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Induction
If you’ve been in your job a long time, or run your own 
business, you may not remember just how you felt 
on your first day or week in your job. But induction – 
basically what happens when people start – is a crucial 
part of recruitment and staff retention. 
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Before  
people start

First impressions really count and an effective 
induction will make a new employee 
feel welcome, boost their morale, build 
commitment to the business, and help them 
do their job effectively. It’s as important for 
temporary staff as for permanent roles and 
particularly important for young people who 
may be starting their first job. 

As a result, you want everyone involved in the 
induction process to know what they need 
to do, and the best way to do this is usually 
through a structured induction process. This 
can include key information and practices 
that are appropriate for every role in your 
business, and then be tailored for the specific 
team and role. 

A good induction process starts before an 
employee’s first day at work.

Plan what information is appropriate to send 
to new employees before they arrive for their 
first day at work. They’ll need to know the 
basics such as working hours, information 

A good induction process 
starts before an employee’s 
first	day	at	work.

about what to wear or avoid, parking or travel, 
and the like, but you could send them other 
information too.

For example, you could prepare and send an 
information pack with an overview of your 
company, your ambitions, the culture you strive 
to create and the development opportunities 
you seek to offer. 

Remember the purpose is to create a great 
impression with the new recruit so they are 
enthused and motivated to join your business.

Knowing what to expect in the first few days/
weeks can reduce stress.
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What to include 
in your induction process

1
 Working hours and break times.

 How the phones, photocopier and 
other kit work (if appropriate for the 
role).

 Your IT, internet and social media 
policy.

 Safe use of equipment and personal 
protective equipment.

 Information about pay, tax & national 
insurance, workplace schemes, 
expenses & expense claims, holidays, 
sickness & absence procedure, 
probation period.

 Your policies on health and safety, 
accident reporting, protective 
clothing,	specific	hazards,	smoking,	
security	procedures,	confidentiality	
and data protection.

 Your equality & diversity policy, 
performance management system, 
disciplinary procedure and grievance 
procedure.

Your induction process once they start will vary 
from role to role, but we’ve given you some 
ideas to include. 

Don’t, whatever you do, try to cover them all in 
the first morning – see the advice below about 
how to deliver your induction programme.

Some of these activities may seem time 
demanding at first but will take less time than 
recruiting a replacement if they leave!

The 
practicalities 2 3

 Introduce them to the tasks they’re 
required to do, and support them 
to learn. Where practical, give them 
a written document describing 
activities they need to be competent 
to perform. Include competency 
measures, such as what a good job 
looks like, so they understand the 
standards required.

 Review regularly how they’re 
progressing with learning job tasks, 
e.g.	after	the	first	day,	first	few	
days,	first	week.	They	and	their	line	
manager could create a development 
plan which can be reviewed 
regularly to assess achievement and 
development needs.

 Arrange training, coaching, 
shadowing or mentoring, if 
appropriate.

 Tell them about your company, 
ambitions, successes, and 
community engagement activities  
(if you haven’t done that already -  
i.e. why we are important).

 Explain the purpose of their role, 
how	it	fits	in	the	team	and	how	it	
contributes to the success of your 
business (i.e. why you are important).

 Arrange a schedule of short 
meetings with other team members 
and key people, asking people to 
explain about their role and welcome 
the new employee. 

	 Tell	them	(briefly)	why	a	career	in	
food and drink is a good one (see 
Promoting food and drink as a great 
career.

 Introduce them to people who could 
help them settle in – anyone from a 
buddy to a returners’ or lunchtime 
running group.

How they do 
their jobs

Making them 
feel good
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There’s a huge amount of information in 
the list above, and it’s easy to overload new 
employees. Spread induction over a period 
of time - especially with young people 
and returners - so that they can process 
the information and meet key people and 
managers over time. 

Who manages the process counts too! It is 
important that someone manages the process, 
often this will be the line manager but it may 
be a role that HR undertake. It’s important that 
the new recruit knows who is managing the 
process and who he or she can turn to if things 
aren’t going to plan.

It’s good practice to introduce the employee 
to colleagues in their immediate team on their 
first day at work, and consider allocating a 
work buddy perhaps for their first few weeks, 
or longer. This is particularly effective for young 
people in their first job. 

You may need to provide guidance and 
training for the ‘buddy’ on how to go about 
this, e.g. being proactive and having a relaxed 
chat regularly with the young person to find 
out how they’re feeling and helping them with 
any concerns.

How you 
deliver your 
induction 
matters 
too
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Want to know more?

We hope we’ve got you eager to get going on structuring your induction 
processes or improving them. There’s some other useful materials below.

From job offer 
to induction

Information to guide you 
through the process from 
job offer to induction. 

Induction 
factsheet (CIPD) 

Comprehensive guide to 
induction (free registration 
with CIPD is required to 
access the full factsheet). 

Outline of a staff 
induction checklist

Downloadable template for an 
induction process that you can 
adapt to fit your requirements.

https://www.ourskillsforce.co.uk/help-with-recruitment/from-job-offer-to-induction/
https://www.cipd.co.uk/knowledge/fundamentals/people/recruitment/induction-factsheet
http://www.acas.org.uk/index.aspx?articleid=1392
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Could you improve your induction process?

You can use this checklist to help you assess 
whether you have a great place to work. As 
well as looking at these questions yourself, 
it’s good practice to ask your team or a cross-
section of employees to give a rating too, so 
you can compare scores. If you let them do 
it anonymously, they’re more likely to give 
honest feedback.

Induction Comments
Are you clear about who is responsible for managing the 
induction of each new recruit? 

Are you sending the information people need before 
they start? 

Does your induction cover everything people need to 
know about the business and their role? 

Are you giving them their induction information at the 
right pace?

Are you enthusing them about working in your business 
and in food & drink?

Do you provide work buddies, especially for young 
people?

Is it clear to new recruits who they can turn to for 
support, or if things aren’t going to plan?

Which aspects of your induction process could be improved and how?

 = Poor      = Okay      = Good      = Excellent

Checklist
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Every applicant is provided with 
a Welcome Guide that gives a 
brief history of the company, 
the various departments in the 
organisation, what roles are 
available to them and employee 
testimonials.

Joseph Robertson
www.josephrobertson.co.uk

Joseph Robertson is a family-run business 
founded in 1878 and is now the largest 
employer within the food sector in the city of 
Aberdeen, employing over 240 people and 
supporting many local businesses.

At Joseph Roberson we understand the value 
in having a strong recruitment structure in 
place for applicants. A recent review of our 
induction process found that applicants knew 
little about the business and what roles were 
available to them. This resulted in levels of high 
turnover as applicants felt there was a lack 
of transparency. To give applicants a better 
visualisation of what it is like to work at Joseph 
Robertson and communicate the business 
values and culture we created a ‘Welcome 
Guide’.

Case study

Every applicant is provided with a Welcome 
Guide that gives a brief history of the company, 
the various departments in the organisation, 
what roles are available to them and employee 
testimonials. The inclusion of employee 
testimonials was seen as the most important 
segment as it shows real cases of career 
progression within Joseph Robertson. One 
employee said; 

“I was part of the emerging managers training 
course that has shown me the ins and outs of a 
manager’s role and how to make the best use 
of resources provided, this has also helped me 
in relation with my colleagues and employees 
that are part of my team. It has meant that I 
have grown from General Operative to Retail 
Supervisor to my current role as Shift Manager 
and who knows where I am going to stop”.

During this process we re-designed our 
application form, by reducing its length and 
asking the questions that really matter. This 
has drastically improved the application 
process for the majority of our applicants 
whose native language is not English. 

All employees are provided with a full-
induction programme which is then 
documented to them in an induction pack. 
Basic training in health & safety, food allergens, 
whistleblowing and factory rules are provided 
as part of the induction, once the employee 
starts working within the factory their training 
is then progressed.

We are continually identifying training gaps 
across the entire organisation, with the 
help of Skills Development Scotland who 
have supported us greatly in identifying our 
development needs. By giving employees 
the required skills this helped to achieve the 
business aims as well as grow and develop each 
individual. We currently have staff studying 
for Level 2 & 3 SVQ’s, Masters in Human 

Resource Management, ACCA qualification, 
CIMA qualification, Engineering and Graduate 
Apprenticeships and MCIPS. We have been 
able to expand the training we can provide to 
staff through working with North East Scotland 
College and Scottish Manufacturing Advisory 
Service’s ‘Lean Academy’.  

In order to retain employees we believe that 
they must feel valued. Our quarterly employee 
voice committee provides an opportunity 
for employees to collaborate on new ideas, 
raise concerns and discuss ongoing projects. 
Managers regularly carry out appraisal 
meetings with their team members to 
identify training needs on a one-to-one basis. 
Our policy guarantees that everyone in the 
business has a tailored training programme. 

http://www.josephrobertson.co.uk

