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Induction Top Tips 
 
So you’ve landed your hot new recruit and now you need to make sure they want to stay and not make them 
think they’ve made a big mistake!! 
 
The induction is the last part of the recruitment process and the first part of the performance management 
process.  It is crucial that 1) you do it and 2) you do it right! 
 
This step by step guide is to assist you with your inductions. 
 

1. Send them everything they need - contract, forms, handbook, login to websites etc. prior to their first 
day – if items need to be returned have a list ready to check on the first day 
 

2. Have their induction plan for the next 3 months (minimum) ready for their first day.  It will probably 
change but it is nice for new recruits to have some sort of plan so that they do not think they’ll be 
spoken to on the first day and then left forever!   
 

3. Make sure you (or someone else if necessary) is available to meet them and welcome them, show 
them to their desk etc.  Offer them some water, tea/coffee.  Make it look like you are expecting them!!! 
 

4. Try not to keep them waiting too long on their first day before you can meet with them and then find 
a room or quiet space to start going through the induction checklist and your company induction pack 
 

5. Go through an induction checklist.  This should cover all the basics to ensure that you have provided 
the information they need to do their job, as well as to keep them safe in case of emergency etc.   
 

6. Go through the draft/approximate plan for the next six months.  Explain the plan for the next few 
days/weeks – what is expected, any targets, objectives etc.   

 
7. Introduce the new recruit to their buddy/mentor, have a tour round the premises if not already 

covered, explain about the facilities – refreshments, showers, lunches etc. 
 

8. Settle them into their first task/part of their induction.  If possible either you or their buddy should be 
around as much as possible during the first few days. 
 

9. Arrange any training or support that they might need and/or you’ve promised 
 

10. Put some regular reviews/catch ups in the diary to make sure you are both on track.  Address any 
concerns early – where it is standard of work or behaviours – expectations should be clear early one 
 

 
We are certain if you follow our tips you’ll successfully induct your new recruit into the business.  By having a 
good structure, following a plan and setting standards we know you and your new recruit will succeed. 
 
If there is anything in here you are not sure about or you would like some help putting together a detailed 
induction plan do give us a call. 
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