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1.0 INTRODUCTION 

 

Induction process is a formal process to introduce new employees to the rules, regulations and 

processes within an organization.  It helps to establish clear foundation and expectations between 

the organisation and the new employee.  Induction gives new employees an apercu of the 

organisational culture and helps to ensure new employees settle properly in their new job.  In 

addition, effective inductions are likely to improve workplace relations between employees, and 

between employees and their supervisors. 

 

The purpose of this policy is to ensure that all employees have the benefit of a properly 

structured Induction Programme that will help them to integrate into their role in the Professional 

Centre quickly and effectively.  All new employees should be inducted following recruitment, 

but internal staff changing roles may also need to go through an induction process. 

 

2.0 POLICY STATEMENT 

 

The Professional Centre (PC) recognises the fact that all staff are fundamental to its success and 

places critical importance on thorough induction procedures which make new staff feel 

welcomed, valued and settled in their new role.  New members of staff or staff changing roles 

need to get adequate guidance, support and information to enable them to settle and function 

within their new environment.  Therefore, the PC has an obligation to provide guidance, support 

and appropriate information to new staff which will form the basis from which staff can quickly 

get up to speed, perform their duties effectively and begin to make a contribution to their team 

and the PC.  

 

New staff or staff changing roles are expected to be proactive in their own induction, and ensure 

that they receive from appropriate sources the relevant information and support that will enable 

them to perform their jobs effectively, achieve job satisfaction and fully contribute to the success 

of the PC. 



2 

 

3.0 DEFINITIONS 

 

“New employees” refer to new personnel joining the workforce of the Professional Centre 

(including part time lecturers, new recruits, casuals and volunteers). 

 

4.0 ABBREVIATIONS 

 

For the purpose of this policy, the following abbreviations are used: 

 

PC – Professional Centre 

PSO – Public Service Orders 

HR – Human Resource Section at the Ministry of Education 

 

5.0 LEGAL CONTEXT OF THE POLICY 

 

The Public Service Procedures Manual of January 2011 stipulates (Section 12: Conditions and 

Procedures of Appointments – Order 32) that the probationary period of newly appointed 

employees to the establishment should be regarded as a period of initial induction, guidance and 

assessment vis-à-vis the employee’s suitability for the post.  Employees should, therefore, not 

only be given all possible facilities for acquiring experience of the duties of the post but should 

be kept under continuous monitoring and guidance and, as far as practicable, should not be 

posted where such monitoring cannot be carried out effectively.  The Manual further stipulates 

that it is the responsibility of Heads of organisations to ensure that supervisors pay special 

attention to the training of employees on probation and that during the initial probationary 

period, the employee’s performance will be assessed.   

 

6.0 THE POLICY 

 

6.1 Scope 

This policy applies to:  

i. All newly appointed employees  

ii. Employees transferring to new roles within the PC, if appropriate.  

iii. Employees who have returned to work at the PC after an extended break, if appropriate.  

 

Where a member of casual staff is likely to be employed on a regular basis they will be included 

in the Induction process.  

 

6.2 General Guidelines and Procedures 

6.2.1 Stages of the Induction Programme  

Induction programme shall consist of 3 stages: 
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Stage 1: Pre-employment induction on acceptance of the position 

Stage 2: Professional Centre induction  on entry 

Stage 3: Follow up induction  after five weeks 

 

a) Stage 1: Pre-employment induction 

It is the responsibility of the Director for Human Resource Management to complete the pre-

employment induction.  HR needs to ensure that the selected candidate(s) complete all relevant 

documentation pertaining to the post as per the Public Service Orders (PSO).  

 

b) Stage 2: Professional Centre induction 

It is the responsibility of the PC’s supervisor of the new employee to conduct the induction.  For 

academic staff it is the responsibility of the Head of Programme and for support staff it is the 

responsibility of the Administrative Manager or equivalent to conduct the induction.  Induction 

should be as important as other tasks to ensure the communication of required information.  The 

Induction Checklist (Appendix 1) should be used as a guide; however the checklist can be 

tailored to suit the individual needs of the new employee.   

 

The PC shall provide the Staff Information Pack to new employees as soon as they commence.  

The information Pack contains information outlining the vision, mission and values as well as 

the Staff Handbook that contains relevant policies and procedures of the PC. 

 

All new employees shall be assigned to a mentor, who will induct the employee during the first 

semester of employment.  The mentor shall provide support, give advice on matters arising, 

answer questions informally, give practical tips, introduce staff, be involved in giving feedback, 

etc. 

 

c) Stage 3: Follow up Induction 

The new employee’s supervisor should ensure that each employee completes an Induction 

Evaluation within three weeks of completing the Induction.  The evaluation should be 

documented in the employee personal file.  An appraisal meeting prior to the end of the 

probation period should be organised to assess the suitability of the new employee for 

confirmation in post.   

 

7.0 POLICY IMPLEMENTATION  

 

The implementation of this policy shall be guided by the key underlying principle that all 

employees will undergo an Induction Programme.  The programme will include an introduction 

to the strategies, policies and structures of the PC, combined with an induction to their 

department, their job and their duties. 
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8.0 MONITORING, EVALUATION AND REVIEW  

Monitoring and evaluation of this Policy shall be carried out by the Administrative Manager in 

collaboration with Director for Human Resource Management and the Management Committee 

of the PC. 

 

This Policy will be reviewed every five years in light of experience and good practice and to 

ensure it is up to date, relevant and useful. 

 

9.0 RESPONSIBILITY 

 

The Director shall have the responsibility to ensure that new staff as well as members of staff 

taking on new roles are appropriately inducted. 

 

10.0 RELATED INFORMATION 

 

Professional Centre Documents: 

Induction Checklist 

All policies and procedures of the PC 

 

Other Documents: 

Professional Centre Charter 

Tertiary Education Act 2011 

 

……………………………………………………………………………………………………… 

 

 

Professional Centre Statute Approved by Tertiary Education Commission Resolution in 

Meeting of 7-02-2019. 

 

 

 

 

Jean-Michel Domingue 

Chief Executive Officer 

Tertiary Education Commission 

 

 

……………………………………………………………………………………………………… 
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APPENDIX 1 

INDUCTION CHECKLIST 

 

Employee Name: _________________________________  

Date of Commencement: __________________________ 

Position: ________________________________________ 

 

Employment Type:   Full-Time     Part-Time     Volunteer      

(tick appropriate box) 

 

WELCOME  

Welcome new employee to the organisation. 

Explain purpose of induction 

Provide copies of: 

 Staff Handbook 

 All Policies and Procedures 

 

INTRODUCTION 

Provide an overview of the organisation, including:  

 Mission 

 Size 

 Organisational structure 

 Services provided 

 Introduce employee  

 

CONDITIONS OF EMPLOYMENT 

Provide: 

 Position description 

 Relationship of job to other jobs within the organisation 

 Leave entitlements 

 Professional image 

 Training and development 

 

WORKPLACE ENVIRONMENT 

i. Conduct PC tour 
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ii. Provide overview of local area: 

 Local shops/facilities 

 Public transport  

 

iii. Introduce new employee to all academic and support staff 

 

MENTOR 

Assign a person to act as mentor for the next semester  

Name of Mentor: _________________________________________________ 

 

EVALUATION  

Distribute Induction Evaluation for the employee to complete after the first three weeks. 

 

CONFIRMATION OF COMPLETED INDUCTION 

 

Employee Name: ____________________________________________ 

 

Employee Signature: _________________________________________ 

 

Date: ______________________________________________________ 

 

Supervisor Name___________________________________ 

 

Directors Signature: _______________________________ 

 

Date: ______________________________________________________ 
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INDUCTION CHECKLIST TO BE USED BY SUPERVISOR 

□ Welcome new employee, review schedule for day one and explain the induction process. 

□ Explain the PC’s strategic objectives, its structure, the person’s role, responsibilities, 

expectations, and how the position relates to the work area and the work group. Discuss work 

arrangements including working hours and team ground rules. 

□ Provide the following documents; 

□  Staff handbook 

□ Copies of related programme if academic staff 

□ Introduce the different policies 

□ Copies of work induction package (include specific information pertaining to the 

area, such as template for lesson plan, scheme of work etc.) 

 

□ make a time within the next two months to assess support needed:  

□ Schedule a follow-up meeting in three weeks’ time to complete evaluation induction form 

and assess if extra support needed. 

□ Schedule a meeting prior to the end of the probation period to assess new employee’s 

suitability for the position and, as may be required, initiate the appraisal cycle.   

□ Introduce the peer support person/mentor to assist the employee to settle in. 

□ Introduction to other staff members. 

□ Professional Centre tour. 

□ Assist new employee to obtain staff ID card  

□ Advise on procedures to request for services/equipment (eg, photocopying, room/workshop 

bookings, projector/laptop bookings). 

□ Organise session with library to induct staff to library procedures. 

□ Organise session with IT department to induct staff to ICT procedures. 

□ Document all relevant information in employee personnel file.  
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Induction Evaluation Form 

Your feedback is appreciated after completion of your induction. NOTE: The valuable feedback which 

you provide will remain anonymous and will be used solely to improve the quality of induction and 

training processes within the Professional Centre. 

 
Note: Questions marked as (Required) must be completed before submitting. 
 
As part of my induction I gained an understanding of the following: 
 
Part 1 
 
a. PC’s values and strategic plan: 
 
□ Strongly Agree  Agree  Disagree Strongly Disagree 
 

b. The goals of my work area: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
 

c. My role within my work area: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
 

d. Key contacts within my work area/the PC and the other stakeholders: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
  

e. Procedures for booking of services and equipment: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
 

f. The Code of Conduct: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
 
g. Policies and procedures relevant to my work: 

□ Strongly Agree  Agree  Disagree Strongly Disagree 
 
 
Part 2 
 
 Overall, I found my induction to be beneficial: 
 
□ Strongly Agree  Agree  Disagree Strongly Disagree 
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Please comment on the best aspects of the induction process. 
 

 
 
 
 
 
 
 

 
Suggestions for Improvement 
 

 

 

Name:   __________________________________  Date:  _____________________________  

 

 
 


