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PRODUCING AN
INDUCTION PACK

WELCOMING ADULTS

We spend a lot of time and effort recruiting adults into Scouting. Having got them to accept an invitation to
volunteer (to say ‘yes’), the first few months are crucial in encouraging them to stay. It is equally important that
they are helped to become effective in their role as quickly as possible.

Induction is the process that allows an adult volunteer to develop into their role, and to help them feel capable and
willing to continue. Induction is about developing a culture of good support, so that an adult new to Scouting is
not left feeling that they’ve been thrown in at the deep end. They should feel able to get help and support in what
they do.

It is not just adults new to Scouting that need induction. People changing roles also need help growing into their
new role. Remember that just because someone has a lot of experience in one role (such as Scout Leader) doesn’t
mean that they do not need support if they move into a new role (such as Group Chair). Induction of adults
changing role will normally cover slightly different areas to take into account their prior knowledge and experience
of Scouting.

PROVIDING BASIC INFORMATION

An induction pack is the first stage in the induction process. It aims to give an adult new to Scouting a variety

of information that will be useful to them, mainly in their first few weeks. It can take a variety of formats but is
usually a folder containing information to help the newcomer through the process. It must be emphasised that it
is not, and never can be, a replacement for face to face contact. It can be more detailed than what you say to the
newcomer and they can look through it in their own time. It will add credibility and substance to any discussions
you have with them.

An induction pack can be of great benefit so long as it is tailored to the individual and the role they are about to
take on. It should:

® make them feel welcome

inform them about their role and local Scouting

be motivational

be seen as a useful resource and not a pile of papers to be ‘binned’ at the first opportunity
answer questions and enable the person receiving the pack to use it as and when required.

The induction pack is likely to be one of the first pieces of information that your new recruit will receive. First
impressions are worth a lot, so think about how the information is presented. A standard pack that is colourful,
designed on a computer, personalised and put in a glossy folder will let people know that thought has been put
into inviting them to help. It will also help reassure them that support will follow.



THE INDUCTION PACK TEMPLATE

YOU'VE The Induction Pack Template gives you the bones of an induction pack, which can then be easily
ﬁ%ﬁ%‘; customised with local information and contacts. It is designed to provide you with a standard
TEAM. pack, professionally designed in the style of The Scout Association’s other resources, which is

then personalised and locally tailored. The induction pack produced using this template is based
around local information, contacts and opportunities.

MORE INFORMATION

The publication Induction Toolkit is also designed to support the process of induction, and can be used to
complement the information in the Induction Pack Template. It provides the information common to Scouting
across the UK, for example information on the youth sections and on some particular adult roles in Scouting, which
can be added into any induction pack.

The publication Induction — Starting Adults in a New Role details the process of induction (or the welcoming of new
adults) and how this needs to be achieved locally. It puts the production of an induction pack into the context of
thinking about the induction process as a whole.

For additional guidance on this publication and the Induction Pack Template, or for further information on
supporting new adults, please contact the Information Centre on 0845 300 1818 or info.centre@scout.org.uk.



LOADING THE
INDUCTION PACK TEMPLATE

DOWNLOADING THE TEMPLATE

To use the Induction Pack Template you first need to save it to your computer. Do this by right-clicking on the link
to the template and choosing ‘Save Target As..." or by clicking on the link and choosing ‘save’ when prompted.

The template file is saved as the file type ‘Document Template’, which has the file extension .dot (so the file name
is Induction Pack Template — Group.dot). Any document that you create using the template will be created as a
Microsoft Word Document with the file extension .doc (eg. Mark’s Induction Pack.doc)

Go to the template saved on your computer, double-click to open it, and the wizard will start.
Don't use the File | Open command as this will open the active template rather than creating a new document from
the template.

MACROS AND THE DIGITAL SIGNATURE

The Word template contains macros. Macros are what make the actions in the file work (for example running the
wizard). They are vital for the use of the Induction Pack Template.

When opening a document based on the template, if your macro security settings are set to Medium or High, you
will be warned that the document contains macros.

The company who produced the template have applied their digital signature to the templates. Their digital
signature has been issued by Thawte code signing certification authority. Digital signatures are a sign that you can
trust macros in a document. If any of the macros in the template are changed, or new macros are added, the digital
signature will be invalidated and a warning message will be displayed. So you will know if the template becomes
unsafe.

Wozxd versions 2003, 2002 (XP) and 2000

If your macro security settings are set to Medium or High, you will be warned that the document contains macros.
The first time you open a template you will see the ‘Enable Macros’ security warning.

To view or change your macro security settings go to: Tools | Macro | Security.



IF YOU HAVE MACRO SECURITY SET TO ‘HIGH’

If you have your macro security set to ‘High’ you will see this warning:

Security Warning

Performance and Development Planning Process Form.dot

contains macros by
Melf Computing Limited _D_enﬁ-;]

Macros may contain viruses. It is always safe to disable macros, but if the
macros are legitmate, you might loss some functionality.

The sacurity level is st to High. Tharefore, you cannot anabls macros
from sources that you do not trust.

["ﬂwa',sm macros from thiz source,

| e |

Tick the ‘Always trust macros from this source’ box and the ‘Enable Macros’ button will be enabled.
Click ‘Enable Macros’ and the document will open with all the macros running.

IF YOU HAVE MACRO SECURITY SET TO ‘MEDIUM’
If you have your macro security set to ‘Medium’ you will see this warning:

Security Warning

Performance and Development Planning Process Form.dot

contains macros by
Meif Computng Limited

Macros may contain viruses. It is always safe to dsable macros, but if the
macros are legitmate, you might loss some funchionality.

[T Abways trust macros from this source.,

Click the ‘Enable Macros’ button and the document will open with all the macros running.

If you select ‘Always trust macros from this source’ you will not be shown the ‘enable macros’ box again.
Any template macros containing this digital signature will be loaded automatically. Selecting us as a trusted source
will enable you to set your macro security settings to ‘High’ (Tools | Macro | Security) and our macros will still be
loaded.

Wozxd 2007
You should have macro security set to ‘Disable all macros except digitally signed macros’ in order for the
macros to run.

TO VIEW YOUR MACRO SECURITY SETTINGS
1. Click the Office button L@

2. Click the Word Options button
Select Trust Center
4.  Click ‘Trust Center’ Settings button

w



To be able to run the macros in the Induction Pack Template, you should select
‘Disable all macros except digitally signed macros'.

If you have ‘Disable all macros without notification’ selected, the macros in the template will not run and you will
not necessarily know that there are any macros in the template because you won't be notified.

Click OK to save your setting.

Enabling macros

If you have your security settings set to ‘Disable all macros except digitally signed macros’, a security warning
will be displayed the first time you open the Induction Pack Template. It will say that macros have been disabled.
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Click the ‘Options’ button. The options form will show the Melf Computing digital signature details, showing that
the certificate has been issued by Thawte Code Signing CA, and give you the option to add the signature to your
trusted settings. This means that any future templates from Melf Computing will be automatically accepted as
trusted so the macro security warning will not be displayed.

Microsoft Office Security Options

@ Security Alert - Macro

Macro

Maoros have been disabled. Macros might contain viruses or other security hazards. Do
ot enabke this content unless vou trust the source of this file.

Mote: The digital signature is valid, but the signature is from a publisher
whom you have not yet chosen to trust.

More information

File Path:  C:\...t AssocationNew Docs\induction PadkInduction Pack Template v5.dot
Signature
Signed by: Melf Computing Limited

Certificate expiration: 31/03/2009
Cartificate issusd by: Thawte Code Signing CA

Show Signature Details

{7 Help protect me from unknown content (recommended)

Open the Trust Center o || camen |

Select ‘Trust all documents from this publisher’ and click OK.

The macros will start working in the template. However it is best to close down the template and re-open it again
at this stage because the security warning might have prevented any custom toolbars from loading. Now that the
template is from a trusted publisher, the next time you open the template, the custom toolbars will be allowed to
load.



CREATING AN
INDUCTION PACK

USING THE WIZARD

When you first create a new induction pack document, the Induction Wizard input box will be displayed:

Induction Wizard

Detict |  Trang | Meetngs | Campsite | Shop
Into | Appontes | Group | Beavers | Cubs | Scouts | Explorers | Mebwork

This simple wizard will help you personalise an induction pack for nesw adult volunteers in your
Group, There are & number of sections to fill in which will help make the pad: spedfic to your
Group and local area, the Bmes you meet and the volunteer themselves.

Dnce you hawve answerad thase questions, the padk will open in & Word document where you
are free to sdd other detads particular to your Group. You ane able to retum to this form at
any time to add or amend detals.

Then simply save the document on your computer, and print & copy for your new volunbeer.

See the Induction Pack Template Liser Guide for more detals on how to use this template.

Thi Sonut Associnnon Indumon Pack Tempas v.01.1.0

This simple process will help you personalise an induction pack for new adult volunteers in your Group. You will
be asked a number of questions which will help make the pack specific to your Group and local area, the times

you meet and the volunteer themselves. Once you have answered these questions, the pack will open in a Word
document where you are free to add other details particular to your Group.

The questions are split into different tabs. You can either click on each tab to display it or you can click the ‘Next’
and ‘Back’ buttons to move backwards and forwards through the tabs.

Click the ‘Finish’ button to add your completed answers to the document.

You don’t have to answer all of the questions in one go, you can click ‘Finish’ at any time. If you need to add or
edit any information you can recall the input box at any time by clicking the ‘Induction Wizard’ button on the
custom toolbar:

L

If you are using Word 2007, the Induction Wizard button will be under the Add-Ins tab of the Word ribbon.



CRIMINAL RECORDS CHECKS

All adults in Scouting must go through a series of safeguarding checks to ensure they are safe to work with children
and young people. The safeguarding checks are known in different countries by different names, as follows:

England and Wales: Criminal Records Bureau (CRB)
Scotland: Disclosure Scotland (DS)
Northern Ireland: Access Northern Ireland (ANI)

For ease of reading, most resources refer only to ‘Criminal Records check’, to cover all of the above. In the
induction pack wizard you have the option to choose the correct Criminal Records check that your new appointee
will need to go through. If you are unsure which one is correct please speak to your District Appointments
Secretary.

More information on issues relating to safeguarding and Criminal Records checks can be found at
www.scouts.org.uk/safeguarding.

PICTURES

Within the induction pack produced by the Induction Pack Template there are three places where space has been
left for you to insert a local photograph or image. These are:

® Group logo/GSL photo (page 3)
® Scout Hut/Meeting Place (page 7)
® |ocal campsite (page 7)

In each case the space is marked by red text which lets you know what sort of image would be suitable to go there.

You may want to use existing logos or photos, or you may want to take new digital photos to add in. The more
inviting and up to date the images that you use the better, as it shows that the rest of the information in the pack
is also up to date, helping to make the new appointee feel more welcome.

To add a picture, first delete the red text. Then go to: Insert | Picture | From File... and choose the picture that is
saved on your computer that you would like to use. You can then crop, resize or edit the picture using the controls
on the Picture toolbar.

SAVING

Once you have begun to create an induction pack using this template you can save it at any time, in the same way
as you would save any other Word document. When saving you can give it any name, and save it as the file type
‘Word Document’ (which has the file extension .doc) — for example ‘Mark’s induction pack.doc’

When you open the saved document the wizard will not run automatically, but you can open the input box at any
time by clicking the ‘Induction Wizard' button on the custom toolbar (see page 8)

For ease of use you may want to run the template once, complete the input box with all of your Group information
(for example information on the sections) and save that document. Instead of running the template from scratch
each time you need to create a new induction pack for someone else you could then edit that document, saving
you time.



PRINTING

The final induction pack is designed to be printed on A4 paper, in portrait mode. It can be printed either single
sided or double sided and bound together in any form that you choose. You may want to provide one folder with
initial information which the adult can then add to during their time in the role.

If you have a double-sided printer you will be able to print the Induction pack double sided by setting the printer
options. If you have a single sided printer follow these steps:

1. Print pages 2, 4, 6, 8.

2. Remove those pages from the printer and put them back into the paper tray. Make sure that they are the
correct side up, and that the ‘top’ of the page is pointing in the right direction for the pages in step 3 to be
printed correctly.

3. Print pages 3,5, 7, 9.
4. Print page 1 (the cover) separately.
5. Collate all pages in the correct order before binding.

Remember, printing the pack using a good quality colour printer, on quality paper, will create a much better
welcoming impression to the appointee.



