
Purpose of 
this tool:

Creating an induction pack can ensure that staff are 
brought into the partnership as soon as they start their 
new role and are made aware of important policies 
and procedures relating to the partnership. Ideally 
the induction pack should become a mandatory part of 
induction for relevant staff at all partner organisations. 
This document outlines some of the content you may wish 
to include, but it is likely that you will need to tailor the 
contents depending on the nature of the collaboration.

Developing an induction 
pack for your partnership



Introduction

Who we are 

Partnership activities

Vision and brief history of the partnership / 
who we work with

Collaborative working arrangements

This induction pack is designed to provide an induction 
and overview of (add name of partnership/collaboration). 
It helps staff understand the aims of our collaboration and 
provides detail on key contacts and partnership activities. 

Brief description of each organisation in the partnership, the 
focus/specialism of each organisation and key staff contacts.

Brief summary of activities delivered under the partnership.

•	 Why the partnership was set up.

•	 What it seeks to achieve (core objectives).

•	 �Who it seeks to work with (if there are external 
beneficiaries).

•	 What change it seeks to achieve for those it works with.

•	 Detail of key funders.

•	 �Communication mechanisms e.g., shared email groups, 
shared drives etc.

•	 �Governance – details of strategic and/or operational 
groups that oversee and plan activity, purpose of each 
group, how often they meet.

•	 �Referral arrangements across organisations (if applicable).

•	 �How to raise concerns/challenges relating to the 
partnership.

•	 �Opportunities for staff to share and learn through the 
partnership (if appropriate)

•	 �Arrangements for monitoring and evaluation/reporting 
(including where to find reporting spreadsheets).

•	 �Key partnership policies and procedures (e.g., data 
sharing, media consent, safeguarding), links to consent 
forms etc. 
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