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STEPS ON PREPARING FOR AN INDUCTION 

PROCESS 

 

 

Pre-Start Day 

 Send your new joiner useful information (such as e-newsletters, corporate videos, or 
a welcome pack), so that he can familiarize himself with the company at leisure. 

 Ask him to complete a Training Needs Analysis document. This will highlight any skills 
gaps, so that you can incorporate appropriate training into his schedule. You'll get him 
working more productively by planning this now. 

 Consider inviting him to meet the team informally, such as at a social event. 
 Prepare his workstation, so that he has the equipment he needs. 
 Tell co-workers his start date, and encourage them to say "hello" on his first day. 
 Schedule his one-on-ones with key team members. 
 Assign him a mentor or "buddy" to show him around, make introductions, and help with 

any day-to-day questions. 
 Check that he's ready to start by sending a friendly email just before his first day. 

 

Day One 

 Send a company-wide "welcome" email, copying in your new recruit. 
 Do a "walk-around" the office, and introduce her to key team members. Limit numbers, 

if you think it might become overwhelming. 
 Don't forget to show her the bathroom, fire escapes, water-cooler, and kitchen, and 

explain when lunch breaks are usually taken. 
 Print off a seating plan, site map and organization chart, so that she can see important 

information at a glance. 
 Cover essential admin, such as forms, computer access, email signature templates, 

ID cards, health and safety information, parking, security passes, and office supplies. 
Don't do it all at once, though. Intersperse housekeeping activities with other parts of 
the induction. 

 Give her an overview of the company (including mission, vision, values, and corporate 
culture), the department and the team. Explain how her role fits in. 

 Run through her job description and person specification, so that she understands her  
tasks and responsibilities. 

Tip: 

Start with the basics but don't cram everything into a one-hour session. People become 
productive sooner if they understand the fundamentals of their jobs first. Focus on the why, 
when, where, and how of the position before you hand over any assignments or projects. 

 Discuss the skills gaps identified by the Training Needs Analysis, and the available 
learning and development options. 

 Provide details (phone numbers, email and Skype addresses) of all of her key contacts, 
including the number of the IT helpdesk! 
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 Direct her to view online staff biographies, so that she can familiarize herself with the 
wider team. 

 Offer to take her for lunch. Consider that she might prefer some private time, or to call 
her friends and family instead. If so, organize another time when she's more settled. 

 Give her a copy of your induction checklist. This will help to reduce her anxiety about 
any "unknown unknowns." 

Tip: 

Incorporate an ice breaker exercise into the start of your new recruit's first team meeting, to 
ease her into the team. 

 

End of Week One 

 Continue filling in the gaps. Introduce your new starter to anyone who wasn't available 
during his first few days. 

 Discuss his role in more detail and start him off on some tasks. This will help him to 
put what he's learned into practice. 

 Agree objectives and timescales for him to work toward during his probation period, 
and explain how his performance will be assessed. 

 Make sure that he fully understands work practices, policies and appropriate 
behaviour. 

 Check with his mentor that everything is going well. 
 Be available (either in person or over the phone) to answer any questions that he has. 

 

During the First Month… 

 Meet regularly to check that your new team member is settling in and has everything 
she needs. 

 By now, you'll know whether she requires any further on-the-job  or formal training , or 
could benefit from some coaching . Make sure that you organize this quickly, so that 
she's able to contribute fully as soon as possible. 

 Give her regular, ongoing feedback on how she is performing. Provide practical advice 
and arrange job shadowing or mentoring, if appropriate. 

 Take the opportunity to listen actively to any thoughts she has about you, the induction 
program, and the company in general. You can use this to improve the process next 
time around. 
 

... and Beyond! 

The induction process doesn't simply end after the new starter's first day, week or even month. 
It's your responsibility as a manager to engage new recruits, make sure they grow into their 
roles, and, ultimately, pass their probationary period. Successful employee induction is an 
ongoing process! 

Key Points 

A successful induction is inspiring, organized and fit for purpose. You can tell how effective it 
is by how well a person adjusts and acclimates to the company. Get your new starter quickly 
up to speed by creating an induction checklist. Divide tasks into what to do pre-start date, then 
on the first day, week and month – and beyond. Treat the program as ongoing, and review it 
regularly by gathering people's feedback. 


