
	

Continue

https://feedproxy.google.com/~r/1eyvgo/aqOO/~3/ngfLrbzwjls/uplcv?utm_term=how+to+do+an+induction+programme


How	to	do	an	induction	programme

When	a	new	employee	starts	in	your	business,	the	first	few	weeks	are	key	in	ensuring	they	settle	in	well	and	feel	supported	by	you	as	an	employer.	You’ll	need	to	equip	them	with	all	of	the	information,	training	and	knowledge	required	to	do	their	job	to	a	high	standard,	without	overwhelming	them.Sounds	tricky?With	a	clear	and	streamlined	induction
process,	it	doesn’t	have	to	be.	The	purpose	of	an	induction	is	to	help	your	new	employee	to	feel	welcomed	and	valued,	while	also	paving	the	way	for	them	to	be	a	productive	and	positive	asset	to	your	business.What	is	a	job	induction?Induction	definitionWithin	the	workplace,	an	induction	refers	to	the	process	of	getting	new	employees	acquainted	with
your	business,	helping	them	to	settle	in	and	giving	them	the	information	required	for	them	to	become	a	valuable	team	member.How	it	worksAn	induction	process	is	slightly	different	to	onboarding	in	that	it	usually	encompasses	the	very	beginning	of	the	new	employee’s	work	life,	whereas	onboarding	can	stretch	to	a	year	and	beyond.	An	induction	can
also	focus	more	on	introducing	the	new	starter	to	the	role	and	what’s	expected	of	them,	while	onboarding	considers	more	of	the	wider	organisational	culture.It’s	a	good	idea	to	have	an	induction	process	template	ready	for	when	a	new	employee	starts,	which	can	then	be	changed	or	adapted	if	necessary.	Remember	that	some	employees,	such	as
graduates	in	their	first	job	or	those	returning	from	long-term	sickness,	may	require	more	support	than	others.The	importance	of	inductionThe	key	thing	to	remember	about	inductions	is	that	they’re	mutually	beneficial	for	both	you	and	your	employee.	The	new	hire	feels	well-adjusted,	which	means	they’re	less	likely	to	start	looking	for	another	job;
they’re	happier	and	more	settled	and	you’re	less	likely	to	lose	them	to	a	different	organisation.Eight	out	of	ten	staff	who	leave	organisations	are	new	employees,	so	it’s	ultra-important	to	make	the	effort	to	get	them	settled.Benefits	of	an	induction	programmeIt’ll	save	on	time	and	resources,	as	you’re	less	likely	to	have	to	start	the	recruitment	process
all	over	again.It’s	an	opportunity	to	get	creative.	Instead	of	just	treating	an	induction	as	a	tick-box	exercise,	use	it	as	an	opportunity	to	show	why	your	company	is	so	great	and	to	showcase	its	best	bits.The	better	the	induction	process,	the	more	efficient	and	effective	the	employee	will	become	in	their	role.	Armed	with	knowledge	and	training,	they’ll	be
able	to	quickly	start	contributing	to	the	wider	company	through	their	work.Feeling	supported	and	listened	to	will	boost	the	individual’s	confidence	and	feed	into	the	wider	team	morale,	helping	to	sustain	a	positive	company	culture.Our	HR	consultants	can	help	guide	you	through	your	employee	issues.	Employee	induction	procedureAn	effective
induction	brings	together	more	practical	elements	with	activities	that	allow	the	employee	to	become	immersed	in	the	company	culture.The	key	parts	of	the	employee	induction	programme	are:1.	Meet	colleaguesGetting	to	know	who	they’ll	be	working	with	is	so	important	in	getting	the	new	employee	comfortable	and	easing	their	first-day	worries.
Introduce	them	to	their	team	(and	assure	them	that	they	don’t	have	to	remember	all	the	names	straightaway!)	and	consider	assigning	them	a	buddy	for	extra	support.	The	employee	will	be	more	eager	to	start	working	if	they’re	made	to	feel	welcomed	and	like	they’re	part	of	the	team	already.2.	Tour	of	workplaceFamiliarise	your	employee	with	their
new	surroundings,	showing	them	where	they	can	find	the	toilets,	the	first	aid	box,	the	fire	exits	and	any	kitchen	facilities.	Ensure	you’ve	sorted	out	their	workstation	ahead	of	their	arrival	and	that	they	have	everything	they	need	to	get	started.3.	Health	and	safetyOn	the	first	day	of	the	induction	process,	the	new	hire	should	be	taken	through	your
health	and	safety	procedures	and	receive	any	necessary	training.	Different	types	of	roles	will	require	different	levels	of	training,	but	as	a	minimum	requirement,	employees	should	know	how	to	assess	and	minimise	common	workplace	risks,	and	be	informed	about	emergency	procedures.4.	Get	all	the	necessary	documents	sortedAll	employees	need	to
have	received	and	signed	a	written	statement	of	employment	(usually	in	the	form	of	an	employment	contract)	within	2	months	of	their	start	date.	You’ll	also	need	to	collect	from	them	copies	of	proof	of	their	right	to	work	in	the	UK,	their	P45	and	their	bank	details	for	payroll.5.	Get	to	grips	with	company	policiesIt’s	a	good	idea	to	grant	all	new
employees	access	to	an	online	employee	handbook	which	covers	all	policies	and	procedures	for	your	business.	This	will	detail	any	legal	requirements	they’ll	have	to	abide	by,	as	well	as	company	policies	surrounding	dress	code,	annual	leave,	sickness	absence	and	any	other	areas	of	importance.6.	Understand	their	roleEarly	on	in	the	induction	process,
it’s	important	to	invite	the	employee	to	a	meeting	where	you	explain	the	key	responsibilities	of	their	new	role,	what	you	expect	from	them	and	how	their	work	will	contribute	to	the	wider	company.	This	will	give	them	a	good	overview	to	get	started	with	and	will	hopefully	encourage	them	to	work	hard	and	excel	in	their	role.7.	Identify	any	training
neededBy	the	end	of	the	induction	process,	you’ll	likely	have	a	good	idea	of	how	well	the	employee	be	able	to	perform	their	role	and	will	have	identified	any	gaps	in	their	abilities.	This	way	you	can	organise	further	training	or	tasks	in	order	to	ensure	they’re	fully	equipped	going	forward.8.	Organise	first	appraisal	meetingGiving	feedback	to	new
employees	is	essential	in	keeping	them	on	the	right	track	and	giving	them	motivation	to	maintain	a	high	standard	of	work.	Make	sure	you	set	a	date	for	their	first	performance	review	and	ask	them	to	answer	some	questions	beforehand	so	you	gain	an	understanding	of	how	well	they’re	settling	in.What	makes	a	good	induction	programme?It’s	a	good
idea	to	make	an	employee	induction	checklist	which	lists	all	of	the	tasks	and	training	that	your	new	employee	will	have	to	undergo	during	the	induction	process.	This	way,	it’ll	be	easy	for	both	parties	to	remember	what’s	still	to	do,	and	will	be	evidence	that	the	individual	was	given	all	necessary	information.	Just	ensure	they	sign	it	and	hand	it	back
when	the	induction	is	complete.Checking	in	regularly	with	your	new	hire	to	make	sure	they’re	settling	in	comfortably	and	not	feeling	overwhelmed	is	key.	The	more	supported	the	individual	feels,	the	quicker	they’ll	start	to	become	an	essential	and	productive	member	of	your	team.Get	HR	SupportIf	you	need	any	advice	on	constructing	an	effective
induction	programme,	our	HR	consultants	can	help.Get	in	touch	on	info@citrushr.com	or	give	us	a	call	on	0333	014	3888	to	find	out	more	about	how	we	can	help	your	business	with	friendly,	expert	HR	support.READ	MORE:The	content	of	this	blog	is	for	general	information	only.	Please	don’t	rely	on	it	as	legal	or	other	professional	advice	as	that	is	not
what	we	intend.	You	can	find	more	detail	on	this	in	our	Terms	of	Website	Use.	If	you	require	professional	advice,	please	get	in	touch.You	might	also	want	to	read	these	articles	This	concept	involves	officially	endorsed[by	whom?]	business	processes;	it	does	not	include	unofficial	and	frequently	clandestine	initiation	practices	such	as	hazing.	An
induction	programme	is	the	process	used	within	many	businesses	to	welcome	new	employees	to	the	company	and	prepare	them	for	their	new	role.	It	helps	in	the	integration	of	employees	into	the	organization	.[1]	Induction	training	should,	according	to	TPI-theory,	include	development	of	theoretical	and	practical	skills,	but	also	meet	interaction	needs
that	exist	among	the	new	employees.[2]	An	Induction	Programme	can	also	include	the	safety	training	delivered	to	contractors	before	they	are	permitted	to	enter	a	site	or	begin	their	work.	It	is	usually	focused	on	the	particular	safety	issues	of	an	organisation	but	will	often	include	much	of	the	general	company	information	delivered	to	employees.
Benefits	An	induction	programme	is	an	important	process	for	bringing	staff	into	an	organisation.	It	provides	an	introduction	to	the	working	environment	and	the	set-up	of	the	employee	within	the	organisation.	The	process	will	cover	the	employer	and	employee	rights	and	the	terms	requirements	for	working	at	the	company	and	pay	attention	to	the
health	and	safety	of	the	new	employee.	An	induction	programme	is	part	of	an	organisations	knowledge	management	process	and	is	intended	to	enable	the	new	starter	to	become	a	useful,	integrated	member	of	the	team,	rather	than	being	"thrown	in	at	the	deep	end"	without	understanding	how	to	do	their	job,	or	how	their	role	fits	in	with	the	rest	of	the
company.	Good	induction	programmes	can	increase	productivity	and	reduce	short-term	turnover	of	staff.	These	programs	can	also	play	a	critical	role	under	the	socialization	to	the	organization	in	terms	of	performance,	attitudes	and	organizational	commitment.[3]	In	addition	well	designed	induction	programmes	can	significantly	increase	the	speed	to
competency	of	new	employees	thus	meaning	they	are	more	productive	in	a	shorter	period	of	time.	A	typical	induction	programme	A	typical	induction	programme	will	include	at	least	some	of	the	following:	any	legal	requirements	(for	example	in	the,	some	Health	and	Safety	training	is	obligatory)	any	regulatory	requirements	(for	example	in	the	banking
sector	certain	forms	need	to	be	completed)	introduction	to	terms	and	conditions	(for	example,	holiday	entitlement,	how	to	make	expense	claims,	etc.)	a	basic	introduction	to	the	company,	and	how	the	particular	department	fits	in	a	guided	tour	of	the	building	completion	of	government	requirements	(for	example	in	submission	of	a	P45	or	P60)	set-up	of
payroll	details	introductions	to	key	members	of	staff	specific	job-role	train	Best	practice	In	order	to	fully	benefit	the	company	and	employee,	the	induction	programme	should	be	planned	in	advance.	The	timetable	should	be	prepared,	detailing	the	induction	activities	for	a	set	period	of	time	(ideally	at	least	a	week)	for	the	new	employee,	including	a
named	member	of	staff	who	will	be	responsible	for	each	activity.	This	plan	should	be	circulated	to	everyone	involved	in	the	induction	process,	including	the	new	starter.	If	possible	it	should	be	sent	to	the	new	starter	in	advance,	if	not	co-created	with	the	new	starter[4]	It	is	also	considered	best	practice	to	assign	a	buddy	to	every	new	starter.	If	possible
this	should	be	a	person	who	the	new	starter	will	not	be	working	with	directly,	but	who	can	undertake	some	of	the	tasks	on	the	induction	programme,	as	well	as	generally	make	the	new	employee	feel	welcome.	(For	example,	by	ensuring	they	are	included	in	any	lunchtime	social	activities.)	See	also	Onboarding	regarding	acquiring,	accommodating,
assimilating	and	accelerating	new	employees	Induction	(teachers)	for	induction	of	teachers	in	England	and	Wales	Employee	Exit	Management	TPI-theory	Employee	offboarding	Induction	training	References	^	"Induction	Program;".	Retrieved	2017-08-29.	^	*Alvenfors,	Adam	(2010)	Introduction	-	Integration?	On	the	introduction	programs’	importance
for	the	integration	of	new	employees	.	^	*Alvenfors,	Adam	(2010)	Introduction	-	Integration?	On	the	introduction	programs’	importance	for	the	integration	of	new	employees.	^	"Onboarding	-	How	to	Get	Your	New	Employees	Up	to	Speed	in	Half	the	Time",	George	Bradt	and	Mary	Vonnegut	(John	Wiley	&	Sons,	2009)	-	ISBN	0-470-48581-7	ACAS
article	"Recruitment,	selection	and	induction	Alvenfors,	Adam	(2010)	Introduction	-	Integration?	On	the	introduction	programs’	importance	for	the	integration	of	new	employees.	Browning,	Guy	(15	July	2004)	New	kid	on	the	block	People	Management	Magazine	Retrieved	from	"	This	website	uses	cookies	to	improve	your	experience	while	you	navigate
through	the	website.	Out	of	these,	the	cookies	that	are	categorized	as	necessary	are	stored	on	your	browser	as	they	are	essential	for	the	working	of	basic	functionalities	of	the	website.	We	also	use	third-party	cookies	that	help	us	analyze	and	understand	how	you	use	this	website.	These	cookies	will	be	stored	in	your	browser	only	with	your	consent.	You
also	have	the	option	to	opt-out	of	these	cookies.	But	opting	out	of	some	of	these	cookies	may	affect	your	browsing	experience.	Did	you	get	the	information	you	need	from	this	page?	Yes	No	Do	not	fall	into	the	trap	of	thinking	an	employee	induction	is	a	waste	of	time.	it	will	in	fact	set	your	employees	up	for	success	or	failure	depending	on	how	you	plan
it.	If	you	dismiss	the	process	you	risk	an	employee	who	doesn’t	feel	part	of	the	team,	doesn’t	understand	their	job	role,	who	is	quickly	disenfranchised	and	who	ultimately	starts	looking	for	a	job	elsewhere	before	the	ink	is	even	dry	on	their	employee	contract.If	you’ve	spent	thousands	on	recruitment	or	advertising,	it	can	wind	up	being	a	costly	expense
for	you.On	the	flip	side,	if	you	make	sure	your	employee	is	fully	inducted,	you	are	building	on	the	drive	and	enthusiasm	that	made	you	hire	them	in	the	first	place.	It	can	take	as	much	as	two	years	to	get	a	staff	member	fully	up	to	speed	in	a	company	but	this	process	is	accelerated	where	a	solid	induction	programme	is	in	place.	Google	has	a	two-week
induction	programme	in	place	for	all	its	“Nooglers”	which	introduces	them	to	the	organisational	structure,	practices	and	programming	technologies.	Quite	rightly,	it	wants	to	invest	in	the	best	people	for	its	business	and	not	suffer	unproductive	employees	and	high	turnover.	The	purpose	of	an	induction	Imagine	the	scenario...	Unfortunately,	such
scenarios	are	common	in	businesses	all	over.	The	lack	of	a	proper	induction	has	left	the	new	hire	unsure	of	her	job	role	and	thinking	about	quitting	while	the	boss	thinks	he’s	made	a	bad	decision.	It’s	exactly	this	kind	of	scenario	you	want	to	avoid	and	the	reason	why	inductions	are	so	important.	An	induction	ensures	your	new	staff	are	integrating	well
across	all	areas	of	the	business.	Not	only	will	they	be	able	to	grasp	the	job	you	have	employed	them	for	and	become	fully	productive	more	quickly	but	an	induction	will	also	help	them	to	understand	your	company	culture	and	form	positive	relationships	with	existing	employees.	Who's	responsible	for	providing	a	new	starter	with	an	induction
programme?	The	responsibility	for	the	induction	process	will	ultimately	vary	depending	on	the	size	of	your	organisation.	If	you	run	a	small	business	with	half	a	dozen	employees,	then	it	might	well	be	yourself	as	the	boss	and	owner	who	welcomes	new	staff.If	your	organisation	is	larger	it	might	be	the	HR	manager	or	department	that	has	responsibility
for	welcoming	new	recruits.	The	HR	department	in	many	instances	is	likely	to	be	the	first	point	of	contact,	gathering	necessary	information	to	do	with	the	new	employee	such	as	employment	history,	records,	bank	details	etc.However,	there	may	be	specific	members	of	staff	you	wish	to	assign	with	the	responsibility.	This	might	be	the	new	member	of
staff’s	line	manager	or	it	could	be	someone	within	your	organisation	who	is	particularly	suited	to	that	type	of	role.
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