


INTRODUCTION

First impressions count and the first three months of employment with a new 

company are important. A simple induction process can assist in introducing your 

new employees to the team, environment, the business culture and your products 

and services.  It will also get the rest of the team involved in their wellbeing and 

development.

SPEND TIME GETING IT RIGHT

If you get your recruitment or induction process wrong, your costs could begin to 

spiral as you will have to re-recruit and this may damage employee and company 

morale.

Important things to consider during the induction phase:

➢ Do you have a structured induction and on boarding process?

➢ Have you discussed with your team the requirements for inductions?

Your induction process should give your new starter a clear outline of everything 

from starting in their new role, the expectations during their probationary period 

and what happens throughout their initial few months with the business. This will 

ensure you make the very best impression on your new starters!
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WHY INDUCT?

So, you’ve hired someone new, spent hours advertising, sifting through CV’s and 

interviewing them, even if you’ve used an agency or HR company to recruit you’ve 

still spent the time reviewing and interviewing, so don’t waste the opportunity you 

have to fully engage your new hire.

You will only have one shot to make this really impact the way you want it to and 

now the real work starts! A complete induction/on-boarding/orientation 

Programme into the business is essential for anyone joining your team, whether 

they have just started with the business, transferred from another team or been 

seconded from an overseas office.

Employees will understand the process for joining, developing and exiting the 

business and managers will be able to maintain the structure and direction of the 

teams, whilst retaining the best talent and utilising their teams to their fullest 

potential.

By incorporating your employer brand, company vision message and by giving them 

all the information and documentation they will need when joining your business, 

they will be completely informed and engaged.



INDUCT WELL – STEP BY STEP

A complete induction/on-boarding into the company is essential for anyone new 

joining your team. By getting the employer branding and documentation right and by 

ensuring you plan individual inductions to support specific roles, it will help you 

engage your entire workforce resulting in real productivity gains.

You will need to ensure you have the following ready for your new starters:

➢ Employee Handbook (which incorporates all your essential forms and templates). 

➢ Printed and soft copies made available for all concerned.

➢ Full induction plans designed for selected roles in the business. These should be 

fully managed and maintained with sign off at each stage once completed by each 

employee.

➢ Their job description and clear direction in terms of what they will be expected of 

them in their new role.

➢ Meet and greet events arranged for employees to get to know each other/start 

building their team skills.

➢ You should make sure that your new starter has meetings with all the following 

people: their Manager, their Team Leader (if relevant), HR contact, Director (if in a 

senior appointment) or if you have a small company, their mentor and of course 

their team. 

You might also consider outsourcing your on boarding and induction processes to save 

you time and add some serious energy to it. If you do, get in touch and we can help 

you with this.
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ENSURING BETTER RENTION RATES

Retention of employees is all about involvement and motivation. By getting your 

initial induction messages right, your teams will be more engaged and more 

productive and continue to spread the positive brand of the business.

Your business has a great culture (if it doesn’t then your culture needs to be 

worked on and we can assist you with that too) and onboarding is all about fusing 

the new team members with the current employees and getting them completely 

engaged in their new role whilst they are at their most keen!

You’d be surprised what a few cakes or bacon sandwiches in the office can do to 

get the team talking! You get one shot at a great induction process…so it is 

important to get it right!

A good induction process ensures that your new starters are well introduced to the 

business, that they know everything that they need to and that they are given all 

the tools to perform their roles to the best of their abilities.



DESIGNING YOUR INDUCTION PACK

To design a good induction pack ensure that you include:

➢ A detailed welcome page with basic information of the company hours of work, 
lunch break, where they can find refreshments, telephone numbers, useful 
contact details and address etc.

➢ Information about the company’s online presence and social media and any 
relevant expectations.

➢ Information about the company including history, directors, products and/or 
services, an organogram and the new starter’s immediate team.

➢ A proper job description (if you don’t have these have a chat with us as we can 
help you write them!)

➢ Any local maps, car parking and public transport.

➢ Relevant Health and Safety policies.

➢ An intro to the Employee Handbook.

➢ Information about any relevant benefits and how to sign up.

➢ Give information about setting up a workspace safely with good ergonomics.

➢ Timetable all meetings, training sessions and mentoring sessions for every day in 
the induction period on the plan.

➢ Don’t forget to diarise all the meetings etc with the relevant contacts within the 
organisation.
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You should make sure that your new starter has all the training that they need so 

that they can succeed in their role.  This could be technical training on any systems 

which may be new to them or general training on how you expect them to perform in 

their role. 

This should be discussed in a meeting with their team leader or manager in which 

their job description is reviewed, expectations and objectives are set, and they 

discuss how the requirements of the role will be fulfilled. 

Other training might include:

➢ Training on how to produce any reports or regular updates, including when and 

how these should be presented.

➢ Shadowing of close team members to see how role is performed.

➢ Training on products and/or customers if this is relevant.

➢ There may be professional qualifications which may enhance your new starter’s 

skills or abilities in their role or place your business at a competitive advantage.

Once the appropriate meetings and training have been booked, set up and put into 

the appropriate diaries, then this can all be formally documented into the induction 

plan.

TRAINING PACK



THEIR FIRST DAY

Finally, the big day is here, and your new starter is in the building!  Here are some 

tips for their first day with you:

➢ Ensure that reception are prepped to expect them and to know where to send 

them or who to call when they arrive.

➢ Ensure that you give them a warm welcome.

➢ Settle them down, get them a drink and allow them to put down bags etc, then 

introduce them to key people around their desk.

➢ It is worth having an informal meeting with them to let them know what to 

expect from their first days in the office. This should be held by the line 

manager, by the mentor, or a member of HR. At this meeting you can give 

them a copy of the induction plan.

➢ A tour of the office, facilities and emergency exits etc is essential and should 

occur within the first few hours of their arrival in the office this is also in line 

with H&S legislation. It is important to ensure that you point out all exits, ways 

out the building, assembly points etc.

➢ To ensure that your new starter feels included and important to the 

organisation, you should follow the induction plan exactly.  Any variations can 

be confusing and disorientating. 

➢ All training, meetings and feedback sessions must then happen as documented 

and arranged.




