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Objectives of the Guide : some pointers








( For whom is it intended?





This guide is intended to be used by the personnel responsible for the induction training of new employees in a company and by the tutor who wishes to plan the initial training in safety and the activity of work.


To our knowledge it is the first guide intended for the induction tutor.








( What is its field of application?





This guide can be used when preparing the induction of new employees, hired on contracts of determined or non-determined duration, temporary staff, sub-contracted employees and students on placements.


It can be used for the training of all types of staff, executing all kinds of roles within the company (workers, executives etc.).


The outline developed can also help the company to train operators for their workstation as well as training them in environmental safety and working conditions.








( What are its objectives?





This guide must be used as the base of consideration and action, with a view :





to defining objectives to be attained,


to listing information to be communicated,


to aiding the conception of training sessions in the area of initial training in the job and in safety.








( What are its limits?





The objective of this guide is not to give the tutor definitive answers to the questions it poses. It helps him or her to find adequate solutions to problems encountered, taking account of objectives stated by the company as regards the induction programme and initial training in the job and in safety.





It can only be used effectively if the company possesses precise information about its own safety and working activities. The guide provides an educational response to obligations concerning training in safety and improvements in working conditions. The guide is a tool to manage risks within the safety policy of the company. It helps to communicate such a policy.








( How should it be used?





This guide is composed of two types of documents:





a booklet which develops the general overview


practical sheets which allow the induction tutor to note the most important points with a view to conceiving an induction programme designed and adapted to the objectives fixed by the company.





The tutor must use these documents, in co-operation with the competent partners who are professionally involved in this area (occupational doctors, nurses, personnel managers, training directors, C.H.S.C.T., company committee).





�
Presentation of the general overview








( This guide offers a chronology of educational considerations and actions with the aim of the conceiving of a planned induction programme (see contents).





After having listed the arguments in favour of the organisation of an induction programme for new employees, a consideration is given to the objectives required in that programme, emphasising the importance of the course.





Identifying, beforehand, the major categories of information and the means of communicating them, allows the tutor to determine the general profile of the training procedure.





The characteristics of the new job and those of the recipients of the training, are defined before choosing the precise and relevant information to present. They will be based on the safety policy and the activity of the company. These last criteria allow the profile of the proposed training programme to be progressively refined.








( The practical sheets summarise considerations by the tutor for each trainee.





The first of the eleven sheets presents the general means of use and the major groups of information which are summarised (analysis of the needs, help for the organisation and the type of pedagogy).
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The induction of new employees : a social and economic investment in the company’s success 





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� To ensure the economic growth of the company, it is essential to encourage the development of good relations between your colleagues. A business can only function well provided investment is made in its human resources as well as its machinery. The initial training of new employees or persons (those employed under contracts of determined or non-determined duration, temporary workers, sub-contracted employees, students on placements) involves the technical, social and organisational functioning of the company. This induction is a tool used  by active, participative management and reflects the modernity and quality of the way the firm works. When the new employee first arrives, he or she should stick to the most representative members of the company. This encourages an exchange of information about production, the work of the machine operators and the issue of environmental safety.





The strategy of safety training is dictated by the head of the company’s ethical (insert 1) and legal (insert 2) obligations.


�


1) Ethics : Ethics are a collection of rules of conducts based on a consideration of morals. The head of the company for example invests in safety out of respect for the individual. This is human investment in the economic functioning of the company.


�


2) A legal obligation concerning the induction of new employees : extract from the Code du Travail (Working Code) articles L. 231-3-1 [see no.5 in the bibliography].


“Every managing director is required to organise a practical and appropriate training programme covering safety at work, for the benefit of all new employees, those changing their job or working practices, temporary workers (with the exception of those who are required to complete urgent tasks, necessitated because of safety risks and who already possess the appropriate qualifications to intervene in this way) and, at the request of a doctor, those who return to work having been absent for at least twenty one days.”


“This training must be repeated periodically, according to the relevant regulations or by collective agreement.”


“The funding of this training is the responsibility of the employer.”





The implementation of a health and safety policy leads to an improvement in the prevention of accidents. These are always perceived as social and economic failures within the company. It is widely accepted that in acting on 20% of bad working practices, an 80% improvement in safety is achieved (Pareto’s law).


The cost of the induction programme can, under certain conditions, be deducted from the continuous training (insert 3) budget. Equally the firm can pay the ‘taxe d’apprentissage’ to some training organisation entitled to receive it. They would then train its employees in return.





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� Encouraging the social integration of the new employee is to invest in human potential: better induction and training of new employees will lead to a decrease in the direct (insert 4) and indirect (insert 5) costs due to accidents which were resulted from bad working conditions.


These investments in initial and general training encourage the new employee’s sense of responsibility and will improve the quality of his work.





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� A good relationship between trainee and tutor is developed during the training sessions. That good relationship is necessary for the successful integration of the new employee. Integration ensures the creation of a atmosphere of mutual confidence, improving the economic performance of the company.


Successful implementation of these practices by the different participants gives the company a serious and professional image both externally and internally.


�


Continuous Training : extract from the Code du Travail article L951-1 [see bibliography no. 2]


“Employers with at least ten employees, must spend at least 1.5% of the total of paid salaries on continuous training throughout the working year.”


However, deducting the cost of the induction programme from this budget is only possible if the induction programme involves activities described under article L900-2 of the Code du Travail. This especially applies to :


 training given before commencing work and preparation for working life


 training to adapt techniques etc.





�


Direct Costs : Direct costs are related to accidents at work, that is the cost of temporary disability


+ the cost of permanent disabilities under10%


+ the cost of permanent disabilities over 10%


+ various extra costs


�


Indirect Costs : These are more difficult to evaluate. The total indirect costs are the total direct costs multiplied by at least two and at most nine. They consist of costs linked to loss of production, social costs , costs of compensation etc.





�


USE OF PRACTICAL SHEET no. 1





The implementation of an induction training programme : costs/benefits





This sheet allows you to list the arguments to use to convince the head of the business and the Health And Safety Working Conditions Committee of the benefits of implementing an induction programme.
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Define the objectives of the initial training of the new employee





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� At the time of the induction of a new employee, it is necessary to consider beforehand the best way of constructing a new social relationship with him or her.


Constructing this relationship requires a consideration of the content of the information to be communicated.


     Decide on the two parts of the communication :


what is the message to be exchanged ?


how to establish a good social relationship between the tutor and the trainee.


All of the communication between the staff is business related, based on expectations, either implicit or explicit, of the different partners. These expectations must be clearly explained and discussed.





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The induction procedure must satisfy two aims (figure 1):


that of the new employee who wants to integrate himself or herself into the social group of the company. He or she will want to know about the company and the particular task that he or she will do within the production system.


that of the tutor who wants to get to know the trainee better, in order that he or she may be successfully integrated into the specific area of the company for which he or she is being trained.


�


����Objective of the Induction Procedure


��


Expectations of the Trainee				Expectations of the Company


���������


���Insertion 		Information		Information about		Insertion into the 


�into the 		about the 		the trainee		specific area of  


��social group		company and its					the business


�			activity


���	


������


		Social Integration				  Technical and Administrative Information


���


��


	  Type of Training				 Trainee’s Knowledge





Figure 1 : the objectives of the induction procedure	�
�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The tutor must prepare the means of communicating with the new employee. This requires a reflection on the educational methods to be used, with the aim of successfully entering the new employee into the business.


The tutor must choose relevant information and the educational methods which will best allow him or her to communicate this information.


The tutor must encourage the creation of a balanced social relationship with the trainee, that is to say, understanding that information the employee offers is just as important as the information to be given to him or her.


Communicating requires the construction of a balanced social relationship between the participants in the exchange.





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The tutor must consider the induction process as the basis of the new employee’s initial training. 


Some definitions can be considered.


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� the terms : to train, to make aware, to communicate, to inform and to educate, indicate the different educational methods. The term ‘to train’ is the most general. No training is effective unless accompanied by attempts:


to make the employee aware : an act which requires making someone understand something.


to communicate : an act which allows an exchange of information between the participants.


to inform : transmission of information from a transmitter to a receiver.





Furthermore, a good practical training programme will be continually modified in the light of feedback from previous trainees.


In the long term it develops the ability and operational know-how of the new employee and his or her well-being. It constitutes the foundation of the education of the new employee.


�


6) To Train : to develop an aptitude, a quality, to exercise or shape the mind, the character of someone, to cultivate, to educate. To rear, to teach, instruct...to discipline, to coach.   (Le Petit Robert, 1991 edition)





To Make Aware : to make someone aware of a physical or chemical action, to make a group or an individual aware of or receptive to something.   (Le Petit Larousse Illustré, 1992 edition)





To Communicate : to transmit, to pass on knowledge, to share information with someone. To be in communication, in connection, in contact, in correspondance with someone.   (Le Petit Larousse Illustré, 1992 edition)





To Inform : to tell someone something, to teach someone something, to notify, to advise, to explain, to instruct, to warn, to inform someone of a fact, a decision, an event.   (Le Petit Robert, 1991 edition)





To Educate : to shape someone’s mind, to develop his or her intellectual and physical abilities and his or her moral senses, to teach someone good manners, social etiquette. To develop an ability, a particular function. (Le Petit Larousse Illustré, 1992 edition)





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� Therefore, a session of training in health and safety could consist of :


making the individual aware of the dangers to which he could become exposed, and those he could create for other employees.


communicating information on the subject of safety consists of exchanging information between those responsible for health and safety within the firm.


informing about environmental safety which consists in giving information concerning safety to the new employee.


educating the new employee in the issue of safety, which requires the progressive altering of his behaviour in view of his general ability and knowledge in this area.





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� What has just been developed for the environmental safety training session can be used in all other parts of the training. particularly when presenting information about the company, ‘the task’ and the ‘working activity’ (insert 7).


�


7) Task : the task corresponds to a collection of objectives assigned to machine operators and a collection of recommendations, defined externally to achieve these particular objectives.


According to the situation, it follows more or less the definitions of the operational methods, of instructions and of advice about safety.


It details the characteristics of the technical installation, the product to be treated or of the service to be given, i.e. all the elements to be taken into account to reach your final objective (see bibliography no. 4, p.56).


Activity : the activity is defined as the collection of phenomena (physiological, psychological, physical etc.) which characterise the living being, accomplishing acts.


These result from a collective movement of the person (the body, the mind, the desires, interpretations, history) adapted to this objective. 


In the case of work, this objective is socially determined. 





 What objectives could be applied to the induction programme?


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� The tutor gives himself or herself some educational objectives and choses to present the core knowledge which will allow him or her to attain them. We consider it important to pay particular attention, in the first instance, to basic information and to training in minimal knowledge about production and safety at work.


·	Make the trainee aware of the safety problems connected with the new job and the possible dangers that could come from them.


This can be done by the Health and Safety services, with the aid of various educational materials.


Inform the new employee about the business, about the place in the production process that he will occupy, about the task he or she will carry out and the actual activity that he or she will do.


This information can be communicated with the help of a presentation booklet about the company and general advice about safety, advice sheet adapted for the particular work stations etc.


To assimilate the minimum amount of knowledge, organise contact between a tutor and the new employee about the different processes of production and handling in which he or she will be involved. Learn about the work processes from the long standing members of staff: ask about the activity, the production, the safety at his or her particular work station, his or her shop floor, his or her firm etc.





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� This initial training is the first communication between the new employee and the members of staff responsible for training him or her. It will be pursued and developed throughout the professional life of the worker, according to the relevant legislation.


Nevertheless, the tutor must determine very quickly, according to the status of the new employee, if the training he or she wishes to give will be done only once (temporary workers and placement students) or if it will be pursued in the future (workers contracted for a non-defined duration).





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� Progressively the employee, adopting new coherent behaviour, will find new solutions to the problems of production and environmental safety he or she encounters. The initial training given during the induction should be organised in a way to encompass a wider aim: the progressive education of the new employee.





All training implemented must be tested and validated according to criteria clearly explained and presented to the individuals (oral and written tests for example).


The adequacy and practicality of the information given to new trainees should be discussed with them.


�
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Identify the major categories of information and the means of communicating them





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� What are the major categories of information to communicate and which can be the subject of an exchange?





The new employee (employed under contracts of determined or non-determined duration, temporary workers, those sub-contracted, students on placements) must be familiarised with:


the company which is employing him or her


the activity he or she will carry out


the safety implications attached to this activity


The tutor must think about the best means of communicating this information.





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� The presentation of the new employee’s company, of the shop floor (or of the site) :


Gather and communicate administrative and general information concerning the employee and the company


Present general information about the company, its production, the means of making enquiries or giving information, its management, its general organisation


Familiarise the employee with the group of people he or she will work with to do his or her job


Situate the employee according to the social, technical and economic system in which he will live and work





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� The presentation of the future activity of the new employee:


Place the task he or she will do into a wider context, the actual activity the employee will carry out should be emphasised as well as the general conditions of production (organisational, technical and human working conditions). The presentation of working procedures, and also the activity of the new employee’s future colleagues, aids the development of co-operation between the members of the team, and therefore the social insertion of the new employee.


Begin a discussion on all these subjects, by arranging meetings with the members of the team, the staff and the shop floor. Benefit from the possible previous knowledge of the new employee, involve him or her in the discussion, ask the trainee his or her opinion on the activity and the working conditions that the company has proposed.





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� The presentation of information concerning safety and working conditions of the company:


Make the new employee aware of, and inform him or her about, safety problems. Identify with him or her the inherent dangers of that future activity. Inform him or her of the problems of safety that can result from his or her activity. Describe incidents or accidents which have already occurred.


Describe the company’s safety policy on prevention, protection and intervention etc.





�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� The three categories of information cited must be the subject of an exchange. This will help the new employee to find a better place in the company, in the process of production, of information or management in which he or she will be involved and in the processes of safety.


The assimilation of these ideas facilitates the insertion of the new employee in the social, organisational and technical processes of the company.


�
�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� What are the methods of communication of this information?


Two types of strategy can be used:


a linear presentation of each of the three categories in individual and chronological order.


For example, in this type of presentation (figure 2), one can present first the company, then the worker’s activity and finally the problems of safety.





���


��                                      Company                          Activity                         Safety





Figure 2





an integrated type of presentation of the three categories of information. In this case one of the three sections can be used as a ‘channel’, allowing the flow of information to the others.


For example (figure 3), the safety training can be placed at the centre of the induction procedure of the new employee.


Information on the subject of working conditions and safety are used equally to present the company and the work of the employee. This is an integrated presentation of information.





�


Safety


��


��


                                           Company                                 Activity 





Figure 3





�


USE OF PRACTICAL SHEET no. 2





Determine the general profile of the training programme





The general profile of the training programme results from combining the criteria given in the chapters “Define the objectives of the induction procedure” and “Identify the major categories of information”.
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Consider the organisation of the initial training of the new employee





�


       Educational Organisation


�


��


����              Type of post to be occupied                                                                                              Type of information





��������


��       Type of audience              Trainee’s basic knowledge               Type of training                 Nature of audience


��


��


�            Type of business activity                                                                                                        Information Aids


�            and safety policy            





Figure 4 : the educational organisation of the training programme





( We suggest (figure 4) the starting point of considerations from which a tutor can identify the relevant questions with a view to organising in a rational and concrete way, the content of the initial training given at the time of the induction.


Two fundamental questions must be asked in view of organising the initial training in the company:


Of the three categories of information defined in the previous section (information about the company, the activity of the machine operators, safety), which specific information will be chosen to be presented?


Once the information has been chosen, what is the most effective way of presenting the     information?





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The choice of the basic knowledge is determined by:


the characteristics of the post to be occupied


the type of audience to whom the information will be given


the company’s safety and working conditions policy and the activity which it carries out





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The choice of the educational type must take into account:


the types of information to be transmitted and to be put into practice


the nature of the audience


information aids available or to be developed, which could be used. These aids are effective tools of communication and assimilation of information.





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The following sections develop in greater detail these different points. They allow the general profile of the training defined in the previous section to be progressively refined (refer to practical sheet no. 2).
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Know the characteristics of the post to be occupied before choosing the information to be presented





Whatever the post to be occupied, it is vital to avoid presenting too specific information at the time of induction. Usually the new employee must work in the company in relation with other individuals. He or she must integrate himself or herself into a more general process, which often includes the simple working processes which he or she will carry out. He or she can act and intervene at:


�a general level                                         		the company





�an intermediate level        		                           	the shopfloor, the workshop, the department





�a local level					the work station





Different levels of information to identify and communicate are associated with the different levels of the company’s functioning.


	basic level knowledge


	intermediate level knowledge


	local level knowledge





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The choice of relevant information to be identified is dictated by the characteristics of the post to be occupied.


Is the post executive, organisational, managerial for the whole company or only a shopfloor? Is it an operational or functional post (hierarchical level)?


Does the post require a high or a low degree of independence?


Will the employee be stationary or will he or she move around the company (e.g. maintenance worker)?


Will the employee work alone or will he or she work in a team (co-operational level)?


Where will the worker be placed in the plant (within the maintenance service, on the production line)?





�CARSPECIAUX 109 \f "ZapfDingbats" \s 10�m� The various information to present about the company, the activity of machine operators and safety is associated with these diverse levels and characteristics.





�



�USE OF PRACTICAL SHEETS no. 3





Refine the profile of the training programme


Rely on the principle characteristics of the post to be occupied to determine the level of information to present





For each category of information (information on the business [practical sheet no. 3-1], the activity of the operators [practical sheet no. 3-2], safety [practical sheet no. 3-3] ), intersect the characteristics of the post with information about the company’s levels of functioning (general, intermediate and local level).


According to the results, identify the required level of information to organise the initial training of the new employee.


The chosen level for each category of information (information about the business, the activity of the operators, safety) can be categorised by using number 1 for the most important and numbers 2 and 3 for those levels judged less important.





�
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(                The induction of new employees : a social and economic investment in the


                    company’s success	(practical sheet no.1)


�


(                Define the objectives of the initial training of the new employee


                        (practical sheet no. 2)


�


(                Identify the major categories of information and the means of communicating them


                       (practical sheet no. 2)


�





(                Consider the organisation of the initial training of the new employee


                       (practical sheet nos. 3, 4 and 5)


�





(                Know the characteristics of the post to be occupied before choosing the 


                   information to be presented	(practical sheets nos. 3)


�





(                Determine the type of audience to be trained before choosing the information 


                   to present		(practical sheets no. 4)


�


(                In choosing the information to be presented, take account of the company’s safety 


                   policy and its general activity	(practical sheets no. 5)


�





(                Choose a type of training adapted to the transfer of information


                    (practical sheets nos. 1, 2, 3, 4 and 5)
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�
Educational Guide for the Induction of New Employees





Determine the type of audience to be trained before choosing the information to present





( The tutor must put into place a training programme adapted to the requirements of his or her trainees.


For this, it is vital that he or she gathers information about :


the nature of the links between the new employee and the company he or she is joining,


the level of previous training and the past experience of the new employee.





The collection of this information will allow the tutor to evaluate the new employee’s capacity and ability to assimilate information, as well as his or her acquired knowledge and its use in carrying out the activity and in knowledge of the aspects of safety surrounding his or her future job.


This information is gathered at the time of the induction. It completes the information received at the time of hiring. 





( According to the nature of the links between the business and the new employee, choose the information to present. The factors which will influence the exact choice of information to be presented amongst the three categories (p. 15), whatever the favoured levels, are of three types :


is the post that the new employee will occupy likely to become permanent ?


is the temporary post proposed as vacant because of someone’s absence, because of extra work (temporary workers, students on placements) ?


is the post intended for employees from an external company ?





In the first case, the training will take place over a period of time (induction training and continuous professional training).


In the second and third cases, the employee must be operational more quickly, so there will have to be less information, it will have to be simpler but more incisive.





( Take account of the educational level and professional experience of the employee in choosing the information to be presented.


Two essential questions are presented :


is the trainee an individual without a degree? Does he or she have CAP, a BEP (vocational diplomas)? Is he or she at baccalaureate level or has he or she continued his or her studies at university level ? 


Certain information can be difficult for a student of poor educational background to take in. The tutor must prepare information which will be accessible to his or her audience.


The type of information and the depth of information must be different when one is talking to a graduate engineer (managerial and operational information) or to a worker (operational information).


is this the trainee’s first contract or has he or she already acquired professional experience ?


An employee who has worked before will have acquired a certain amount of knowledge, behaviour, understanding as much professionally as in the area of safety. It will be necessary to use this knowledge in constructing the induction programme and in choosing the extra information to present.


On the other hand, a young employee, who has just received his first contract, must be the subject of a wider training programme.





�


USE OF PRACTICAL SHEETS no. 4





Know the characteristics of the audience before identifying the information to be presented





Firstly, determine the audience's abilities and their possibilities of understanding (see practical sheet no. 4-1).


Secondly, determine the previous knowledge of the audience on the subject of the company, the activity of the operators and safety (see practical sheet no. 4-2).





�









Contents


��








(                The induction of new employees : a social and economic investment in the


                    company’s success	(practical sheet no.1)


�


(                Define the objectives of the initial training of the new employee


                        (practical sheet no. 2)


�


(                Identify the major categories of information and the means of communicating them


                       (practical sheet no. 2)


�





(                Consider the organisation of the initial training of the new employee


                       (practical sheet nos. 3, 4 and 5)


�





(                Know the characteristics of the post to be occupied before choosing the 


                   information to be presented	(practical sheets nos. 3)


�





(                Determine the type of audience to be trained before choosing the information 


                   to present		(practical sheets no. 4)


�


(                In choosing the information to be presented, take account of the company’s


                   safety policy and its general activity	(practical sheets no. 5)


�





(                Choose a type of training adapted to the transfer of information


                    (practical sheets nos. 1, 2, 3, 4 and 5)
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�
Educational Guide for the Induction of New Employees





In choosing the information to be presented, take account of the company’s safety policy and its general activity





( Before beginning the induction programme, the company’s general policy, and in particular its policies concerning safety and improvement of working conditions, must be clearly explained.


We consider it inconceivable to present information about safety and the working activity of the new employee if precise information about the operator’s activity and safety is not given by the company itself.


It is useful to present to the new employee the company’s general policies on environmental safety and improvement of working conditions.





( The safety policy of the company will dictate the information to give at the time of induction.


One could choose to present information on the subject of:


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� prevention of work related accidents and illnesses 


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� collective and personal protective equipment (PPEs)


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� interventions in the area of safety


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� improvement of working conditions





The dangers associated with the activity of the company will dictate the choice of information on the subject of:


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� the dangers of the production system, problems of working conditions


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� the required safety procedures


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� the organisation of safety in nominal functioning and in degraded functioning (see insert 8 and 9)





( The activity of the company and that of the operators dictate the choice of information to be selected amongst that concerning:


the production process(es) / the activity of the machine operators


the instructions and procedures / processes of information of the operators


the interconnections and regulations within the same unit or between different units / the level of co-operation between the workers…during nominal or degraded functioning.








�


Nominal functioning


Functioning of any system which conforms to a pre-established programme.





Degraded functioning


Unwanted functioning of  a system, malfunctions.








�



�


USE OF PRACTICAL SHEETS no. 5





Precisely determine the information to be presented on the subject of the business, the activity of the operators and health and safety





For each category of knowledge - information about the business (sheet 5-1), the operators’ activity (sheet 5-2), safety (sheet 5-3) - intersect the criteria presented in this chapter with the favoured level and secondary levels determined in the corresponding practical sheets no. 3.





Precisely list the information to be presented to the new employee.








�
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��








(                The induction of new employees : a social and economic investment in the


                    company’s success	(practical sheet no.1)


�


(                Define the objectives of the initial training of the new employee


                        (practical sheet no. 2)


�


(                Identify the major categories of information and the means of communicating them


                       (practical sheet no. 2)


�





(                Consider the organisation of the initial training of the new employee


                       (practical sheet nos. 3, 4 and 5)


�





(                Know the characteristics of the post to be occupied before choosing the 


                   information to be presented	(practical sheets nos. 3)


�





(                Determine the type of audience to be trained before choosing the information 


                   to present		(practical sheets no. 4)


�


(                In choosing the information to be presented, take account of the company’s safety 


                   policy and its general activity	(practical sheets no. 5)


�





(                Choose a type of training adapted to the transfer of information


                    (practical sheets nos. 1, 2, 3, 4 and 5)








��
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�
Educational Guide for the Induction of New Employees





Choose a type of training adapted to the transfer of information





( The type of training exercised must be adapted to the types of information to be presented.


General information (in particular that concerning the general level) and theoretical information are most easily communicated in a classroom.


Practical information (in particular that concerning the intermediate and local level) is most easily taken in at the work station, on the shop floor etc.


Normally, the induction and the training programme must be structured around:


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� briefings, discussions and exchanges of general information in the class room or in the departments


These sessions can be organised under the responsibility of the personnel and safety departments.


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� discussions and practicals at the work station about the post and its safety requirements (practical information, possibly distribution of personal protection equipment).


These sessions can be run by a tutor and the new employee’s colleagues.





Whatever the pedagogical approach chosen, it can only be effective if the different participants use the same language and have a good depth of knowledge about the business, its activity and its safety.


The amount of time dedicated to discussions and briefings cannot be less than half a day. The tutor should then take over. The training times must be exactly planned, particularly during the first working days of the new employee. The amount of time given over to tutoring must decrease over time.


The employee’s training must be pursued throughout his or her professional life (staff training strategy). The time to spend on the initial training depends on various criteria (the ability of the trainee, available information aids, effectiveness of the company’s safety policy etc.).





( The type of training to be adopted depends on the number of participants and the nature of the audience: do you have to train one individual or several persons?


In the second case, is the group homogenous or of mixed capabilities ?


When the tutor inducts an individual employee the exchange of information is effective. Although this costs the company a lot, the training is personalised, adapted to the particular trainee.


When several people are being trained, the degree of heterogeneity of the group must be decided upon:


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� if the group is largely homogenous the training given will be more detailed, deeper.


�CARSPECIAUX 226 \f "ZapfDingbats" \s 10�â� if, on the other hand, the group is more diverse it will be necessary to decide on the minimum necessary contents.


This must be subsequently complemented by a more personalised training.


The initial training in safety and work will therefore take place in two stages: a training session in groups and a further complementary, personalised training with the tutor. Be careful however, too high a degree of heterogeneity will make the assimilation of information difficult.





( Effective information aids must be developed or identified:


Visual aids, audio or video materials (see bibliography no. 5 and 6) are good educational aids when discussing the company, shopfloor and the post itself, as well as safety. They are used especially in the classroom to accompany or illustrate a briefing or to engage a discussion on a subject. They cannot replace a tutor.


Written aids, safety or procedures sheets rarely present directly accessible information for the trainee. It is therefore necessary to provide adapted induction leaflets (see bibliography no. 7). Their objective is to summarise the information presented at the time of the training sessions in the classroom or in the workplace.


The way written and audio-visual documents are presented or structured must be adapted:


( to the type of post proposed for the new employee (leaflet and/or video cassettes “post”, “shop floor”, “general” etc.).


( to the types of trainee (cartoons/texts etc.).


( to the fixed educational objectives (leaflet/video cassettes “prevention”, leaflet/video cassettes “intervention”, leaflet/video cassettes “activity”).





�


Help for the educational form and organisation





The relevant types of information to collect, on the subject of help for the organisation and the form of the training, are situated in the last part of each of the practical sheets.
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Practical


Sheets�
How to use the practical sheets





Read the guide (first reading).	2)  For each trainee, re-read the guide filling in the


                                                                         sheets in the chronological order of their    


                                                                         presentation





Chapter�
Page�
Sheet no. �
Aims of the sheet�
�
The induction of new employees : a social and economic investment in the company’s success�
3�
1�
To convince the head and the CHSCT..., of the benefits of organising a formal induction


�
�
Define the objectives of the initial training of new employees


�
7�
2











�
Determine the general profile of the training programme�
�
Identify the major categories of information and the means of communicating them�
15�
2�
�
�
Consider the organisation of the initial training of the new employee�
21�
3


4


5�
Refine the profile of the training programme�
�
Know the characteristics of the post to be occupied before choosing information to be presented�
25�
3-1


3-2


3-3�
Focus on the main characteristics of the post to be occupied to determine the level of information to present�
�
Determine the type of audience before choosing the information to present�
29�
4-1

















4-2�
Determine the audience’s abilities and their possibilities of understanding





Determine the previous knowledge of the audience�
�
In choosing the information to be presented, take account of the company’s safety and it’s general activity �
33�
5-1


5-2


5-3�
Determine precisely the information to present on the subject of the business, the activity of the operators and safety�
�
Choose a type of training adapted to the transfer of information�
37�
1, 2, 3, 4 and 5�
Gather relevant information as regards help with the organisation of the training and with it’s educational form�
�



3)  For each employee, use the information given in the following sheets.





When training a group of employees, make a synthesis of all the individual sheets to organise


      the training programme.�
Presentation of a sheet-outline








Each sheet is structured in the following way





���


�	Sheet no.		Title of the practical				Chapter 


				      sheet    				         of booklet


��


�									Page no.


��	Aim of the practical sheet











Analysis of requirements








General instructions for the use of the practical sheet


Actions to take to fill out the sheet : ......................


Table of information gathered or intersection of criteria


Written observations








Help for the organisation of the induction and the educational form








A list of the principal actions to take to gather information (consult documents, contact people or competent departments, define a calendar of actions) : .......................................


A reminder of the principal actions to take to organise the training (consult documents, contact tutors, choose educational aids, organise the timetable.....) : ............


Written observations











�



���	Sheet no. 1                                    Costs / Benefits :


                                                       organisation of a formal induction


                                                                   programme


�


��


Convince the manager						“Induction of employees:


�� 	and the C.H.S.C.T. of the					an economic and social


	benefits of an induction						investment...”


�									pages 3 - 5











Analysis of requirements











( List and explain the ethical arguments














( List and explain the legal arguments 














( List and explain the economic arguments














 ( Other observations�
Help for the organisation of the induction programme and its educational form





( Gather information on the costs / benefits by contacting competent people and / or departments

















( Other observations...

















�
�


���	Sheet no. 2				Determine the			“Define the objectives 


						profile of the 			of the inn...”


						training programme		pages 7 - 13


��


�	Determine the general profile						“Identify the major


	of the training programme						categories of


�information...”


										pages 15 - 18











Analysis of requirements





(  Use of the practical sheet





The general profile of the training programme is the result of the intersection of the criteria defined in the chapters “Define the objectives of the initial training...” and “Identify the major categories of information...”.





(  Tick the chosen box(es)





Objectives of the training programme


Information to present about�
Making aware�
Communication�
Information�
Others�
Validation test�
�
the company�
�
�
�
�
�
�
the activity�
�
�
�
�
�
�
environmental safety�
�
�
�
�
�
�



        Communicating strategies to present information


Linear Presentation�
Integrated Presentation�
�
�
�
�






(  Other observations





�






Help for the organisation of the induction programme and its educational form





( Gather the necessary information to determine the general profile of the training by contacting the competent people, departments or institutions representative of the staff concerned (managing director, C.H.S.C.T....)








( Make a calendar of actions to take








( Other observations...�
Sheet no. 3-1			Know the characteristics of 		“Consider the organis-


����				the post to be occupied                       ation of the initial 


�training...”


�pages 21 - 23


Take account of the main characteristics


��of the post to be occupied to determine the 						“Know the level of information to be presented about							characteristics of the the company									post to be occupied...”


�										pages 25 - 27














Analysis of requirements





(  Use of the practical sheet





To determine the favoured level of information to be presented about the company, intersect the characteristics of the post to be occupied with the different levels of knowledge about the company (basic level, intermediate level, local level).


According to the responses, identify the favoured level of information to present


This chosen level can be categorised using number 1, the levels judged to be less important using numbers 2 and 3.








(  Using the characteristics of the post to be occupied, identify for each of the levels of information (tables 3.1.1 and 3.1.2) to present (basic level, intermediate level, local level) in order of importance (number 1 for the most important to number 3 for the least important).





Table 3.1.1.





		


Hierarchical Level


Level of	


knowledge to    Worker   Employee   Supervisor   Technician   Executive    Functional    Operational


present        							              post              post








Basic level





Intermediate level





Local level





�
Table 3.1.2.





�����������


   Level of informa-    Level of independence     Level of movement        Level of co-activity


   tion to be                of the post                       of the employee             of the post


   presented














                                                                      Stationary   Activity         Isolated        Post 


                                   Low           High          activity       requiring        post	         within


                                                                                         movement                         a team





   Basic level





   Intermediate level





   Local level











( To determine the favoured level (1) and the secondary level (2) of knowledge to present about the functioning of the company, add together the points obtained in the tables 3.1.1. and 3.1.2.





( Then mark the lowest number : it determines the corresponding favoured level (1). Proceed in the same way for the secondary level (2).





 


���� ��� 


�  Level of             Number of points                                                    Level of information


  information       obtained                                                                  about the company                     (


��  to present


                          T.3.1.1. T.3.1.2. Total


  Basic level					(


�


�  Intermediate                                                                                      Favoured level (1)


  level


� 


  Local level                                                                                         Secondary level (2)


 








( Note the chosen levels in table 5.1.1. in practical sheet 5-1





( Other observations (localisation of the work station...)

















Help for the organisation and the pedagogical form








(  Gather information about the functioning of the company by contacting people, competent departments.





(  Documents to be consulted





( Make a calendar of actions to take











�
��    Sheet no. 3-2                                Know the characteristics            “Consider the organis-


��                                                of the post to be occupied                 ation of the initial


�                                                                                  				  training...”


�										  pages 21 - 23


Take account of the main characteristics 


of the post to be occupied to determine the 						 “Know the


favoured level of knowledge about the 						characteristics of the


��activity of the operators							post to be occupied...”


										 pages 25 - 27





Analysis of requirements





( Use of the practical sheet





To determine the favoured level of knowledge to present on the activity of the operators, intersect the characteristics of the post to be occupied with the different levels of information about the activity of the machine operators (general level, intermediate level, local level).


According to the responses, identify the favoured level of information to present


This chosen level can be categorised using number 1, the levels judged to be less important using numbers 2 and 3.








(  Using the characteristics of the post to be occupied, identify for each of the levels of information (tables 3.2.1 and 3.2.2) to present (basic level, intermediate level, local level) in order of importance (number 1 for the most important to number 3 for the least important).











Table 3.2.1.





		


Hierarchical Level


Level of	


knowledge to    Worker   Employee Supervisor Technician   Executive    Functional    Operational


present							          post              post








Basic level





Intermediate level





Local level





�
Table 3.2.2.





�����������


   Level of informa-    Level of independence     Level of movement        Level of co-activity


   tion to be                of the post                       of the employee             of the post


   presented














                                                                      Stationary   Activity         Isolated        Post 


                                   Low           High          activity       requiring        post	         within


                                                                                         movement                         a team





   Basic level





   Intermediate level





   Local level








( To determine the favoured level (1) and the secondary level (2) of knowledge to present about the activity of operators, add together the points obtained in the tables 3.2.1. and 3.2.2.





( Then mark the lowest number : it determines the corresponding favoured level (1). Proceed in the same way for the secondary level (2).





 


���� ��� 


�  Level of             Number of points                                                    Level of information


  information       obtained                                                                   about the activity of                   (


��  to present           						     the operators


                          T.3.1.1. T.3.1.2. Total


  Basic level					(


�


�  Intermediate                                                                                      Favoured level (1)


  level


� 


  Local level                                                                                         Secondary level (2)


 








( Note the chosen levels in table 5.2.1. in practical sheet 5-2





( Other observations








�
Help for the organisation of the induction programme and the pedagogical form








( Gather information by contacting people, competent departments   about the activity of the post to be occupied





(  Documents to be consulted





( Make a calendar of actions to take


�
    Sheet no. 3-3                                Know the characteristics            “Consider the organis-


����                                                of the post to be occupied                 ation of the initial


�                                                                                  				  training...”


�										  pages 21 - 23 	


Take account of the main characteristics    					               


��of the post to be occupied to determine the 						 “Determine the


favoured level of knowledge about the 						 type of audience...”


safety of the operators							 pages 25 - 27








Analysis of requirements





( Use of the practical sheet





To determine the favoured level of knowledge to present on the activity of the operators, intersect the characteristics of the post to be occupied with the different levels of information about environmental safety (general level, intermediate level, local level).


According to the responses, identify the favoured level of information to present


This chosen level can be categorised using number 1, the levels judged to be less important using numbers 2 and 3.








(  Using the characteristics of the post to be occupied, identify for each of the levels of information (tables 3.3.1 and 3.3.2) to present (basic level, intermediate level, local level) in order of importance (number 1 for the most important to number 3 for the least important).











Table 3.3.1.





		


Hierarchical Level


Level of	


knowledge to    Worker   Employee   Supervisor   Technician   Executive    Functional    Operational


present					            		              post              post








Basic level





Intermediate level





Local level





�
Table 3.3.2.





�����������


   Level of informa-    Level of independence     Level of movement        Level of co-activity


   tion to be                of the post                       of the employee             of the post


   presented














                                                                       Stationary  Activity         Isolated        Post 


                                   Low           High           activity      requiring        post	         within


                                                                                         movement                         a team





   Basic level





   Intermediate level





   Local level








( To determine the favoured level (1) and the secondary level (2) of knowledge to present about environmental safety, add together the points obtained in the tables 3.3.1. and 3.3.2.





( Then mark the lowest number : it determines the corresponding favoured level (1). Proceed in the same way for the secondary level (2).





 


���� ��� 


�  Level of             Number of points                                                    Level of information


  information       obtained                                                                   about the activity of                   (


��  to present           						     the operators


                          T.3.1.1. T.3.1.2. Total


  Basic level					(


�


�  Intermediate                                                                                      Favoured level (1)


  level


� 


  Local level                                                                                         Secondary level (2)


 








( Note the chosen levels in table 5.2.1. in practical sheet 5-2





( Other observations








�
 Help for the organisation of the induction programme and the pedagogical form








(  Gather information by contacting people, competent departments about the activity of the post to be occupied





(  Documents to be consulted





( Make a calendar of actions to take


�



����Sheet no. 4-1			Know the characteristics              “Consider the organisation


				of the audience			    of the initial training... ”


�									     pages 21 - 23


�									     


�Determine the possibilities of assimilation					     “Determine the type


of the audience before identifying information				     of audience... ”


�to present								      pages 29 - 31

















Analysis of requirements





( Use of the practical sheet 





Determine the conditions and the possibilities of assimilation of the audience, referring to the nature of the contract and the level of previous training of the trainee.





( By separating the rows of the tables 4.1.1 and 4.1.2., tick those columns which are relevant to you.





Table 4.1.1. : Conditions of assimilation of the audience





Nature of contract�
Training at time of induction only�
Training to take place in the future�
�
Determined duration�
�
�
�
Non-determined duration�
�
�
�
Temporary�
�
�
�
Student on placement�
�
�
�
Sub-contracted�
�
�
�
Other�
�
�
�



Table 4.1.2. : Possibilities of assimilation of the audience





Level of training�
Theoretical information�
Practical information�
�
Without degree�
�
�
�
CAP / BEP (vocational qualifications)�
�
�
�
Baccalaureate level�
�
�
�
Higher technician level�
�
�
�
Engineer level (chartered)�
�
�
�






(  Other observations...





�
Help for the organisation of the induction programme and the pedagogical form








(  Gather information by contacting people and / or competent  departments





(  Documents to be consulted





(  Make a calendar of actions to take





(  Other observations...











�
Sheet no. 4-2				Know the characteristics        “Consider the organisation


����					     of the audience                  the initial training... ”


									           pages 21 - 23


��									 


�Determine the acquired knowledge of 					           “Determine the type of


the audience before identifying the 					           audience... ”


�information to be presented    						           pages 29 - 31























Analysis of requirements





(  Use of the practical sheet





List the information (knowledge and know-how) already acquired by the audience before identifying the information to present.








Knowledge acquired about the company  (





Knowledge acquired about the activity of the operators  (





Knowledge acquired about the safety of the operators  (








(  Other observations








Help for the organisation of the induction programme and the pedagogical form








(  Interview(s) and discussion(s) with the employee(s) concerned








(  Documents to be consulted








(  Make a calendar of actions to take








(  Other observations...


�
Sheet no. 5-1			List the information	     “Consider the organisation of


����	        			  to be presented		     the initial training...”


�								        pages 21 - 23


�


Determine precisely the information				     “Take account of the company’s 


�to present about the company         				     safety policy and its general    


�								       activity...”


								      pages 33 - 35








Analysis of requirements





(  Use of the practical sheet





In order to precisely list the information to present about the company, intersect the criteria defined on pages 33 and 34 with the favoured level (Level 1) and the secondary level (Level 2) determined in practical sheet no. 3-1.





( Tick the boxes which are relevant to you





Table 5.1.1.








��������


   


���       Information to           Production process      Advice and procedures      Connections and         


       be presented                                                  to implement                     regulations


       about the 


       company





                                         Functioning		Functioning		       Functioning


�


   			     nominal      degraded    nominal	   degraded       nominal    degraded





�


       Level 1





       Level 2








(  Referring to the choices made in the table 5.1.1. and the results from sheets 4-1 and 4-2, list precisely the information to present














�
Help for the organisation of the induction programme and pedagogical form








(  Determine the priorities : rank the information to present into levels of importance





(  Determine the timing and the planning of the training “presentation of the company”





(  Gather information and contact relevant people





(  Contact the trainers (personnel department, safety service, training service, tutors...)





(  Consult documents





(  Choose or decide on educational aids





(  Organise testing and validation of the information by referring to the experience





(  Make a calendar of actions to take





(   Other observations...


 





�
Sheet no. 5- 2			List the information	     “Consider the organisation of


����				to be presented		     the initial training...”


�								        pages 21 - 23


�


Determine precisely the information				     “Take account of the company’s 


�to present about the activity of     				      safety policy and its general 


operators                                                                                                activity....”


								        pages 33 - 35





Analysis of requirements





(  Use of the practical sheet





In order to precisely list the information to present about the company, intersect the criteria defined on pages 33 and 34 with the favoured level (Level 1) and the secondary level (Level 2) determined in practical sheet no. 3-2.





( Tick the boxes which are relevant to you





Table 5.2.1.








��������


   


���       Information to           Activity of the 	         Activity of the		  Co-activity of the 


       be presented              operators in the 	         operators in the               operators


       about the 		       production process       information process


       activity of 


       the operators


                                         Functioning		Functioning		       Functioning


�


   			     nominal      degraded    nominal	   degraded       nominal    degraded





�


       Level 1





       Level 2








(  Referring to the choices made in the table 5.2.1. and the results from sheets 4-1 and 4-2, list precisely the information to present





�
Help for the organisation of the induction programme and pedagogical form








(  Determine the priorities : rank the information to present into levels of importance





(  Determine the timing and the planning of the training “activity of the operators”





(  Gather information and contact relevant people





(  Contact the trainers (personnel department, safety service, training service, tutors...)





(  Consult documents





(  Choose or decide on educational aids





(  Organise testing and validation of the information by referring to the experience





(  Make a calendar of actions to take





(  Other observations...


�
Sheet no. 5-3			List the information	     “Consider the organisation of


����				to be presented		     the initial training...”


�								        pages 21 - 23


�


Determine precisely the information				     “Take account of the company’s 


�to present about the safety of     				      safety policy and its general 


operators                                                                                                activity....”


								       pages 33 - 35														





Analysis of requirements





(  Use of the practical sheet





In order to precisely list the information to present about the company, intersect the criteria defined on pages 33 and 34 with the favoured level (Level 1) and the secondary level (Level 2) determined in practical sheet no. 3-2.





( In each table, tick the boxes which are relevant to you





Table 5.3.1.





Information to present about the safety of the operators


�
Prevention of illnesses and accidents at work�
PPEs and collective safety equipment�
Interventions in the area of environmental safety�
Improvements in working conditions�
Others�
�
Level 1�
�
�
�
�
�
�
Level 2�
�
�
�
�
�
�






Table 5.3.2.





�����   


  Information to     Dangers from the	Safety procedures to   Safety organisation       Working


  be presented        systems of production     implement				   conditions


   about the 		 


�   safety of 


   the operators


                               Functioning	               Functioning              Functioning


����


  		   nominal     degraded      nominal   degraded    nominal    degraded


�


   Level 1


�


   Level 2











(  Referring to the choices made in the tables 5.3.1. and 5.3.2. and the results from sheets 4-1 and 4-2, list precisely the information to present





Help for the organisation of the induction programme and pedagogical form











(  Determine the priorities : rank the information to present into levels of importance





(  Determine the timing and the planning of the training “safety of the operators”





(  Gather information and contact relevant people





(  Contact the trainers (personnel department, safety service, training service, tutors...)





(  Consult documents





(  Choose or decide on educational aids





(  Organise testing and validation of the information by referring to the  experience





(  Make a calendar of actions to take

















