Office of the Clerk of Tynwald
Recruitment: On-boarding Checklist
GENERAL
Job Title: 
Team:  
Line Manager:   
Successful Candidate: 

	Onboarding

	Transfer this checklist to the successful candidate’s HR folder in P:/. Update the checklist to reflect the circumstances of the recruitment. 
	CS Manager
	

	General: all correspondence and forms to be filed on candidates’ personnel file. 
	CS Manager/
Line Manager
	

	COT or DCOT to approve board report and decisions therein. 
	Head of Service/
Line Manager
	

	Line manager to telephone or meet with successful candidate to make a verbal offer of employment. A candidate may accept the verbal offer or may ask for time to think about it. 
As soon as possible, the line manager should telephone or meet with unsuccessful candidates to report the panel’s decision. An offer of feedback about the application could be given during this conversation or at a later date. 
	Line Manager
	

	When line manager has spoken to the unsuccessful candidates, send written confirmation of the decision to unsuccessful candidates using standard form. Correspondence should also offer to provide feedback on their application and interview (provided by Panel member/Line Manager if requested).
	CS Manager
	

	Following approval from COT/TMC and line manager’s phone call with successful candidate, write formally to successful candidate with an offer of employment.  Use standard offer letter template stipulate the date that the applicant must accept or reject the offer (usually 5-7 days ahead). Include an acceptance form for signature by the candidate. 
Use standard offer email which will outline that there will be pre-employment checks if the offer is accepted.  
	CS Manager
	

	Receive written acceptance of the offer; or 
Deal with any counter-offer or queries in liaison with the Clerks/Head of Division/Line Manager; or 
Deal with a rejection of the offer by acknowledging and liaising with the panel to agree next steps. 
	CS Manager
	

	When offer has been accepted and the signed acceptance form returned, write to candidate regarding pre-employment checks:

a) Two satisfactory references;
b) Identification documents Proof of Identity Documentation memo; 
c) Work permit and/or visa documents; 
d) Qualification documents; 
e) Pre-employment health screening; 
f) DBS check (if required: contact with under-18 year olds or vulnerable adults). 

NB as the candidates personal information will be shared with the OH provider, the consent for this is required from the candidate. The candidate will also be required to consent to the line manager/CS Manager receiving the OH report. 

Use standard letter and consent form for this. 
File all forms and correspondence on P:\Staff Folder.
	CS Manager
	

	Write/email for references, include a copy of the job description for the position.
	CS Manger
	

	Once necessary consents have been received, request a OH Pre-Employment Screening from the OH provider. If required, send a purchase order to the OH provider. Check current price before creating order. 
[NB At the time of writing, OCOT have not made a decision on the OH provider they will use on a permanent basis and trials of two providers are being undertaken.. Once a decision has been made, guidance on requesting a pre-employment screening will be produced]. 
	CS Manager
	

	Arrange for the candidate to come to the office/send in scans to provide: 
[bookmark: _Hlk193958219]a) Identification documents; 
b) Work permit and/or visa documents; 
c) Qualification documents; 
Take copies of all documents; return originals to candidate. Keep copies on the personnel file. 
Any issues discuss with Head of Division/Clerks.  
	
	

	Write to the candidates’ referees. Two positive/satisfactory references should be obtained. 
Share the references with the Head of Division/Line Manger on receipt. 
	CS Manager
	

	When all pre-employment checks have been completed satisfactorily, inform Head of Service and line manager. 
	CS Manager
	

	Send an IOMG Personal Information Form to candidate for completion and return.  Notify the candidate that the PIF will also be shared with IOMG HR. 
	CS Manager
	

	Line Manager to draft an induction plan, and correspond with the candidate regarding their first day arrangements. 
	Line Manager 
	

	Email all staff and Members to advise of new appointment and start date.
	Head of Division
	

	Onboarding IOMG

	PIP 
All posts/positions have a ‘seat’ on IOMG’s HR PIP platform. The seat is specific to the organisation, terms and conditions, line manager, job title, grade, salary scale. A member of staff is posted to this seat ‘sits in this seat’ when they start work. There are two scenarios:
A) OCOT already have a seat set up for this position; it is vacant because of someone leaving or moving internally, and we are recruiting/making an internal transfer in order to sit someone else in the seat; or 
B) This is a new position that will require a new PIP seat to be set up by IOMG HR Employment Changes Team. 

A) Vacant Seat 

[bookmark: _Hlk181091313]Once an applicant has accepted a position and we have completed pre-employment checks, raise a ticket with PIP Changes (pipchanges@gov.im) to place the new starter into a vacant PIP position seat. 

The following information should be provided to PIP Changes: 

Name of selected candidate 
Post 
Department and Division 
PIP position 
Type of contract 
Start Date 
End Date (if known) 
Grade 
Spine Points 
Salary Scale 
Starting Salary 
FTE 
Is it a pensionable position 
Annual Leave entitlement 
Line Manager. 
Attach the completed PIF form to the ticket. 

The above information will allow the PIP team to set up the applicant on the PIP system and also liaise with payroll.

B) New Seat 
For all new position requests, please send the below completed email to the Employment Changes Team pipchanges@gov.im The email must be sent by the Authorising Manager with delegated budget responsibility for this position. By sending the email you are confirming that you have followed OCOT’s authorisation process for the change.

The Authorising Manager with delegated budget responsibility for the position should send or be copied into the following template email. Send the email to the Employment Changes Team at PIP Changes (pipchanges@gov.im), asking them to set up a new position (seat). Ensure the information is completed as show in […].
Template email: 
Dear Employment Changes Team/PIP Changes 
I would be grateful if you would set up the below new position for OCOT. 
To create a brand new position please provide the following information. Please ensure that you complete all the fields below to avoid delays in creating your new position: 

Date position to be created from: [DATE]
Department (e.g. Cabinet Office): [Office of the Clerk of Tynwald]
Division: [Corporate & Engagement Services or Legislative Services]
Area/Team: [Engagement Services or Corporate Services or Research and Scrutiny Support or Table, Hansard and Publications]
Job Title: [Job Title]
Line manager of position: [Direct line manager]
Grade/Band/Skill Zone (e.g. EO, AA]: [Grade] 
Position FTE, Basis and Hours (e.g. FTE 1, Full Time, 37 hours): [Fill in] 
Terms and conditions (e.g. PSC M&C/MPTC): [PSC] 
Departmental approval gained for this new post? [Yes] 
Is this position for advertising?: [Post has been advertised as per OCOT recruitment procedures] 
Authorising Manager requesting the creation of this position: [Joann Corkish or Ruth Donnelly or Louise Trimble]

DHSC positions must be approved by the DHSC Finance Team - please provide name of the Approver: N/A

For MPTC or PSC position (Civil Service/Manual & Craft) please send this email request, enclosed with a copy of the new job description and person specification, to the Job Evaluation and Metrics Team (JEM) in OHR ohrje@gov.im for their approval before creating this position. If you have already sought JEM approval, please attach a copy of the approval to this email request when sending to the Employment Changes Team below. 
JEM approval not applicable for OCOT. 

Kind regards. 

	CS Manager
	

	IOMG NEW USER
Request an IOMG user account. 
Use IOMG New User Request form (see latest form on https://iomgov.sharepoint.com/sites/DigitalServicesforIOMG. Include access for MS Teams – ITHELPDESK@GOV.IM  (this will require SIRO approval). 

	Head of C&E/SIRO
	

	ELEARN VANNIN 
When IOMG user account created, request eLearn Vannin Account:
· Complete eLearn Vannin User form 
· Send to elearnvanninhelp@gov.im 

	CS Manager
	

	
Onboarding OCOT 

	SYNERGY
Create a new starter form and submit as a helpdesk task to action a new starter – helpdesk@synergy.im 
Complete Starter/Leaver IT form
· Assign phone
· Check floor ports
Update name on phone (and lists)
	CS EO
	

	Draft personal induction programme. Use standard form but make induction personal to role. 
Check attendees’ availability and send Outlook invitations and room bookings on What’s On. 
File personal copy of programme on successful applicant’s personnel file.
	Line Manager
	

	Ensure training set out on induction programme is suitable and adequate for this new starter
	CS Manager
	

	Review New Starter Pack for induction. Update any documents that need updating and liaise with CS Administrator who will put the pack together. 

· Information about pensions: Unified Scheme and IOMG DC Arrangement – SOWP Pension Options Leaflet (with OCOT reference) 
· Independent Financial Advice Referral Form
· Confidentiality agreement 
· Confirmation that an officer has confirmed ID
· Clean copy of T&Cs and job description, with start date included
· PIF form (may have been completed earlier than induction) 
· Extract from The Official Secrets Acts, 1911 and 1920.
· Staff Induction Booklet, including Office Structure Chart and Who’s Who
· PIP info 
· Yellow Book 
· 3 x Standing Orders 
· Ministers and Members List from IOM Government site. 
· Health and Safety Booklet with signature page
· Staff Security Document
· Floor Plan
· Parking Rota Information 
· Safeguarding Policy
· Green Advocates information

NB At the time of writing, all HR policies are being reviewed. When these have been approved and are available to all staff via intranet, the above list will be revised. 

CS EO to discuss health and safety and security in the induction programme. Documents relating to these subjects will be distributed in paper form until they are available on the intranet. 

	CS Manager
	

	Is the post a pensionable post?
If so, is the new employee an existing member of the IOMG Unified Scheme?
If not, is the new employee eligible for the choice between IOMG Unified Scheme or IOMG DC Arrangement?
Information available here: Isle of Man Government - Defined Contributions (DC) Arrangement
Relevant documents held on P:/Recruitment/Current process and forms/Onboarding/PIP Payroll Pension. See also next section. 
	
CS Manager
	

	Access card ordered and logged. 
	CS EO
	

	Using headshot taken at induction, update CoT Organisation Chart and Website.
	CS EO
	

	Calculate holiday entitlement including for part year. 
Set up holiday chart entry. 
	CS Manager
	

	Pension 
	
	

	A new starter whose post is superannuable, will automatically join to the Unified Scheme on starting. However, if they are eligible, they may take independent advice regarding their pension choices between the Unified Scheme and the DC arrangement. 
A new starter who wishes to take up the option of obtaining financial advice should complete the IFA referral form. This form has been amended to include details for Office of the Clerk of Tynwald. The form should be returned to the Corporate Services Manager. 

	New starter/CS Manager
	

	a) Password protect the IFA form. The password can be found in OCOT Sharepoint OAccess under ‘Independent Financial Advice’.
b) Save the IFA form on the staff member’s personnel file. 
c) Send the password protected form to MAC Financial corporateservices@macgroup.im 
	CS Manager
	

	MAC group will contact the new starter to arrange an appointment. If, following that meeting, the new starter wishes to take up the DC arrangement, MAC will inform IOMG payroll. 
	New Starter/
MAC
	

	When receive pay report, check that new starter is being paid correctly and correct pension contributions are being processed. 
	CS Manager
	

	Induction 

	Undertake induction programme.  
	Line manager/OCOT staff/new starter
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