
Induction  

It’s time consuming and costly to find the right person for a position. 

The selection process is only the beginning of the employment relationship, and the 

future of that relationship depends to a considerable extent on how the new 

employee is settled into the job.  

Most employee turnover is among new employees, and work efficiency is reached 

only after a period of learning and adjusting to the new environment.  

An effective Induction can mean:  

● Quicker integration of staff into the business and the team more quickly 

● Reduced staff turnover and absenteeism 

● High Morale which increases employee commitment and job satisfaction 

● Increased productivity which will be achieved by being able to do the job 

more quickly 

● The individual is likely to feel less isolated hence is more likely to stay with the 

organisation 

 

Early leaving results in: 

● Additional cost for recruiting a replacement 

● Wasted time for the inductor(s) 

● Lowering of morale for the remaining staff 

● Having to repeat the unproductive learning curve of the leaver 

● Damage to the company's reputation. 

 

Common problems within induction: 

● Employees feel de-valued as job does not relate to original specification 

● IT equipment and passwords not always ready on start day 

● Poor understanding of the telephone system 

● Employees don’t appreciate the benefits they receive due to poor 

communication and understanding 

● Employees lack direction due to lack of regular meetings regarding early 

progression not being carried out 

● Employees don’t feel part of the bigger picture as their objectives don’t seem 

to be aligned with any higher company objectives 

 

Common requests from Managers 

● Managers would like a more formal/structured approach of inducting their 

staff 

● Managers find psychometric tests useful to help understand their prospective 

and new staff’s capabilities 

● Clarification on whose responsibility is the induction – centralised or de-

centralised? 



 

A good induction should include: 

 a clear outline of the job and role requirements 

 explanation of company terms including key policies 

 describing where the facilities are 

 showing how the employee fits into the team and how their role fits with the 

organisation’s strategy and goals 

 an awareness of other functions within the organisation, and how the 

employee fits within that 

 an introduction or meeting with key senior employees  

 health and safety information - this is a legal requirement 

 details of the organisation's history, its culture and values, and its products and 

services 

 practical information such as office opening hours, how to contact IT, and 

when the fire alarm tests take place.  

 explaining the departmental organisation, the requirements of the job, 

expectations of the new starter, the purpose and operation of any 

probationary period and the performance management system. 

 explaining available learning, training and development services which in 

turn will help the initial objectives for the starter.  Provide details of other 

sources of information during induction such as the company intranet or 

interactive learning facilities. 

 Allocating a mentor or 'buddy' to help speed up the settling-in period 

 Setting up introductory one-to-ones: scheduled with key members of the 

organisation in the same or other teams or externally, that the individual will 

be interacting with. Providing too much, too soon - the inductee must not be 

overwhelmed by a mass of information on the first day. Keep it simple and 

relevant. 

Most of all, Remember.. do not create an induction programme which generates 

unreasonable expectations 

 

 


