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INTRODUCTION 

This policy sets out GBSLEP’s commitment to quickly inducting all Board Directors and 
employees into GBSLEP to enable them to be effective in their roles as soon as possible; to 
GBSLEP’s approach to mandatory training; and to facilitating the continuous professional 
development of Board Directors and employees. 

It is considered to be a live document and will be refreshed on at least an annual basis, to 
ensure that the induction and training offered keeps step with the development of GBSLEP 
and with the wider LEP sector.  
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INDUCTION 

GBSLEP believes that all new Board Directors and Executive staff must be given timely 
induction training.  

The purpose of this policy is to ensure that all GBSLEP Board Directors and Executive staff 
have the benefit of a properly structure induction programme that will help to integrate them 
into their roles quickly, so that they can contribute effectively as soon as possible.  

This policy defines GBSLEP’s commitment that all Board Directors and Executive staff are 
supported during the induction period, to the benefit of new starters and GBSLEP alike. 

GBSLEP expects that the implementation of good practice by Board Directors and the 
Management Team will: 

 Enable new starters, whether Board Directors or staff, to settle into GBSLEP quickly 
and become productive and efficient in their roles within a short period of time  

 Ensure that new starters are highly motivated and that this motivation is reinforced  

 Assist in developing a style where the emphasis is on leadership 

 For staff, assist in reducing turnover, lateness, absenteeism and poor performance 
generally 

 Will reduce costs associated with repeated recruitment, training and lost production 

 

To those ends, GBSLEP will: 

 Issue guidelines to familiarise Board Directors, managers and staff with the induction 
process.  

 Maintain and update the Induction Policy.  

 Provide a checklist for managers and staff to follow during the induction period.  

 Ensure there is effective monitoring of the induction process particularly in the first 
three months.  

 Deal with any problems promptly.  

 Review all policy, procedure and guideline documents on a regular basis.  

 Provide relevant training where necessary to assist the induction, with particular 
regard to governance and accountability. 

 

It should be noted that at present, GBSLEP Executive staff are hosted by Birmingham City 
Council. GBSLEP therefore follows Birmingham City Council’s policy for inductions and 
probation periods of new staff. The appointment of every new GBSLEP member of staff is 
subject to a probationary period of 26 weeks (except employees coming into post from other 
local authorities or services approved by Birmingham City Council).  



Induction checklist (staff) 

                  
Board Structure, Management Structure and key GBSLEP company literature, including: 

 Strategic Economic Plan 
 Delivery Plan 
 Annual Report 
 Assurance Framework  

 
GBSLEP’s key achievements, and key priorities this financial year    
 
Code of Conduct, including conflicts of interest and the Nolan Principles of Public Life 
             
Probation period arrangements 
       
Flexible working                  
       
Pension Scheme information and auto-enrolment details     
             
Sickness Absence Policy and reporting arrangements     
             
Grievance and disciplinary procedures 
 
Complaints & Confidential Complaints 
 
Whistleblowing 
 
Introduction to colleagues 
 
Tour of Building                 
 
Fire / Health & Safety Procedures 
 
Issue of any equipment, keys, etc. 
 
Other points covered: 
 
 
 
I CONFIRM THAT THE ABOVE INDUCTION POINTS WERE FULLY EXPLAINED AND 
THAT I UNDERSTAND THEM 
 
  

Signed____________________________________  
 

 
 
Print______________________________________ 
 
 
Date______________________________________ 



Induction checklist (Board Directors) 

                  
Board Structure, Management Structure and key GBSLEP company literature, including: 

 Strategic Economic Plan 
 Delivery Plan 
 Annual Report 
 Assurance Framework 

 
GBSLEP’s key achievements, and key priorities this financial year   
 
Code of Conduct, including conflicts of interest and the Nolan Principles of Public Life 
             
Complaints & Confidential Complaints 
 
Whistleblowing 
 
Introduction to the Executive 
 
Tour of Building                 
 
Fire / Health & Safety Procedures 
 
Issue of any equipment, keys, etc. 
 
Other issues covered: 
 
 
 
 
 
 
 
 
 
 
 
                 
I CONFIRM THAT THE ABOVE INDUCTION POINTS WERE FULLY EXPLAINED AND 
THAT I UNDERSTAND THEM 
 
  

Signed____________________________________  
 

 
 
Print______________________________________ 
 
 
Date______________________________________ 



TRAINING 

GBSLEP has a culture of continues improvement in the pursuit of excellence. To that end, 
GBSLEP has agreed to provide a small fund for continuous professional development. This 
fund is used to provide training for all Board Directors and LEP Executive staff on key 
priorities, including governance and accountability, which GBSLEP is committed to 
refreshing every 18-24 months (or as significant new guidance is introduced).  

This will benefit both them and the company. GBSLEP wants Board Directors and staff to 
feel confident about improving efficiency and productivity, as well as finding new ways 
towards personal development and success, for the benefit of the GBSLEP as a whole. 

 

Scope 

This policy applies to all Board Directors and permanent employees of GBSLEP.  

In general, the scope of this policy includes the following: 

 Formal training sessions (individual or corporate) 

 Coaching and mentoring 

 Participating in conferences 

 On-the-job training 

As part of this policy, GBSLEP can also arrange for subscriptions or educational material, so 
Board Directors and employees will have access to news, articles and other material that 
can help them to deliver their roles.  

 

Policy elements 

Board Directors, manager and employees should all collaborate to build a culture of 
continuous professional development. It is the individual’s responsibility to seek new learning 
opportunities, while within the Executive, managers are responsible for coach their teams 
and identifying employee development needs. The responsibility for the development of the 
GBSLEP Board as a whole is the responsibility of the Chair and the LEP Director. 

 

Mandatory training 

In addition to the induction processes for Board Directors and employees, GBSLEP requires 
that all Board Directors and staff participate in the mandatory corporate training 
programmes, including: 

 governance and accountability 

 General Data Protection Regulations (GDPR) 

 diversity and equal opportunities 

 company-related issues (e.g. new systems and policy changes) 

 

 



Other programmes for Board Directors include: 

 Statutory responsibilities 

 

Other programmes for employees include: 

 leadership and management (for the Management Team) 

 project and programme management 

 conflict resolution 

 

Mandatory training needs will be identified by the LEP Director in conjunction with the Chair, 
where training is required for the Board. 

 

Individual training programmes 

Through its learning & development fund, GBSLEP will set a budget for each Board Director 
and employee at the beginning of a year, which will be renewed annually. Individual training 
must be clearly linked to GBSLEP’s delivery plan.  

All Board Directors are eligible for individual training. 

All employees that have successfully completed their probation periods are eligible to 
participate in external training programs individually or in teams, in accordance with learning 
& development requirements determined through the appraisal process. Employees can be 
absent for individual training for up to 4 days per year for exams. This does not include 
attendance at mandatory training 

Employees can choose to attend as many training programs as they want, provided they do 
not exceed the budget and day limit. If they do, employees will have to use their annual 
leave and pay any extra fees themselves. 

All trainings should consider what employees need and how they can learn best. This is why 
we encourage employees and managers to consider multiple training methods like 
workshops, e-learning, lectures and more. 

 

Procedure 

This procedure should be followed when Board Directors or employees want to attend 
external training sessions or conferences: 

1. Board Directors or employees identify the need for training (in the case of 
employees, this will be done in conjunction with their managers through the appraisal 
process) 

2. Board Directors or employees contact the responsible officer in the LEP Executive 
and briefly present their proposal, setting out how it meets with GBSLEP’s delivery 
plan (in the case of employees, this will also demonstrate alignment with appraisal 
objectives) 



3. The responsible officer approves or rejects the proposal. If they reject it, they should 
provide employees with reasons in writing. 

4. If approved, the responsible officer will make arrangements for dates, 
accommodation, reserving places etc. 

5. If a Board Director or employee decides to drop or cancel training, they must inform 
the responsible officer immediately.  

Generally, GBSLEP will cover any training fees including registration and examination (one 
time). GBSLEP may also cover transportation, accommodation and personal expenses.  

If Board Directors or employees want subscriptions, they should contact the responsible 
officer directly. If agreed, the responsible officer will set up the subscription.  



 


