
For Social Work & Occupational Therapy Students
Student Induction Planner

Getting set up on Falkirk’s Systems
	Needed
	Actions
	Responsible
	Completed date

	Falkirk Council ID Badge 
	Email access.control@falkirk.gov.uk with:
· Employee Name
· Employee Number (NI Number)
· Work Location
· Service
· Suitable passport style photograph
· Start Date 
Collect from Foundry or posted via internal mail. Badges will be actioned within 10 working days. 
	Practice Educator or Link Worker. 
	

	Laptop & Mobile
	Use existing equipment where possible - Request via Service Desk 
	Team Manager or ATM
	

	IT Systems 
	System Access Request, Liquid Logic, & Mailbox - Request via Service Desk 
	Team Manager or ATM
	

	Olle
	Email technicallearning@falkirk.gov.uk to generate an account. They will need email address & start date. 
	Practice Educator or Link Worker. 
	

	CPD Manager
	Email socialservices.training@falkirk.gov.uk with: 
· Employee No: 
· Name: 
· Job Title: 
· E-mail: 
· Dept: 
· Based:
· Line Manager:
	Practice Educator or Link Worker. 
	

	Pool Cars
	New system for accessing pool cars - Intranet (falkirk.gov.uk)
	Practice Educator or Link Worker. 
	




Getting off to the right start
	Week 1

	Date
	Morning
	Lunch
	Afternoon

	
	Student arriving for 09:30.  
 
Show layout of offices, workspaces, fire safety arrangements, toilets and changing areas, identify personal spaces
	
	Plan lone worker and safety arrangements with Admin, including personal contact information, management team and link worker. 
 
Spend time with colleagues. 

	
	Setting up on laptop and encourage Student to begin familiarising themselves with the workplace. 

Completing Induction Planning and Training Record from Practitioners Pages. 

	
	Shadowing / Policies / Olle Learning / Visiting services

Arrange first Supervision with Practice Educator. 

	
	Shadowing / Policies / Olle Learning / Visiting services.

Access CPD Manager and book in for Training  
	
	Shadowing / Policies / Olle Learning / Visiting services

	
	Shadowing / Policies / Olle Learning / Visiting services
	
	Shadowing / Policies / Olle Learning / Visiting services


	
	Shadowing / Policies / Olle Learning / Visiting services
	
	Shadowing / Policies / Olle Learning / Visiting services







	Week 2 – Study Day to also be included! 

	Date
	Morning
	Lunch
	Afternoon

	
	Shadowing / Policies / Olle Learning / Visiting services.
 
	
	Shadowing / Policies / Olle Learning / Visiting services.
 

	
	Shadowing / Policies / Olle Learning / Visiting services.
	
	Shadowing / Policies / Olle Learning / Visiting services.

	
	Shadowing / Policies / Olle Learning / Visiting services.
	
	Shadowing / Policies / Olle Learning / Visiting services.

	
	Shadowing / Policies / Olle Learning / Visiting services.
	
	Shadowing / Policies / Olle Learning / Visiting services.

	
	Shadowing / Policies / Olle Learning / Visiting services.
	
	Shadowing / Policies / Olle Learning / Visiting services.




	Policy
	Dated

	Data Protection & ICT Policies
	

	Records Management
	

	Booking a Pool Vehicle
	

	Reasonable Adjustments
	

	Whistleblowing Policy
	

	Codes of conduct for Driving on Council Business
	

	Lone Working 
	

	Smoking Policy
	

	Infectious Diseases Policy
	

	Duty of Candour 
	

	
	

	
	


Core Policies 
	Policy
	Dated

	Dress Code
	

	Equality & Human Rights
	

	Absence Management
	

	Wellbeing
	

	Identity Cards
	

	Fire Safety
	

	Adverse Weather
	

	Dignity at Work
	

	Drug and Alcohol Policy
	

	Health and Safety Policy
	

	The Promise & Falkirk Council Family & Friends
	

	Closer to Home for Looked After Children

	





Your Team and Office
	To be discussed
	Dated

	Who’s who in your team & wider service structure
	

	Workplace tour & Local Housekeeping (toilets, dress code, lockers, kitchens etc.)
	

	Who you report to & when you work (base, hours, cover, leave arrangements etc.)
	

	Your service, aims and outcomes

	

	Your responsibilities description, duties, authority, scope, area/coverage/territory

	

	Emergency Contact Forms, Lone Working & team safety arrangements 
	

	Where to go, who to call, who to ask for help and advice 
	

	Accessibility: Training support, assistance, support to meet individual specific requirements 
	

	The systems in your service: Shared Drives, Teams Channels, Group Emails, and updating display information on Intranet 
	

	Office Procedures: photocopier, mail, stationary etc.
	

	Communications: Telephones, email, internet & engaging with others
	

	Team meetings, communities of practice and project development groups 
	

	Use of job specific materials, and equipment

	


	To be discussed
	Dated

	Absence Management & your University’s absence management processes. 
	

	Learning & Development: Olle, CPD Manager etc. 

	

	Social activities and social media 

	

	Initial induction de-brief and feedback

	

	Mentoring arrangements

	

	Supervision arrangements

	

	Feedback from service users & professionals

	

	Fire Safety 

	

	Emergency Duty Team

	

	Our Locations
	

	Door entry/access/lock training (if applicable)
	

	First Aid arrangements 
	

	COSHH regulations/requirements/procedures
	






















Helpful Links
Falkirk Council Intranet: Intranet
Practitioner’s Pages: Practice Learning in Falkirk – Forth Valley Practitioner Pages 
CPD Manager: Falkirk Social Work Services CPD
Olle: Olle - Login
Turas: Turas | My Turas | Home
Falkirk’s Knowledge Portal: Knowledge Portal 
Community Justice: Events Calendar - Community Justice Scotland

SSSC Codes of Practice: Codes of Practice | Scottish Social Services Council
HCPC Standards of Proficiency – Standards of proficiency | (hcpc-uk.org)
HCPC Standards of Conduct, Performance, and Ethics - Standards of conduct, performance and ethics | (hcpc-uk.org) 

