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SECTION 1 - Welcome to Manchester Adult Social Care

Welcome to Manchester City Council's Adult Social Care Team, whether you are agency, temporary or permanent. All new starters in Manchester City Council will receive a corporate induction but this induction programme will specifically enhance your understanding of Manchester's Adult Social Care Services.  
This is your local induction programme and is designed to ensure you understand your role, the functions of your team and service area, and receive the information you need to help you build your knowledge and skills. Use this guidance to help you on your journey; you should keep it updated and use it as a reference to help you. 
This is your induction programme and you own it! It’s important for you to think about what else you need as an individual and if you have any questions please just ask!

Strengths Based Development Programme (SBDP)

Manchester City Council is committed to working in a strengths-based way, which is about making the most of the strengths in our community, our teams, our service users and ourselves and building on them for better outcomes. The SBDP brings to life Our Manchester behaviours, giving you the tools to think, collaborate and work in a different way. More information can be found in the training session.

Manchester’s Adult Policies, Procedures and Practice Resource (APPP)
Manchester has worked with Policy Partners Project to develop an online portal for adult social care policies, procedures and practice guidance. This one stop shop is the first port of call for front line managers and staff. It provides information on key national and local policy, practice guidance, professional development and local resources. Links to relevant APPP chapters are inserted throughout this induction programme and indicated as (P). 



	Induction
	
	
Notes

	Action:
	Completed
	Date
	

	Welcome - find out more about your role and the work priorities of the service
Managers - where possible be available to meet your new team member personally.
Explain key information; 
· Role and service.
· Team structure
· Management team
· Who to contact if unavailable to attend work / emergency
· How to apply for leave
· Supervision arrangements
· carers passport/reasonable adjustments 
· Proof of social work England registration should be seen

	
	
	

	Tour of the workplace to include:

· Staff ID badge
· Kitchen and toilet facilities
· Fire exits & evacuation procedure
· Health & safety booklet
· Signing or clocking in/out 
· Security arrangements
· Office opening/closing times
· Admin e.g. post, stationary, room booking, printers
· Gifts and hospitality

	
	
	

	Meet your team
Managers – invite to team meeting for introduction, consider allocating a team buddy to support induction, be clear regarding supervision arrangements.
	
	
	

	Expected behaviours, practices, policies, professional standards and support resources to be read: 
· Our Manchester Behaviours
· Health & Social Care Code of Conduct
· Social Work Professional Standards
· Whistleblowing policy - MCC Intranet

· Local Policies – Manchester Adult Policies, Procedures and Practice Portal

· Zero Tolerance - MCC Intranet
· Worker Protection (Amendment of Equality Act 2010) Act 2023
· Employee dispute resolution policy guidance - MCC Intranet
· About EAP and how to access it - MCC Intranet
· Policy-Development-and-Best-Practice-Policy-v2.pdf
· https://www.manchesterappp.co.uk/wp-content/uploads/2025/12/Achieving-Better-Quality.pptx
· Working for MCC Booklet 2025

	
	
	

	IT Equipment & Access:

Managers - complete KiA form for new starters or movers with the correct access requirements for your service.
· PC/Laptop (login details)
· Google suite
· Liquid Logic
· E-learning suite - mi learning
· Mobile phone
· Video Conferencing
· MCC intranet
· MLCO extranet
MLCO Intranet: Home
Home Page - MCC Intranet
	
	
	

	Key ASC Policies to read:
Can be accessed via the intranet or APPP (Adult Policy Portal Procedures)

· Information security
· Whistleblowing
· Supervision (P)
· Case recording (P)
· Data Protection (P)
· Equality, Diversity and Human Rights (P)
· Individual risk assessments - MCC Intranet

· Third party abuse and harassment policy - MCC Intranet
· Health and Wellbeing - MCC Intranet

· Local Policies – Manchester Adult Policies, Procedures and Practice Portal
· Safeguarding-Adults-Policy-and-Procedure-Part-1.pdf

· Workplace Adjustments - MCC Intranet


· Our Manchester - MCC Intranet

· Policies and procedures (HR) - MCC Intranet

· Flexible working - MCC Intranet

· https://www.manchesterappp.co.uk/wp-content/uploads/2024/01/High-Risk-Protocol.docx

· https://www.manchesterappp.co.uk/wp-content/uploads/2025/09/Adult-Social-Care-Services-Structure-1.docx


	
	
	

	Dates of Probation Review Meetings
Month 1 - 
Month 2 - 
Month 3 - 
Probation procedure - MCC Intranet

	
	
	



SECTION 2 - Training

	Training

	Date to be completed by
	Date completed
	Notes

	Mandatory Training to be completed during the induction period.

You will be issued with login details in order to access
Manchester City Council’s e-Learning portal (mi- learning)


Manchester City Council Me Learning - Me Learning


Learning Hub - Power Apps


You are to complete the following E’learning trainings:
· Manchester Health and Safety Essentials - Reducing the threat from fire
· GDPR
· Equality and Diversity Essentials
· Personal safety
· Health and Safety
· Let's Talk About Race 
· Corporate Induction
· Our Manchester Experience
· Listening in Action
· Carbon Literacy
· Prevent and Channel Awareness
· Essential Digital skills for Work
· Armed Forces Covenant for all workers
· Age discrimination awareness
· Armed Forces Covenant for all workers
· Preventing Sexual Harassment in the workplace
· Meta Compliance 
· Email:learnanddevelop@manchester.gov.uk

· GDPR (meta compliance)
· Email the following to request for a link to complete your meta compliance training in line with GDPR
mcc.compliance@metacompliance.com
Help and support: If need any support or help with your eLearning, 
email:learnanddevelop@manchester.gov.uk or call 01612345200

	
	
	

	Liquid Logic Training

Access requests will be dependent on your role. Your manager will make the necessary IT access requests.                                

Liquid Logic Training Manuals


	
	
	

	 CHC Training
The CHC process is now digitalised, and all social workers are required to register an account on the CHC portal.

When registering you will be asked for the date that you completed CHC training- Use the following link to complete the training: 

Home - elearning for healthcare
Once registered, search "NHS Continuing Healthcare (CHC)" which will display the e-learning programme and complete the 3 e-learning modules enclosed.
It is recommended you also search and complete the following modules:
· Referral for NHS Continuing Healthcare: fast-track pathway
· Referral for NHS Continuing Healthcare: checklist
 
Following the completion of the e-learning, use the below guidance on how to register on the CHC portal and how to use the platform for CHC checklists, Decision Support Tool (DST) and Fast-Track applications. 
Registration

Introduction to Cops:

 
Introduction to Communities of Practice Grey background updated March 2026.pdf
Introduction to Communities of Practice White background updated March 2026.pdf

	 
	 
	 

	The Care Act
Care Act 2014 (P)
E-learning module to be completed is titled: Care Act - Introduction and Overview.
Also available is: Care Act - Care and Support Planning.
Statutory Guidance
	 
	 
	 

	Finance
Charging and Financial Assessment (P) 
	
	
	

	Introduction to Mental Capacity Act
Mental Capacity (P)
E-learning module to be completed is titled: Mental Capacity Act
MCA Code of Practice
[bookmark: _Int_1HSxScb7]Also available is: Deprivation of Liberty Safeguards (DoLS)
	 
	 
	 

	Introduction to Safeguarding
Safeguarding (P)
E-learning modules to be completed dependent on level of experience are titled:
-    Safeguarding Adults (Awareness) for Health and Social Care.
-   	Safeguarding Adults - Level 1
-   	Safeguarding Adults - Level 2
Register with Manchester Safeguarding Partnership (MSP) to access further online training
Manchester Safeguarding Partnership 
Risk Assessment Information (P)
	 
	 
	 

	Wellbeing
EAP: Employee Assistance Programme

Staff Health and Wellbeing page: Health and wellbeing - MCC Intranet

Employee groups - MCC Intranet



	 
	 
	 

	Carers Support
Manchester have a dedicated Carers Team. Take some time to speak with them and familiarise self with carer services. Further reading can be accessed via RiPfA and APPP websites.
Carers UK
Carers Manchester
Carers Trust
Carers (P)
	
	
	

	Adults Care & Support Resource
Help and Support Manchester 

Strength Based Practice Development Programme

· Book onto Our Manchester Experience
· Familiarise self with Achieving Better Outcomes together programme and any workstreams:
Achieving Better Outcomes Together



	
	
	

	Useful Health and Social Care websites: 
Social Care Institute for Excellence
Skills for Care 
National Institute for Health and Care Excellence
Research in Practice for Adults (RiPfA) 
Continuing Healthcare (you can access an e-learning module to support this)
https://www.manchesterappp.co.uk/wp-content/uploads/2025/09/Adult-Social-Care-Services-Structure-1.docx

www.skillsforcare.org.uk/induction
Home-MLCO 
Manchester Adult Policies, Procedures and Practice Portal
About BASW | BASW
Making Research Count Forthcoming Events | University of Bedfordshire
Manchester Safeguarding Partnership
Home – GMSWA

Social Work Online Team Training Toolkit

Username: ManchesterCC
Password: corncrake-enlarging-scamps


	 
	 
	 



	Service Area / Team
	Contact details
	Date taking place
	Notes

	Contact Centre
	Mcsreply@manchester.gov.uk 
	
	

	Principal Social Work Teams
	Adultsocialworkconsultant@manchester.gov.uk 
	
	

	Community Alarm
	community.alarm@manchester.gov.uk

	
	

	Technology Enabled Care
	wendy.garbutt@manchester.gov.uk



	
	

	MSIL
	community.alarm@manchester.gov.uk

	
	

	Reablement
	ReablementLeadership@manchester.gov.uk

	
	

	Extra Care Housing
	daljit.singh@manchester.gov.uk
Kate.kay@manchester.gov.uk

	
	

	Hospital Team
	hdtacentralteam@manchester.gov.uk

	
	

	Integrated Neighbourhood Team
	INTHarpurheyteam@manchester.gov.uk

INThub2@manchester.gov.uk

INT.BaguleyDuty@manchester.gov.uk


	
	

	MASH
	MSeniorSocialWorkers@manchester.gov.uk

	
	

	Learning Disabilities
	centralldswt@manchester.gov.uk

	
	

	Shared Lives
	sharedlives@manchester.gov.uk

	
	

	Support Accommodation
	supportedhousing@manchester.gov.uk

	
	



It is important for your induction that you are given an opportunity to attend some of the key 
Meetings, forums, workshops and Community of practice  that you will be attending in your role. 

	Meetings / Forums/Workshops
	Date Taking Place
	Completed

	Adult Social Care Forum
	Every 3 Months
	

	Social Work Practice Forum
	Every 2 Months

	

	Safeguarding Practice COP
	TBC
	

	COP spotlight
	First week of every Month
	

	MCA Forum
	Every 2 Months
	

	Supervision Workshops
	Every 3 Months

	

	Induction Workshops
	Monthly Drop-in from March 2026
	

	ASYE Forum
	Every Month
	





Social Work Consultants role in Learning and Development
Our Social Work Consultants are experienced and qualified social workers whose role it is to support students, newly qualified social workers, social workers and team managers to improve social work standards and good quality practices across the city, whilst ensuring statutory duties are fulfilled. 
They offer support and advice around access to continued professional development opportunities and take the lead role in ensuring newly qualified social workers enrol onto the Assessed and Supported Year in Employment (ASYE) programme and are appropriately supported throughout with the necessary functions for moderation being in place. 
Social Work Consultants contribute to the overall development of the Adult Social Care workforce by promoting social work identity and progression of the Knowledge and Skills Statement (KSS) and Professional Capabilities Framework (PCF) standards; engaging in activity to strengthen supervision processes and career development pathways. They promote Local Government standards for social workers and draw information and knowledge via engagement with regional and national social work forums. They also facilitate regular social work forums locally for our own social workers and assist in addressing any Social Work England registration issues.
They champion Practice Education, overseeing student placement arrangements, supporting  alternative routes into social work and engaging with external partners within the Greater Manchester Social Work Academy Teaching Partnership, to share knowledge of best practice learning models; remain up to date with teaching standards and frameworks amended or developed; network to enhance relations with Higher Education Institutes so that local need is understood and can be responded to for the appropriate development of social workers within Manchester City Council. 

Assessed and Supported Year in Employment (ASYE)
Our ASYE is a 12-month programme of support for newly qualified social workers (NQSWs) to consolidate their degree learning, develop capability and strengthen their professional confidence in an employment environment. It is led by our team of Social Work Consultants and includes assessment against the Knowledge and Skills Statement for Social Workers in Adult services and we have a regular monthly workshop for this.
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SECTION 4 - Review of Induction Programme
A review of your induction period should take place with your manager within 2-4 weeks or if preferred can be discussed at your first probation period meeting. This is your opportunity to reflect on how you feel your induction has gone and if you need any further support. Think about what has gone well and if there are any areas you want to focus on and develop further. You should also use this space to record any feedback you have received and make any comments. 

	What Went Well

	

	

	

	

	

	Areas to Focus On

	

	

	

	

	

	Comments / Feedback Received

	

	

	

	

	




	Employee Signature
	
	Date
	

	Manager Signature
	
	Date
	


[bookmark: _k8cz4au9nyes]
[bookmark: _fzes20tfs4ui]Appendix - Useful Contact Details

ICT (Open from 07:00 - 17:30)
T: 1234 (Internal) or 0161 234 1234 (external)
Know It All Portal

Employee Lifecycle (Payroll, Pensions, Resourcing)
T: 0161 227 3270
E:employeelifecycle@manchester.gov.uk

Learning & Development Team (Training and Development)
T:  801 43643 (Internal) or 0161 227 3643 (external)
E: learnanddevelop@manchester.gov.uk


Information Governance
T: 0161 234 4073
E: CFInfoGov@manchester.gov.uk



	Document Owner
	Review Due

	Principal Social Worker – Nina Riddlesden 
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