
The organisation will apply criteria to its employees as set out in the policy in making decisions regarding 
Probation and Induction. The following definitions shall have the following meanings:   

 
A probation period provides time to clarify the duties and responsibilities of the job and the standards 
required of new members of staff, identify development needs and provide learning and development 
opportunities to assist the individual in attaining the required standards of performance, conduct and 
attendance.   
 
Corporate induction refers to the standard elements of induction that apply to all employees, for 
example, the CCG induction run by the HR and ODL team on behalf of the CCG and mandatory 
training. 
 
Local induction refers to elements of induction that are specific to the role, team or department of the 
new employee.  
 
3. Procedure 
 
Local Induction - As a minimum, local induction should encompass all elements listed in the CCG 
Induction Checklist. This should be completed within the first 3 months of employment.  A copy of the 
completed checklist should be signed and retained by both manager and individuals.   
 
Corporate induction - should take place within the first 3 months of employment. The organisational 
development team will review the content of the corporate induction programme annually, in September, 
making recommendations for changes to be implemented by the following January.   
 
Probation - Probationary periods will apply to all new entrants and re-entrants to the CCG. Employees 
on bands 1 - 3 will have a 3 month probationary period in their contract. Employees on bands 4 and 
above will have a 6 month probationary period in their contract. By the end of the probationary period, 
the employee must demonstrate they have met the required standards.  
 
4. Further information 
 
For further information, please consult the full policy and your HR Business Partner if further advice is 
required. 


