Summary of the main elements in an induction programme

Figure 4. 2 represents the elements in an induction programme, from initial to follow-up
interviews.

Initial interviews

Conducted by line manager and HRM, covering: any
notes/suggestions from selection interview.

Outline details induction programme. Cover:
organizational objectives and functions:

personal objectives and job/department objectives.
Explain working conditions, e.g. working hours and
catering and other facilities. Introduce to supervisor and
work team. Check if any special needs.
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Follow-up interviews

Conducted by line manager and HR
department, in 3 months and later with
appraisal and career development interviews.
Check progress and general welfare issues.
Initiate any required changes in development
and training programme.
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