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How to give your new starter a great first day! 
 
 
We all know how nerve-racking it is to start a new job. It can take weeks to learn everyone’s names, get your 
head around the new computer system and establish which mugs have already been claimed in the kitchen.  
 
It can be nerve-racking for the employer too. An induction can heavily disrupt the working day and take a lot 
longer than necessary if not properly organised. However, by working to make the new starter’s transition into 
your company as smooth as possible, not only will they feel more confident in their new role but daily routines 
will also be quickly re-established.  
 
Whether you’re looking for a new employee at the moment or have someone starting soon, here are 8 tips on 
how to give a new starter a great first day. 
 
Prep the new starter 
 
Make the new starter feel welcome before they’ve even arrived by calling or emailing a few weeks ahead of 
their start date to ask if they need anything or have any questions. Use this opportunity to provide 
information about their first day such as when they’ll start, who they’ll meet and what they’ll be doing. It’s also 
a good idea to get contracts and other paperwork out of the way at this point rather than spending time doing 
this in the office. 
 
Prep the office 
 
Ensure their workspace is ready by clearing the desk, setting up a computer and telephone, ordering 
stationery and creating an email address in advance.  
Tell the office when the new starter will be arriving so they will remember to introduce themselves. 
 
Introductions 
 
It’s really important to introduce your newcomer to everyone in the office at the beginning of their first day to 
help them feel a part of the team. Explain everyone’s roles and how they fit in with the company. Arrange sit-
down inductions if you feel it to be necessary. 
 
Schedule 
 
Perhaps the scariest part of being new is the uncertainty. If you create a schedule for the first day and email 
it to your new starter a week before they’re due to arrive you can eliminate this aspect of their first day 
nerves. You will also be able to ensure that you’ve got the whole day planned out and have covered 
everything.  
 
Office culture 
 
Every office is different. Do you do tea rounds? Have casual Fridays? Cake sales? Regular drinks out? Be 
sure to let your new starter know all of this so they can feel included. Perhaps designate a colleague to be a 
buddy or mentor who can keep an eye on them while they’re finding their feet. 
 
Pace Yourself 
 
As much as you want your new starter to settle in quickly and feel like part of the furniture don’t overload 
them with information. Try to hold back some details for another time. Consider writing a document or 
manual that they can refer to it if and when they need to. 
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Feedback 
 
Provide your new starter with an opportunity to ask questions and give feedback by arranging regular one-to-
one sessions. Don’t forget to ask the team what they think as well. Don’t micromanage, but do be attentive 
and open. 
 
Organise a social event 
 
Organise a lunch out on the first day or drinks after work to help make your new starter feel relaxed and 
welcomed. It can do wonders for team morale and forge solid working relationships. 
 
Are you seeking the ideal candidate for a role in your business? Contact us today and we’ll get you 
in touch with the best in UK talent.  
 
For more employer insights, check out our other guides here. 
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