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UCT New Employee Onboarding
Induction facilitator guide

Instructions
Use this template to assist you as a New Employee Induction Facilitator at UCT. Follow these steps to prepare it for the new staff member:
· Update the highlighted text: Revise all text highlighted to reflect the onboarding process and the new employee’s details. 
· Customise each section based on your department or faculty's specific onboarding process and policies and delete any sections you don’t require after discussing and agreeing tasks with the Line Manager.
· Once you’ve made all updates, remove all highlights.
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UCT New Employee Onboarding
Induction Facilitator Guide




[Employee Name]
[Position]
[Department/Faculty]

Your Role
You have been carefully selected to be an ambassador and “culture catalyst” for the department or faculty. The ultimate goal as an Induction Facilitator at UCT is to assist in reducing new employee anxiety, to accelerate relationship building and to enable a smooth transition into the role and the department. This can be achieved by:
· Providing immediate support and guidance to the new employee, helping them navigate UCT’s culture and understand their role.
· Acting as a point of contact for any questions or concerns the new employee might have, thereby reducing their initial anxiety and uncertainty.
· Facilitating introductions to other team members and key stakeholders, speeding up the process of building essential work relationships.
· Sharing insights and tips on company processes, tools, and best practices, ensuring a smoother transition for the new employee.
· Offering feedback to the Line Manager and HR on the onboarding process based on observations and interactions with the new employee, contributing to continuous improvement.
As an Induction Facilitator, you'll be discussing and agreeing with the Line Manager to support your new colleague/s on the following which can be noted: 
· For the first [number] months of their employment.
· By making yourself available to them at a minimum of [number] hours per week, at [location].
· By completing the activities in the checklist of this document on time.
· By communicating in the following ways: [List relevant channels, e.g., in-person meetings, Teams, email.]
· By being able to answer their questions based on the following policies and guidelines: [Add relevant links.]
· [Add further responsibilities.]
As an Induction Facilitator, you are not expected to:  
· Act as a mentor or manager of your new colleague.
· Provide any HR related advice
Tips
· Plan Ahead: Ensure that you have diarised all discussions and meetings and have invited the relevant stakeholders (if applicable) beforehand.
· Be Welcoming and Approachable: Make the new staff member feel comfortable and welcomed. A friendly and approachable manner can help ease any initial anxiety.
· Set Up Regular Check-Ins: Schedule regular check-ins to discuss progress, answer questions, and provide support. This ensures the new hire feels supported and can address any concerns promptly.
· Facilitate Social Integration: Introduce the new staff member to other team members and encourage participation in social activities. This helps build relationships and a sense of belonging.
· Provide Feedback and Encouragement: Offer constructive feedback and positive reinforcement. Acknowledge the new staff members achievements and progress to boost their confidence.
· Share Personal Experiences: Share your own experiences and challenges when you were new and how you overcome those. This can help the new hire feel more at ease and understand that it's normal to have questions and face challenges.
· Help with Tools and Resources: Ensure the new hire knows how to use essential tools and resources. Provide tips and shortcuts that can make their work easier.
· Encourage Learning and Development: Highlight available training programs and development opportunities. Encourage the new hire to take advantage of these resources to grow their skills.
· Be Patient and Understanding: Recognize that onboarding can be overwhelming. Be patient and understanding as the new hire adjusts to their new role and environment.
· Do Some Research: Have a look at the new staff members LinkedIn profile and familiarise yourself with their position description to understand their role and which stakeholders they would need to work with.









































Induction Facilitator Checklist

This checklist contains all the important activities you need to complete to ensure a great onboarding experience for your new colleague. To help keep you on track, tick them off as you progress.

	1. Before the first day
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g., moments that matter, important milestones, specific goals.]
	Discuss with Line Manager and HR how to best support the new employee and agree responsibilities.
	☐

	
	Get to know all relevant policies and training materials.
	☐

	
	Connect via LinkedIn or e-mail and introduce yourself.
	☐

	
	Check in with the Line Manager and ensure that the new staff member’s workstation is fully set up 
	☐

	
	Ask the Line Manager to be included when sending the First Week Itinerary
	☐

	
	[Add activity]
	☐



	2. On the first day
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	Meet with new staff member 
	☐

	
	Conduct office tour
	☐

	
	Discuss what to do in the event of an emergency i.e. fire in the building, injuries or accidents. Where the emergency exits are, who keeps the first aid kit for the building and who the fire marshall is. Ensure that the staff member watches the OHSE Induction video.
	☐

	
	Show the staff member around the department, building and campus (including essential amenities and services). The following are important: 
· How does the telephone system work? (many staff think that they are required to dial the complete telephone number for an internal call) 
· How do I operate the fax or photocopy machine? 
· How do I order stationery? 
· Where do I collect my mail and where do I post mail? 
· Where is one permitted to smoke? 
· Advise them where to find administrative forms. 
· How does one contact the IT Service Desk? 
· Any other information relevant to his/her position.
	☐

	
	Discuss clubs, sports facilities, unions or refer the staff member to the relevant staff bodies responsible.
	☐

	
	[Add activity]
	☐



	3. End of the first week
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	Explain UCT’s culture, values, and unwritten rules. Share stories and examples to help the new hire understand and integrate into the culture.
	☐

	
	Agree and schedule check-in with new staff member and communication preferences
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐



	4. End of the first month
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	Ensure that the staff member has had their questions and concerns addressed at this stage
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐




	5. End of the second month
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	Ensure that the staff member has had their questions and concerns addressed at this stage
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐



	6. End of the third month
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	Ensure that the staff member has had their questions and concerns addressed at this stage
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐



	7. Post-boarding
	Activities
	By [date]

	[Provide context for this stage of the onboarding, e.g. moments that matter, important milestones, specific goals.]
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐

	
	[Add activity]
	☐
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