
A structured induction process helps new starters feel welcomed, supported,
and clear on expectations from the very beginning.
For SMEs, induction is often informal — but without a consistent approach,
important steps can be missed, leading to confusion, compliance gaps, and
longer settling-in periods.
This checklist provides a simple, practical framework to help you cover the
essentials.

Inductionchecklist

A lack of structure during induction can lead
to:

Unclear expectations for new starters
Delays in settling into the role
Missed compliance requirements
Inconsistent experiences across
employees

Why This Matters

This is a basic induction checklist designed to cover core essentials.
For a more structured and tailored approach, including:

Role-specific induction plans
Probation frameworks
Templates and guidance for managers

Explore our HR Resource Hub, or get in touch to discuss a more tailored approach for
your organisation.

Need More Support?

HR with a heart - because people need people

G E T T I N G  T H E  B A S I C S  R I G H T  F R O M  D AY  O N E



Use this checklist as a baseline for all new starters
Adapt slightly depending on the role or setting
Ensure key steps are completed and recorded
Review and refine your approach over time

F I R S T  D A Y
Welcome and introductions
Tour of workplace
Overview of role and
expectations
Key policies shared (e.g.
safeguarding, conduct, absence)
Health & safety briefing
Emergency procedures explained

F I R S T  W E E K
Role-specific training commenced
Systems/process training provided
Introduction to team and key
contacts
Check-in meeting to address
questions

B E F O R E  D A Y  O N E
Contract issued and signed
Right to work checks completed
References obtained (where
applicable)
Start date confirmed
IT / systems access arranged
Workspace / equipment prepared

F I R S T  M O N T H
Ongoing support and supervision
Progress check against
expectations
Any additional training identified

Formal review meeting held
Performance and conduct discussed
Confirmation of employment (or next steps)

E N D  O F  P R O B A T I O N  ( O R  R E V I E W  P O I N T )

PA R T  O F  T H E  E D U C A R E  H R  R E S O U R C E  H U B

N E X T  S T E P S

F O R  F U L L  G U I D A N C E  A N D  T E M P L AT E S ,  V I S I T  E D U C A R E  H R  S O L U T I O N S

A consistent induction process builds confidence, clarity and
strong foundations from day one.
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