
 
 

Role of the Manager 

To support our video content, this document is intended to guide and support 
managers to create a successful induction processes. 
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Aims of this guide 

This guide aims to support line managers through the induction process and to 
provide a general framework on which to base planning, implementation and 
evaluation. It contains both good practice as well as sample templates that can be 
used or adapted for use at local level. 

It is designed to give line managers a framework on which to base their local 
induction arrangements with new and existing staff and is neither definitive nor 
exhaustive. 

Instead, it seeks to highlight best practice in this important area and to lend support 
to the most effective way of inducting new employees into the University, focusing 
mainly at local level. 

There can be no ‘one size fits all’ to induction and that, ideally, all inductions should 
be tailored to the requirements of each individual and their specific development 
needs. 

 

 



 

 

What is induction? 

Induction is the process whereby employees adjust or acclimatise to their jobs and 
their working environment. 

Every organisation that values its staff will have an induction programme which aims 
to provide all the information that new staff need, and are able to assimilate, without 
being overwhelming or diverting them from the essential process of integration into 
their new team. 

Why is it important? 

For many, the prospect of a new job in a new organisation/area is a daunting one. A 
good induction programme will help to integrate them into the University workplace 
and help them settle more quickly into their job, resulting in a more effective 
performance at an earlier stage. 

Much time, effort and cost is put into this important process. However, research 
shows that the most likely time to ‘lose’ a member of staff is in the first six months of 
engagement - and that a good induction process is one of the recognized ways that 
can help prevent this. 

Getting off to a good start is a key part of building employee engagement and 
induction is essentially one element of this - i.e. a key point whereby new staff and 
the University have an opportunity to come together in positive and motivational way 
that sets the tone for what should be a relationship of mutual commitment, trust and 
respect. 

What are the benefits? 

 Reduces the time taken for a new colleague to become effective 
 Helps to support staff retention and commitment 
 Introduces new staff to the ‘culture’ of the University, its values & behaviours 
 Provides a greater understanding of the job and how it fits into the ‘bigger 

picture’ 
 Begins the ongoing process of continuous professional development 
 Demonstrates that we are an employer that values its people 
 Encourages two-way communication and team working 
 Allows objectives to be set and the probation period to begin. 

 

 



 

 

Who needs an induction programme? 

ALL staff - be they full-time or part-time, on open ended or fixed term contracts, new 
or promoted, transferred and redeployed staff. 

Remember that some groups may have specific needs such as school leavers, 
graduates, staff returning from career breaks, long-term absence or 
maternity/paternity leave, senior appointments, technical specialists etc. 

Who is responsible for induction? 

At local level the main responsibility for induction falls to the following staff: 

Primary responsibility: 

 Line manager - to manage the process 
 Individual - to engage with the process. 

Secondary responsibility: 

 Immediate and wider team 
 Health and safety 
 HR 
 Buddy* 

* It is a good idea to appoint an induction ‘buddy’ who is not the line manager but a 
colleague who can informally help a new starter settle in. 

This is someone who can be approached to explain general or day to day things or 
simply of whom to ask the ‘silly questions’. Careful consideration should be given as 
to who the best person in the team to do this is and to allow them the time to carry 
this out. 

At Corporate level there are various central induction events for all or specific 
groups. Further information and advice about this range of formal induction 
programmes can be found at: 

 Induction events 

Duration of induction 

Induction should be viewed as a part of a continuous process that begins prior to 
appointment and runs right through to the end of the probationary period. 

For staff transfers induction will end when the manager and the transferee both 
agree that a satisfactory adjustment to the new role has been made. 

http://www.ed.ac.uk/schools-departments/human-resources/learning-development/dev-opportunities/induction

