
How do you give information to a new team member and  ‘make it stick’?  Here 

are some ideas for ways in which you might vary an induction programme. 

Go on a tour: Take employ-

ees to see for themselves 

where things are and how 

they happen. A tour of the 

building will give a much bet-

ter picture than a verbal de-

scription or diagram. 

Meet and greet: Putting a face to 

the name will help new employees 

remember key individuals and get 

to know their colleagues better. 

Personal introductions are much 

more memorable than running 

through the staff list. 

Give them space: Many peo-

ple are more confident about 

taking part in an activity or 

event if they know what to ex-

pect.  Allow new employees to 

attend team meetings before 

expecting them to contribute. 

Ensure they’re supported: 

Learning can be easier for 

people if you support them 

and give them feedback. Be-

ing left alone to learn by trial 

and error can be demoralising 

and lead to costly mistakes. 

Be hands off!: But some people 

prefer to attempt tasks on their 

own so that they can take their 

time and confirm their under-

standing. It’s good practice to 

allow people to work in their own 

way once you are confident that 

they have understood. 

Use the manuals: Hand-

books, procedure manuals, 

diagrams charts and system 

documentation are all valuable 

sources of information, so let 

your new starter know where 

they can find them.  

Team Bonding: There is no 

substitute for staff getting to 

know their colleagues than 

participating in tasks and activ-

ities together. These can 

range from formal and work 

related to fun and social. 

Don’t overload new employ-

ees with too much information 

Give them time to absorb 

things 

Ensure help, support and 

guidance is available 

By using the best method of transferring knowledge, your new employee will 

soon be able to perform their role with minimal help 

Consider formalised support: 

Everyone likes having someone 

they can turn to if they need help 

or advice, even if it’s just on how 

to use the photocopier.  Consider 

assigning a buddy or a mentor. 


