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The following is intended of a summary of issues that might be included in an 
induction pack.  It is not intended to be comprehensive rather it is a 
guidance note – a starting place for your own detailed research.  Check with 
all relevant employment and other laws in your country as you draft your 
induction pack. 

Objectives 

1. Establish rapport:  
a. Optimise the likelihood of feelings of acceptance and belonging 
b. Establish positive and productive relationships with existing staff  
c. Foster good relationships with unions (where present) 

2. Convey the organisation’s Vision, Values and Mission 
a. Create the context (big picture) in relation to the organisation’s 

current focus and future directions 
b. Describe the organisation’s proudest achievements.  

3. Clarify professional expectations: 
a. Provide any competency and leadership frameworks 
b. Set the professional tone for the organisation 
c. Be clear about work expectations up front 

4. Describe the probation, performance review and other generic work 
delivery expectations 

a. Clarify job role and responsibilities • - provide organisation chart, 
explain reporting relationships, delegations, levels of authority 
and decision making 

b. Define how good performance will be assessed, measured and 
rewarded.  

c. Familiarise employees and volunteers with conditions of 
employment, facilities and amenities, policies  and procedures, 

5. Introduce the organisational culture:  
a. Explain “how things really work around here” provide clarity and 

demonstrate the importance (or otherwise) attached to issues 
such as  

o Punctuality 
o dress codes 
o work hours (flexitime timesheets)  
o attitudes to alcohol 
o codes of behaviour 
o other aspects important to your organisation 
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Your target audience 

People should be provided with information and support to prepare them for 
new, changing or more senior responsibilities, tasks and duties.  The induction 
process should be tailored to address the particular needs of particular 
groups, target audience or individuals, including any person (e.g. existing 
employees and volunteers) starting in a new role.  This might include: 

o School leavers: they are less familiar with working life, require specifics 
such as a detailed outline of work processes and clear employer 
expectations and boundaries  

o Graduates: they are likely to be eager to apply their theoretical 
knowledge to the work environment.  

o Senior managers: they are likely to need general induction information 
and specific information to address previous experience and current 
knowledge gaps 

o Internal candidates and existing employees to new roles: Don’t assume 
they are already familiar with organisational culture and knowledge 

o Recruits from overseas: may need detailed and specific 
accommodation, furniture or transport information, language schools, 
children’s education, etc. 

o Fixed term employees or independent contractors: they may go on to 
apply for permanent appointment.  

The Importance of Diversity: 

Employees from non-English (non local language) speaking backgrounds: may 
require inductions that address language barriers and cultural differences that are 
relevant to the workplace.  

Employees with disabilities: may have special requirements  

All current staff may need to be educated on cross-cultural awareness and diversity 
issues (NB: not just culture and ethnicity).  Consider flexible work arrangements that 
may be required to meet cultural, caring and other obligations.  

When & How to provide information 

Avoid information overload: prioritise what is needed; provide information in 
a staged approach.   

Harness enthusiasm: include interesting, achievable, projects that bring them 
into contact with a number of divisions or areas of activity.   

Assign mentor:  provide additional support during integration into new roles.  


