


Colleague/People Directory 
We want to make sure everyone understands who they are working with as it can always be difficult putting names to faces and remembering who is who, especially when you are new to a role! 
Consider a gallery of 
· Local names 
· Job titles 
· Responsibilities 
· Pictures
Something like this:
	[image: Smiling woman]
	[image: Man at a park]
	

	Sarah Jones
Head of Department
	Michael Smith
Manager
	


Our team meetings
Put something here about when and how you meet as a team
Below: ideas for managers (not for printing!)
Team induction ideas 
Creating a comprehensive and welcoming induction programme for new starters is crucial for a smooth transition into a new role/organisation. 
Below is some examples of a day by day induction programme which can be linked to other areas of the Welcome Pack, and tie-in with the Induction Timeline sheet in the pack:
Day 1: Welcome session – Intro to the mission, vision, core values and culture of the organisation/team they will be joining. (Link to welcome to our values and welcome to One YMCA)
Site/Office Tour – Guided tour of the work space (link to welcome to your site)

Day 2: Introduction to the role – Detailed and clear overview of the new starter’s role, responsibilities within the team and the wider organisation. Intro to immediate team members and their roles (link to employee/people directory)
Technical training – Training on specific systems/processes and give access to iHasco, Cascade and Westfield health. (link to welcome to our systems)
Icebreaker tasks - 3 facts about your colleagues
Getting to know your colleagues is an important step in creating a collaborative working environment. Although this seems like an obvious step it can often be overlooked as managers want to ensure new starters are up to speed with their role and responsibilities. 
To ensure you give a new starter the opportunity to do this, it could be beneficial to have icebreaker tasks whether this is finding 3 facts about your colleagues or ‘2 truths and a lie’.
         Buddy system 
Our fantastic Authentic Human Connection programme is a great way for new starters to meet people in the wider organisation. The buddy system is an effective method to allow employees the opportunity to do this and will be a great way to incorporate new starters into your team.
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