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Time to plan the induction programme 
 
The purpose of induction is to ensure the effective integration of staff into or across the 
organisation for the benefit of both parties. Research has shown that tailor-made 
programmes increase staff retention. Figures of one-and-a-half times the annual salary 
have been quoted if recruits leave within the first six months, and around 13% of new 
recruits do. So the costs of poor induction add up. 
 
All new recruits, whether full or part-time, in large or small organisations, need a well 
planned induction or orientation programme. Elements include: 
 
� orientation (physical) - describing where the facilities are  
� orientation (organisational) - showing how the employee fits into the team  
� health and safety information - this is a legal requirement  
� explanation of terms and conditions 
� details of the organisation's history, its products and services, its culture and values 
 sometimes called 'socialisation' 
� a clear outline of the job/role requirements. 
 
But the process doesn't begin on the first day. It begins at the recruitment stage and 
continues into employment. The length and nature of the induction process depends on 
the complexity of the job, and the background of the new employee. A 'one size fits all 
approach' won't work, as each employee is different. 
 
Even so, it's possible to have 'pre-prepared' programmes for certain types of staff used 
regularly, such as job-sharers, temporary staff, contractors, promoted staff, transferred 
staff and remote workers. Your organisation may also have other groups with specific 
needs - graduate trainees, people returning from career breaks, long-term absence or 
maternity/paternity leave, senior appointments, technical specialists, or directors. 
 
As line manager, you have overall responsibility for your new recruit's induction. A 
minimum will be to explain the departmental organisation, the requirements of the job, 
the purpose and operation of any probationary period and the appraisal system. You may 
also be responsible for the housekeeping aspects such as completing employee forms, 
taking bank details, explaining the induction programme. 
 
You may not 'deliver' all parts of the programme (e.g. health and safety information) but 
you will need to ensure that things happen. So a prepared induction checklist will be 
useful for you and your new employee to 'tick off' things together after the elements 
have been covered. The checklist could be divided into: 
 
� Pre-employment  
� Health and safety  
� Organisation  
� Terms and conditions  
� Financial  
� Training  
� Culture and values.  
 
How you implement the programme will depend upon you and your organisation - but 
it's useful to use a range of training methods to appeal to differing learning styles. Mixing 
formal induction courses with one-to-ones, on-the-job training (sometimes called 'sitting 
with Nellie'), and e-learning programmes will give variety. Mentoring or 'buddying' 
schemes are used in some organisations. Get feedback from your most recent recruits to 
see what worked, what didn't and aim for improvement! 
 
Designing an appropriate and cost-effective induction package is a complex task. They 
have to provide all the information that new employees and others need, and are able to 
assimilate, without being overwhelming or diverting them from the essential process of 
integration into a team. 
 
 
Linda Emmett, Information Manager, Chartered Institute of Personnel and Development. 
CIPD is the leading professional institute for those involved in the management and 
development of people. 

About the Jinfo Newsletter 
 
The Jinfo Newsletter is a summary of the 
latest listings in the Jinfo database at: 
 

http://www.jinfo.com/ 
 
Please forward this Newsletter to anyone 
who may find it useful. 
 
To subscribe to the Jinfo Newsletter or to 
modify your subscription, login to your 
account at http://www.jinfo.com/subs/ or 
send an email to support@jinfo.com. 
 
FreePint Limited (c) 1997-2005 

DigBig: Long URLs are no 
longer a problem 
 
DigBig is a fast and free way to shorten 
long URLs. This makes them much easier 
to communicate. 
 
"Einfach. Genial. Danke!" 
Project Manager, Uberlingen, Germany 
(June 2005) 
                     
<http://www.DigBig.com/> 

Free current-awareness tool: 
VIP Wire and Digest 
 
Post and search information-related press 
releases at the VIP Wire. 
 
Sign-up for the free weekly Wire Digest 
and have the list of latest releases 
emailed directly to you: 
 
<http://www.vivaVIP.com/> 



 

Free Pint Limited 
 
4-6 Station Approach 
Ashford, Middlesex 
TW15 2QN 

 
 
T: 0870 141 7474 
I: +44 870 141 7474 
E: info@freepint.com 

VIP Eye 
 
VIP Eye is a current-awareness 
newsletter, analysing business 
information news announcements 
and trends twice-monthly.  
 
VIP and VIP Eye are are edited by Pam 
Foster and are published digitally. 
 
 
"... an excellent bi-weekly roundup of news 
in the information sector" 

VIP 
 
Reviews of business information products 
published monthly. 
 
VIP includes in-depth product reviews 
and comparisons, interviews with senior 
information industry figures and 
monitoring of research to identify future 
trends. 
 
"... has set the marker for excellence in product 
reviews for the information industry." 

 

Full details at www.vivaVIP.com 
Forthcoming Reviews: 
 
� CoreReference and 

CoreCompensation (Hemscott) 
Extra 

� Perfect Debt and Europrospectus 
(comparative reviews) 

� GMID (Euromonitor) and Market 
Indicators and Forecasts (EIU) 
(comparative reviews) Extra 

 
Published Reviews: 
 
� Global Business Browser 
� OneSource Express UK 
� OneSource Express 
� ISI Emerging Markets 
� CEIC 
� China Insight 
� Mergent Online 
Published Reviews (con'td): 
 
� Hoover's 
� CorpfinWorldwide v. ZEPHYR v. 

Thomson ONE 
� Factiva SalesWorks and Factiva 

Companies & Executives 
� EBSCO Bus. Source Corporate 
� Business Monitor Online 
� Corpfin’s CompanyQuery 
� BvD’s Mint 
� Dialog Newsroom v. Factiva v. 

LexisNexis 
� D&B's Global Reference 

Solution and MarketDirect 
� Gale Virtual Reference Library 

vs. xreferplus 
� Find.com 
� Thomson ONE Banker 
� Times Digital Archive 
� MyInsight 
� Datastream Advance 
� WorldData  from EIU 
� Advanced Country Analysis & 

Forecast 
� Dialog’s new unified platform 
� Market Research on the Web  
� ICC Plum 
� Net Snippets Professional 
� Hemscott Company Guru 
"VIP provides me with an excellent source 
of reviews of all manner of relevant 
products. What better editorial team 
could there be than the people behind 
FreePint to report on products and news 
in the information market! I think this is 
positive testimony enough!" 
 

Information Manager, UK
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Latest Job Listings 
Learning Adviser (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4244 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Berkshire, United Kingdom 
 
Learning Resource Centre Assistant 
(added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4243 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  East London, United Kingdom 
 
Electronic Resources Co-ordinator 
(added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4242 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  East London, United Kingdom 
 
Information Officer (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4241 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  West Midlands, United Kingdom 
 
Information and Research Assistant 
(added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4240 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Information Scientist (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4239 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  North West, United Kingdom 
 
Know How Manager (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4238 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Sheffield, United Kingdom 
 
Assistant Librarian (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4237 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Library Assistant (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4236 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Information Officer (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4235 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Cataloguer (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4234 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Birmingham, United Kingdom 
 
Information Assistant (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4233 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Cataloguer (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4232 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  South Coast, United Kingdom 
Careers Information Manager 
(added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4231 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Researcher (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4230 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Approvals Selector (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4229 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  South Coast, United Kingdom 
 
Information Scientist (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4227 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Berkshire, United Kingdom 
 
Associate - Information Services (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4226 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - Docklands, United Kingdom 
 
Information Specialist (2) (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4225 
Recruiter: Glen Recruitment 
Location:  United Kingdom 
 
Internet Researcher (added 15th July 2005) 
URL:       http://www.jinfo.com/go/j4224 
Recruiter: IssueBits Ltd 
Location:  United Kingdom 
 
Researcher (added 14th July 2005) 
URL:       http://www.jinfo.com/go/j4223 
Recruiter: Glen Recruitment 
Location:  United Kingdom 
 
European Information Specialist - Maternity Cover 
(added 13th July 2005) 
URL:       http://www.jinfo.com/go/j4222 
Recruiter: Spencer Stuart 
Location:  London, United Kingdom 
 
Part Time Information Officer  (added 12th July 2005) 
URL:       http://www.jinfo.com/go/j4221 
Recruiter: D A Solutions Limited 
Location:  City of London , United Kingdom 
 
Sector Researchers - Global Investment Banking 
(added 12th July 2005) 
URL:       http://www.jinfo.com/go/j4220 
Recruiter: City Professionals 
Location:  London, United Kingdom 
 
Research Analyst (added 11th July 2005) 
URL:       http://www.jinfo.com/go/j4219 
Recruiter: Glen Recruitment 
Location:  United Kingdom 
 
Researcher (added 8th July 2005) 
URL:       http://www.jinfo.com/go/j4218 
Recruiter: D A Solutions Limited 
Location:  City of London, United Kingdom 
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Records Co-ordinator (added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4217 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - City, United Kingdom 
 
Assistant Librarian (added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4216 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - Central, United Kingdom 
 
Cataloguer (added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4215 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Hampshire, United Kingdom 
 
Researcher (added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4214 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - City, United Kingdom 
 
Graduate Information Trainee 
(added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4213 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Berkshire, United Kingdom 
 
Information Services Co-ordinator 
(added 6th July 2005) 
URL:       http://www.jinfo.com/go/j4212 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - City, United Kingdom 
 
Archive / Scanning Specialist 
(added 4th July 2005) 
URL:       http://www.jinfo.com/go/j4211 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Kent, United Kingdom 
 
Graduate Sales Support 
(added 4th July 2005) 
URL:       http://www.jinfo.com/go/j4209 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
Information Services Manager 
(added 4th July 2005) 
URL:       http://www.jinfo.com/go/j4208 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - City, United Kingdom 
 
Senior Researcher (added 4th July 2005) 
URL:       http://www.jinfo.com/go/j4207 
Recruiter: D A Solutions Limited 
Location:  Central London , United Kingdom 
 
Temporary Business Researchers (2) 
(added 1st July 2005) 
URL:       http://www.jinfo.com/go/j4206 
Recruiter: Glen Recruitment 
Location:  London, United Kingdom 
 
Librarian (added 1st July 2005) 
URL:       http://www.jinfo.com/go/j4205 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  Birmingham, United Kingdom 
 
Information Officer (added 1st July 2005) 
URL:       http://www.jinfo.com/go/j4198 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - Central, United Kingdom 
 
Training Manager (added 1st July 2005) 
URL:       http://www.jinfo.com/go/j4197 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London, United Kingdom 
 
Information Assistant (added 1st July 2005) 
URL:       http://www.jinfo.com/go/j4196 
Recruiter: Sue Hill Recruitment and Services Limited 
Location:  London - Central, United Kingdom 
 
Centre and Portal Administrator (added 12th July 2005) 
URL:       http://www.jinfo.com/go/j4114 
Recruiter: Sheffield Hallam University 
Location:  Sheffield, United Kingdom 




