Induction for Staff & Volunteers
	Name of Employee:

	Job Title:

	Induction Start Date
	Induction Completed

	
	Date 

	  Signature of Employee
         



By End of Second Week – All Staff
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Welcome and Introduction 
Person Responsible – Line Manager
	· Welcome
· Deal with key administrative matters
· Confirm contract or volunteer agreement in place
· Overview of the riding establishment’s history, mission, and values
	

	Introduction to the Yard and Work Areas
Person Responsible – Line Manager
	· Guided tour of the riding establishment’s facilities
	

	Introduction to other Members of Staff
Person Responsible – Line Manager
	· Go through organisation chart 
· Explain the roles and responsibilities of staff/team in general terms
· Meet other staff members
	

	Introduction to the Horses and Clients
Person Responsible – Line Manager
	· Meet the horses on the Yard
· Explain any specific risks/issues
· Describe who the Yard’s clients are and how we interact with them
	

	Review of Staff Policies and Procedures 
Person Responsible – Manager
	· Ensure Staff Handbook read and understood
· Ensure Rules of the Yard read and understood
· Ensure Code of Conduct read and understood
· Explain employee’s terms and conditions of employment, including arrangements regarding hours of work, holiday requests, sickness procedure, after hours working, dress code, lunch arrangements, etc.
	

	Safeguarding
	· Introduction to Safeguarding, including:
· Digital safeguarding and appropriate use of social media
· Confidentiality and data protection
· Boundaries and professional conduct
	

	Performance Standards
Person Responsible – Line Manager
	· Outline specifics of job role – (job description)
· Define goals, objectives, and expectations
· Review probation and performance, and development review/appraisal process.
	



By End of Second Week – Staff with Equine Care and Welfare Responsibilities
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Yard Systems and Horse Welfare (for staff that care for horses)
Person Responsible – Line Manager/Nominee
	· Explain, ensure understanding of and confirm proficiency in yard policies and procedures, including:
· Recognising signs of illness or distress in horses 
· Equine first aid
· Preventing and controlling the spread of disease 
· Safe handling of horses
· Understanding basic horse behaviour
· Stable and field cleaning regimes
· Feeding and food preparation
· Death or Escape of a Horse
· Saddles, bridles, and other equipment and their proper fitting
· Review procedures for all yard jobs
· Elaborate here as per appropriate:








	

	Health, Safety and Welfare Protocols and Emergency Procedures Person Responsible –Line Manager
	· Understand safe systems of work that mitigate yard hazards
·  Understand emergency procedures:
· Fire plan and procedures
· Manual handling
· First-aid arrangements
	

	Monitoring, Evaluation and Probation 
Person Responsible – Line Manager
	· Explain how the induction programme is monitored and reviewed.  
· Explain the details of the Probation period.
	



At the End of Second Week
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Training Needs
Person Responsible –Line Manager
	· Define training needs and arrange training plan:
· To meet deficiencies observed in the initial induction
· To meet specific responsibilities in job or role description
	

	Additional Training
Person Responsible – Line Manager
	· Elaborate here as per appropriate:












	



By End of First Month
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Administrative Matters
Person Responsible – Line Manager
	· Informal meeting to assess how the employee is adjusting to their role, getting on with any assigned training, and/or whether they have any other coaching or training needs, and/or other concerns
	


At End of Three Months
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Administrative Matters
Person Responsible – Line Manager
	· Review how the new employee is settling in and performing
· Pinpoint development needs, set timescales for achieving them and adjust work targets if required
	


At End of Six Months
	SESSION
	SUGGESTED CONTENT OF SESSION
	COMPLETED & COMMENTS

	Administrative Matters
Person Responsible – Line Manager
	· If the new employee is on probation, determine whether they have met the performance standards for continues employment
· Review training needs
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