
Queen Mary Induction Checklist
(For Managers)

You only get one chance to make a
first impression

A GOOD START IS ESSENTIAL

One in five employment relationships fails during the 
probation period; making the first few weeks with an 
organisation crucial for ensuring that colleagues get off to 
a flying start. This in turn is essential for promoting long
term employee loyalty and engagement. The following 
checklist gives those who will be line managing new 
colleagues guidance in handling this critical initial phase.

Take some time to add expected completion dates and 
highlight who is responsible for each element. You may
also want to add calendar alerts for yourself. 

THE CORE 

1. Before they start
2. On their first day
3. During the first 2 weeks of work

N.B. New colleagues will be invited to 
complete their own version of this checklist
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