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Planning an Induction process – management guidance
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1.
Introduction

1.1
An Induction is the process when a newly appointed employee is helped to 
settle in and adjust to a new job. Some changes require more adaptation than 
others, for example if the employee is moving into a more senior position 
than previously held or joining from the private sector.  A 
successful 
transition is assisted by a pro-active approach by management.
1.2
The Council does not run a corporate induction programme and therefore 
it is the responsibility of managers to run local inductions. These should still 
include corporate aspects of working for a Council such as the different 
Directorates, the services that the Council provides, and names and 
responsibilities of senior team and Chief Executive. 
1.3
An Induction will help them to:

· adjust to the new work situation
· manage the period of transition
· become familiar with the Council and its way of working
· grow in confidence and feel supported
· do the job that is required
· cover essentials such as Health & Safety at work
1.4 
Successful inductions are those that are planned. That is they include the 
following: 

· A discussion with new employee first on what support they feel they need

· A good overview of the Council and the services it provides

· key basic information needed to get started

· A timetable programme of people to meet, meetings and events to attend 
over a set period
· Clear review periods to assess progress
1.5
Induction requires team members to provide time, support and necessary 
resources to enable the new employee to meet the requirements of the job.

2.
Benefits of planning induction

2.1
An effective Induction enables the new employee to settle in and ‘hit the 
floor running’ rather than requiring constant supervision and support which 
can erode their confidence and raise questions of capability with other team 
members. 
2.2
Time invested properly during the Induction is time well spent and will save 
interruptions and mistakes later on. 

2.3
A planned induction will help to win the commitment of the new staff 
member and ensure that they remain a motivated and enthusiastic employee.
2.4
A planned induction enables managers/supervisors to build good working 
relationship with staff and is more likely the employee will pass their 
probation period. 
3.
Who does induction apply to?

3.1
Inductions do not just apply to newly appointed staff to the Council. An 
induction should be regarded as a professional approach to welcome and 
support someone when ever 
needed. For example:
· Those who have been promoted to a new role
· Employees transferring to a new service areas or Directorate
· Those returning to work after a long absence because of illness, maternity leave or career break.

· Those on secondment within or to the Council
· Employees redeployed to a new role as a result of a re-organisation
4.
Who has responsibility for induction?
4.1 Induction is a management responsibility and the immediate supervisor of the new employee has the main responsibility for the process. Each Chief Officer must ensure that managers and supervisors understand their personal responsibilities for induction. 

4.2 Specific line manager responsibilities include:

· Manage and check new employee's induction regularly
· To take necessary time to plan and ensure induction meetings takes place
· To develop and supervise a planned programme of activities which are 
relevant and interesting.

· To ensure that the new employee has the necessary support to do their 
work

· To monitor the new employee's progress and the effectiveness of 
their 
induction.
· Health and Safety including a risk assessment and fire evacuation procedure. 
4.3
Managers should check with the HR People Centre regarding new 
starters to ensure all aspects of new starter administration is covered and 
completed. 
5.
Induction Process

5.1 Before they arrive, ensure that team members and relevant people in the service are aware of the new starter and their role before they arrive. This can be done by an email or management cascade. 
5.2 Ensure that all the necessary pre-administration is completed. For example forms sent off to ensure employee can log on and access computer, relevant software programmes and email on their first day. Also telephone number has been allocated.. 
5.3 Check to see if there any disability or similar related issues that need to be addressed or reasonable adjustments put in place when the employee starts. If this is indicated on the application form or from HR, it is advisable to discuss adjustments with the employee first. 

5.4 On their first day, the manager or a member of staff is designated to welcome the new starter at reception and provides a relevant swipe card to access the building. 
5.5
On the first day a few key introductions and a tour of the workplace will 
enable the employee to find their way around. A gradual tour of the place of 
work is recommended, due to the difficulty absorbing all the new names and 
information, possibly one area at a time including relevant contacts outside 
the section and service area. Include toilets, break out areas and places to eat 
and drink. 
5.6
Health and Safety at work is important and this needs to be covered as soon 
as possible. The employee should be briefed about any potential work place 
hazards, where the fire register is located and the evacuation procedure 
including nearest exits in an emergency. Also include time and date when the 
fire alarms are tested. 
5.7
A Health and 
Safety Risk assessment should be completed for the employee 
including a work or desk top assessment so any chair and equipment is 
adjusted to the correct position. Also refer the employee to the Greenwich 
Safety Management System and the Health and Safety rules section 
3.3.6.A for general information.  
5.8
Ensure the necessary induction reading materials are available and prepare 
some possible work and induction activities for the first day or week. 
5.9
Managers should meet with the employee on their first day to explain the 
main duties and responsibilities. A realistic work programme should be set. It 
is important to identify some tasks that will enable the new starter to 
demonstrate their competence, prior knowledge or ability to learn. Try not 
to leave the employee isolated sitting at an empty desk while colleagues are 
busy. 
5.10
Schedule in a meeting if necessary with Human Resources, to ensure all the 
relevant administration is completed such as pension forms and payroll details 
are completed. Also ensure that the employee is familiar with all the relevant 
HR employment policies on the HR Micro-site and ICT policies
5. 11
Check that the employee is fine at the end of the first week and importantly 
will be coming back the following week. Provide a summary of the 
programme ahead and answer any questions or queries they raise. 
6.
Induction and Probation
6.1 The induction programme will take place in most cases before the first formal review of performance under the probation procedure. The induction is designed to enable the employee to settle into the role, provide them with the necessary information and make them feel welcome. The duration of the induction really depends on the new starter’s previous experience and the nature of the role. From one to four weeks is the normal time period for inducting a new starter. 

6.2 The probation process is a more critical review of performance and differs from induction.  The ability of the new employee to achieve the necessary standards of performance for confirmation in post may be significantly aided by an effective and supportive induction process.

7.
Further Information
7.1
This is a guide only. For further information, please contact the HR People 
Centre.  
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