
MANAGEMENT AND INDUCTION PROGRAM

An induction programme is the process used within many businesses to welcome new An induction programme is part
of an organisations knowledge management process and is intended to enable the new starter to become a useful.

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.
Meet new peers â€” start to develop relationships. What policies and procedures should you show them? This
course, delivered by members of our internal Finance Team, aims to give an overview of financial services at
the University. So it's important that you, as his prospective manager, maintain contact with him and keep him
engaged during this time. As a trainer, take into consideration the different needs of new employees. The
Pre-Start Day checklist, below, will give you some ideas about how you can keep in touch. 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. Most probation
periods are 3 months. For example, by ensuring they are included in any lunchtime social activities. Here are
some considerations for each stage. She's barely spoken to him since and is still waiting for her job
description. It mixes theory and hands-on practice and covers topics including staffing information and
reports, line management processes and approval tasks conducted in MyERP and a high level overview of the
sickness recording process. This full-day workshop focuses on the role of the manager in the strategic and
operational context of the University. All very commendable. Line Managing UoB The following modules are
mandatory for anyone taking on formal line management responsibilities. Design and develop carefully
thought out content and choose trainers who can motivate and engage the new employees with a quality
experience. 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. This is likely to act as a positive attraction tool for new hires. Good induction programmes can
increase productivity and reduce short-term turnover of staff. Download our induction template checklist here
Finding This Article Useful? Managing Change 1 day Delivered by our internal Change experts, this
interactive workshop will help line managers to better support their staff, and themselves, through the UoB
change landscape. What spurs them on? These include: How experienced is your new hire? Download File 4.
Follow maartenjonckers on twitter for retail related chat Recent Posts. Get a feel for current performance and
team dynamics. For example, this may occur before the employee formally starts work and covers the first
day, week and months. Mentally start to develop a 30 and 90 day plan. In fast-growth businesses, this can
critically affect whether the business meets its potential or not. This article explains what an employee
induction program is and why it's so important, and shows you how to implement one successfully. If done
well, the induction process will allow a new starter to lay the foundations for important relationships within
his team and across the wider organization, and give him the best possible start in the organization. It
describes an employee induction as the process "through which new employees learn and adapt to the norms
and expectations of the organization to quickly reach maximum productivity. When considering the planning
of the induction program, consider whether the design of the new induction process is something that can be
updated on an ongoing basis. Benefits[ edit ] An induction programme is an important process for bringing
staff into an organisation. 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. It will enable
managers to understand both their own and their team's reactions to change, and their role in leading a team
through times of transition. On her first day, her computer hadn't arrived, her chair was broken, and her
manager â€” Sonni â€” was out of the office. 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. They also teach them the technical skills they need, and provide them with valuable information
such as "who's who" in the business. However too many businesses still believe that once the successful
candidate has signed their contract, has successfully resigned and has agreed a start date, the job has been
done. What I have found is that by simply having an induction plan, it reminds you or forces you to frequently
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and systematically review progress. Similarly, Sonni is unimpressed.


