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Introduction 

When Volunteer placements join CADAS, the first few months have a determining influence on their 

ability to work effectively as part of a team. The first impression they may have can set the tone for 

how they experience working for CADAS. A negative or confusing impression at the beginning can be 

damaging and painful to both the individual and the organisation. 
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Why is the Volunteer placement induction necessary? 
All organisations have their own systems, procedures and culture within which Volunteer placements 
are expected to operate. If you have been working for an organisation for any length of time, it can be 
easy to forget the basic information and routines that new members of Volunteer placements require 
to complete their work and feel motivated. A systematic programme of induction is a way of ensuring 
that we do not take things for granted when training new Volunteer placements. The induction 
process aims to help new Volunteer placements to feel comfortable, motivated and able to operate 
effectively with a minimum of stress. 
 

CADAS is, therefore, committed to ensuring that all Volunteer placements receive a well-planned 

and executed induction to maximise their effectiveness and well-being right from the start. 

 

 

What are the main principles of a good induction? 
 

• Planned in advance – you should devise an induction plan well in advance of the Volunteer 
starting. 

• Managed as a process – you should have a clear schedule, setting out the induction process 
in a logical sequence. 

• Monitoring and evaluation – you should check that the new Volunteer understands each 
element of the process and you should carry out a review at the end of the induction. 

 

The aim therefore is: 

a) To ensure that the organisation receives the benefit of a well-trained, motivated and 
effective volunteer placement as quickly as possible 

b) To extend a friendly welcome and encourage a smooth transition into the workplace 
c) To allow the new Volunteer to become familiar with the people, the surroundings, their post 

and the policies and procedures in a comprehensive, consistent and systematic way 
d) To demonstrate a commitment on behalf of CADAS to help employees settle into their new 

environment and understand their responsibilities 
 

What are the expectations of new Volunteers during induction? 
It is unreasonable to expect new Volunteers to take on all their duties and responsibilities from the 

moment they start.  At the same time, the Volunteer should have a basic programme that helps 

them to settle into the pattern of work expected by their placement.  An induction session should 

include a review of the Volunteer placement job description and an outline of their key duties and 
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responsibilities.  The identified supervisor should indicate when the new Volunteer(s) is/are 

expected to begin specific components of the job description. This should include identifying areas 

which:  

• Are immediate and need to be addressed in the first few weeks’ 

• Can wait a month or so until the Volunteer has settled in; 

• Can be taken up over the longer term. 

 

Responsibility for induction 
 

The immediate Supervisor will: 

• Ensure all necessary support information is given to the individual during their first 
weeks of work and beyond 

• Have developed a clear work and development (if necessary ) plan for the new 
Volunteer 

• Ensure that the new Volunteer attends the induction sessions arranged with supervisor. 

• Ensure that the new Volunteer attends their first day induction with supervisor. 

• Ensure that the new Volunteer has a nominated person on site. 

• Ensure if relevant off site assessor’s participation at the beginning of the induction 
process. 

 

The Supervisor(s) will: 

▪ Conduct the first day induction 
▪ Organise induction with CADAS staff team 
▪ Provide advice and guidance to managers as appropriate 
▪ On the first day, induct the new starter into the office and CADAS processes and procedures 

(see Appendices 1 & 2 for full lists) 
▪ Identify equipment requirements. 

 

The person in charge of IT will: 

On the first day carry out the induction within IT and e-mail requirements 
 

The new Volunteer is not a passive recipient in the induction process and should play a proactive 

role in shaping the induction process to meet their specific needs. 

Everybody has a responsibility for making new Volunteers feel welcome and supported. All Staff are 

required to take part in the induction training by explaining what they do and how their work fits 

into the rest of CADAS.  Shadowing identified members of staff will form part of the development 

plan. 
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Role of nominated persons 
The nominated person(s) for Volunteer placements is known as their Supervisor. They will be 

available to answer any routine queries that arise during the new Volunteer’s first weeks so that 

he/she does not feel isolated when first in placement 

 

Procedure 

The induction stages 
The induction procedure can be divided into stages: 

1. Before the first day 

2. The first day 

3. The first week 

4. The second and third week 

5. The first two/ three months 

There are three main induction checklists which help to provide a common basis for induction for all 

new Volunteers and ensure that the induction process is carried out in consistent and 

comprehensive way. 

It is essential that the checklists are completed, signed and returned to the supervisors to be kept 

on the individual’s personal file in main office. 

 

Before the first day 
The responsibility of the supervisor: 

Before the first day the supervisor will contact the new Volunteer for the following: 

• Initial meet and greet meeting  

• Arrange start date (induction day 1) 

• Arrange learning agreement meeting for Volunteers, social workers, off site 
assessors and university representatives.  

The Operations Manager will ensure that a copy of the Volunteer placement agreement with the 

university are made available to the supervisors. 

It is important that the induction is planned and co-ordinated in advance of the Volunteer’s first day. 
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The first day 
The overall purpose of the first day is to facilitate a warm welcome to CADAS. 

The responsibility of the supervisor(s): 

a)  To ensure time is set aside for attendance at the schedules induction programme 
b)  To give a brief tour of the Cadas centre and identified work place 
c)  To introduce him/her to appropriate members of staff and volunteers 
d)  To make themselves available to answer and ad hoc queries as they arise 

 

The first week 
The responsibility of the Operations Manager: 

• To provide advice and guidance to supervisors and new Volunteers as necessary  
 

By the end of the first week the supervisor(s) will meet with the Volunteer(s) to; 

• Deal with any points / queries he / she my wish to raise 

• Add further information to that which has not already been given  

 

The second and third weeks 
The purpose of the induction process in the second and third weeks is to further build on the 
information learnt in the previous week. 

 

The responsibility of the Supervisors: 

• To meet with the new Volunteer(s) and the offsite assessor to discuss any further issues / 
queries that may have arisen  

• To ensure that they are available to support the new starter as much as possible  
 

The new Volunteer should be shown where to find the copy of the staff handbook and its Policies 

and Procedures manual is kept for their reference 

 

The first two / three months  
The responsibility of the Supervisors:  

To provide advice and guidance as necessary  
By the end of the first two / three months the new Volunteer should be integrated into the 

organisation.   
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Appendix 1 – Induction Checklists 
 

Pre Start Checklist 
Name of Volunteer: 

Item Tick List 

(Please tick 

when 

completed) 

Circulate an email to all staff and volunteers of new arrival  

Has a workstation, phone and extension number  

Has a diary   

Has a tray been organised  

Has any necessary stationery   

Has a nominated person  

Signed by Supervisor (s): 
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Week One Induction Checklist  
Name of Volunteer: 

Item Tick List  

(please tick when 

complete) 

Explanation of CADAS and what it does  

Explanation of organisational chart  

Explanation of CADAS’s vision, mission and guiding principles  

Explanation of staff handbook (I.e. code of conduct)  

Explanation of county wide communication systems such as staff meetings etc.  

Explanation of where to locate Office Procedures Manual   

Introductions to relevant members of staff and external contacts  

Review Job Description and identify:  

• Tasks which are immediate and need to be addressed in the first weeks 
 

• Tasks which can wait a month or so  
 

• Tasks which can be taken up over the longer term 
 

 

 

 

 

 

Check current DBS checks for Volunteer  

Signed by Supervisor:  

Signed by New Volunteer:  
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First Day Induction Checklist 
To be completed by the Supervisor(s) and signed by new Volunteer 

It is the responsibility of the person on this placement to ensure that the following information is 

explained at the first day’s induction. 

Name:  

Placement: 

Start date: 

Finish date: 

Induction date:    

Learning agreement date:    

Supervisor responsible for induction:    

 

To be explained to new Volunteer 

Name of Volunteer: 

Signed by Supervisor Date 

Office procedures   

Telephone system   

Facilities   

Standard forms   

Health and Safety   

Explanation of Counsellor   

Explanation of staff handbook   

Explanation of Project-based staff   

Explanation of Christmas closing   
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Appendix 2 

Induction lists for Supervisors…what to tell the new Volunteer 
 

Office procedures 

• Office opening and closing times 

• Access codes 

• Diary (it’s purpose) 

• Phoning in when absent  

 

Telephone system 

• Explain the system and how it works (making, transferring, retrieving calls, line access etc) 

• Message sent via email  

• Explain mobile phone 

• Telephone list to be given 

 

Facilities 

• Tray for internal mail  

• Procedure for incoming mail  

• Procedure of outgoing post  

• Stationery  

• Recycling 

• How to use photocopiers and what to do when they break down 

• Explain which fax machines can be used for incoming and outgoing faxes and how faxes are 
distributed 

• Meeting / conference rooms 

• Kitchen / washing up  

• Communal area 

• Toilets 

• Smoking 

 

Health & Safety 

• Health & Safety Policy (explain organisational and individual responsibilities) 

• Health & Safety Procedures (explain and give copy) 

• Fire exits (where these are, what to do in the event of a fire, which extinguishers to use on 
which fire) 

• Fire drills (what to do in a drill) 

• Assembly point 

• First aiders 

• First aid boxes 

• Accident book (location, what and how to report) 

• Care in office  

• Safe working with Equipment 

 

 


