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TASK

The purpose of this unit is to develop knowledge and understanding of the induction process for new staff in an organisation as required by a practising or potential manager.

In order to demonstrate your knowledge of this you need to respond to all of the questions listed below.

NOTE:
You may want to relate your answers to an organisation that you work in. If you are not currently working within an organisation, then you may complete this task in relation to an organisation with which you are familiar. This could include experience working in a voluntary capacity.
You should plan to spend approximately 6 hours researching your workplace context, preparing for and writing or presenting the outcomes of this assignment for assessment. The 'nominal' word count for this assignment is 1000 words: the suggested range is between 800 and 1500 words.

Check your assignment carefully prior to submission using the assessment criteria.


	Please use the sub-headings shown below when structuring your Assignment
	Assessment Criteria

	Understand the induction process and its effectiveness

You should:
Explain the importance of effective induction. 
Describe the phases of induction in your organisation.
Describe any legal aspects that should be included in an induction for workplace you are using for this assignment.
Explain one method that you could use to record the progress of an individual during induction in your workplace.
Explain how you could evaluate an induction process in your workplace.

	
· Explain the importance of effective induction (20 marks)
· Describe the phases of induction in an organisation (20 marks)
· Describe which legal aspects should be included in an organisation’s induction process (20 marks)
· Explain a method that could be used to record an individual’s progress during induction (20 marks)
· Explain how an induction process could be evaluated (20 marks)
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