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THE IMPORTANCE OF AN INDUCTION 

PROGRAMME 

 

Your staff are your biggest asset, and taking the time to properly welcome them to your 

organisation is very important. Not only will it give you the opportunity to ensure they 

understand your company’s policies and rules, it will allow you to further develop their 

excitement and enthusiasm for their new role. A quick whizz through the major dos and 

don’ts is not enough. Inductions need to be thorough and must cover all the necessary 

information that your employee needs to succeed. 

There are many benefits to providing a well thought out induction, including: 

 Ensuring your employee settles in and develops a firm understanding of your 

company visions, values and targets. 

 Building a good rapport with your employee and helping them to feel comfortable in 

their new environment. 

 Increasing staff retention. Happy, well-settled employees are more likely to have 

greater job satisfaction, resulting in a lower staff turnover. 

Additionally, there are some things that must be handled, such as health and safety 

requirements and dealing with important information. Therefore, it’s well worth planning in 

advance to make sure you cover everything you need to, as effectively as possible. 

What must you cover? 

It is a legal requirement for an employer to cover the following Health and Safety information. 

This information must be provided on the first day before your new employee starts doing 

any work. As an employer, you must: 

 Provide details of all health and safety precautions an employee must take to ensure 

they are protected from harm in the workplace. 

 Inform them of any training they will need to carry out their job in a safe manner, 

without endangering others. Additionally, include details of any Personal Protective 

Equipment (PPE) they will be provided with. 

 Ensure they are aware of what to do in the event of a fire, accident or another 

emergency. 

 Provide details of your insurance policy, in the event of your employee suffering an 

illness or injury from workplace activities. 
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What else should you cover? 

After you have spoken to your new employee about everything you must cover, the following 

should also be included in your induction process to provide them with the best start 

possible. 

 The first thing you should do is show your employee around the organisation. Give 

them a tour and start by introducing them to their line manager and team. Be careful 

not to bombard them with introductions. Instead, instruct their line manager to set up 

meetings with various departments spread over their first week at the company. 

There is no need to rush out all the introductions on day one, especially if it is just 

going to stress out your new recruit. 

 If their line manager or supervisor is not involved in the induction, arrange for them to 

have an informal meeting with your new recruit. It is important they get to know each 

other right away, and an informal chit-chat is a good way to do this. 

 In the weeks leading up to your new recruit’s start date, you should have organised a 

‘buddy’ for them to work with. You should ensure you set up a meeting with this 

mentor on day one, as they will be the first point of call if your new employee has any 

concerns. 

 It is also important that you collect all the vital documentation you need from your 

employee on that first day. This includes their SARS details and proof of address 

among other things. 
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