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Congratulations 
on getting your job! 
Starting work is an exciting time but it can also be a bit nerve-wracking, 
especially in the fi rst few days and weeks. 

You may be worrying about how you will settle in, whether you will get on with 
your boss, and practical things such as when and how you will get paid. All 
these thoughts are perfectly natural. 

This guide will help you fi nd answers to some of the questions that might be 
going around your head. It has been designed for you to go through with 
your job coach or support worker. It provides helpful hints and tips about 
information that you might need to know in the fi rst few weeks to help you 
settle in well. 

About Business Action on Homelessness

Business Action on Homelessness (BAOH) is a 
national campaign run by Business in the Community. 
We support homeless people, or those at risk of 
homelessness to gain and sustain employment.  We 
work with over 140 businesses and 280 voluntary 
organisations UK-wide.

BAOH is supported by eight national business 
partners. They are: Accenture, Barclays, Bain & 
Company, Carillion plc, KPMG, Freshfi elds Bruckhaus 
Deringer, Marks & Spencer and Royal Mail. We 
receive additional funding from the Department for 
Communities and Local Government.
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When you fi rst start work, your line manager should spend time with you to 
make sure that you know what is expected of you in your new role, who you will 
be working with and how your job fi ts into the organisation. This is known as an 
induction or induction period.

Your job coach or support worker can help you work out how to ask these 
questions and explain why these points are important. Bear in mind that some 
things might be automatically covered by your line manager when you start.

Getting Started: 
Your Induction

What to check with your line manager

1 What time will you need to arrive 
on your fi rst day?

                                                                                                                                              

2 What time will you normally need 
to start and fi nish each day?

                                                                                                                                              

3 What hours will you normally be 
working each week?

                                                                                                                                              

4 What should you wear?
                                                                                                                                              

5 Is protective clothing required? If 
so, will the company provide that 
for you?

                                                                                                                                              

6 When and how you will get paid?

This is important to help you 
budget.                                                                                                                                               

Before you start
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7 When can you take your lunch-
break?

                                                                                                                                              

8 What are the rules around 
smoking?

                                                                                                                                              

9 Who is in your team?
                                                                                                                                              

10 What should you do if you are 
running late or sick?

                                                                                                                                              

11 Do you need to sign in and out of 
the building or site each day?

                                                                                                                                              

12 Who else in your team can you go 
to for help if your line manager 
isn’t around?

                                                                                                                                              

13 What should you do if you need 
to take time off for a medical 
appointment?

                                                                                                                                              

14 How do you book holidays?
                                                                                                                                              

On your fi rst day

In the fi rst week

Getting Started: 
Your Induction/continued
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Every workplace has rules about what to wear, when to arrive, how to book 
holidays etc. These are usually written down and easy to understand. However, 
each workplace also has a set of ‘unwritten rules’ – codes of behaviour that 
people stick by but which are hard to learn. 

People tend to just get a ‘feel’ what they should and shouldn’t do at work by 
picking up on certain clues. 

It is important to try to understand what the unwritten rules are because it will 
help you to make a good impression and settle in well.

Settling In: 
The unwritten rules of the workplace

1 Do people leave their mobile phones on their desks or have them in 
their pockets? 

If not, you shouldn’t either. Always make sure yours is on silent and avoid 
taking personal calls.

2 Do people stick to the offi cial dress code?

If they don’t, it is still a good idea to dress as you are supposed to for the 
fi rst few months. 

3 Do people leave work early? 

Even if they do, you should stick to your offi cial hours.

4 Is your workplace informal or formal? 

If it is quite informal, it might be diffi cult to tell how senior someone is. 
Be extra polite to everyone you come across, especially in the fi rst few 
weeks. The person next to you in the lunch queue might be the CEO!

What to look our for
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When you have been doing your job for a couple of weeks, you will probably 
want to get an idea of how you are doing. You might also be starting to think 
about how you can progress as quickly as possible.  

Making Progress: 
Doing a great job

What to check with your line manager

1 How will you know that you are 
doing a good job? 

                                                                                                                                              

2 How often will you meet with 
your line manager to discuss your 
progress?

                                                                                                                                              

3 Can you set some objectives with 
your manager to help you stay on 
track?

                                                                                                                                              

4 Is there any training available to 
help you do your 
job well?

                                                                                                                                              

5 Is there an appraisal process 
where you will be assessed on your 
performance? 

                                                                                                                                              

6 What should you do if you are 
struggling with something?

                                                                                                                                              

After the fi rst couple of weeks



Remember...
If you are ever unsure about anything, whether 
it is how to do something or where to find the 
stapler, just ask! 

Your manager, colleagues, support worker and 
job coach are there to help you. 

However, sometimes people don’t get the 
support that they need from their manager or 
colleagues. If this is the case, try speaking to 
your job coach, support worker and/or someone 
in your HR team. Problems are rarely as bad 
as they seem and it always helps to talk things 
through.  

Good luck!

East of England 
Business in the Community 
Bank House, PO BOX 93 
Newmarket, Suffolk CB8 1ZN 
T 01638 663 272 
E eastern@bitc.org.uk

East Midlands 
Business in the Community 
3rd Floor, 30-34 Hounds Gate 
Nottingham NG1 7AB 
T 0115 924 7400 
E eastmidlands@bitc.org.uk

London  
Business in the Community 
137 Shepherdess Walk 
London N1 7RQ 
T 020 7566 8650 
E london@bitc.org.uk

North East  
Business in the Community 
c/o The Sage Group plc 
North Park 
Newcastle Upon Tyne 
NE13 9AA 
T 0191 294 6033 
E northeast@bitc.org.uk

North West  
Business in the Community 
2nd Floor, Amazon House 
3 Brazil Street 
Manchester M1 3PJ 
T 0161 233 7750 
E northwest@bitc.org.uk

South East  
Business in the Community 
c/o Systems Technology Park 
Elettra Avenue, Waterlooville 
Hampshire PO7 7XS 
T 023 9223 0692 
E southeast@bitc.org.uk

South West  
Business in the Community 
3rd Floor, Bush House 
72 Prince Street 
Bristol BS1 4QD 
T 0117 930 9380 
E southwest@bitc.org.uk

West Midlands  
Business in the Community 
83 Bournville Lane 
Birmingham B30 2HP 
T 0121 451 2227 
E westmidlands@bitc.org.uk

Yorkshire & Humber  
Business in the Community 
44-60 Richardshaw Lane 
Pudsey, Leeds LS28 7UR 
T 0113 205 8200 
E yorkshire@bitc.org.uk

Wales  
Business in the Community 
2nd Floor, Riverside House 
31 Cathedral Road 
Cardiff CF11 9HB 
T 029 2078 0050 
E wales@bitc.org.uk

Business in the Community 
Northern Ireland  
Bridge House, Paulett Avenue 
Belfast BT5 4HD 
T 028 9046 0606 
E info@bitcni.org.uk

Scottish Business in  
the Community 
1st Floor (East) 
Livingstone House 
43a Discovery Terrace 
Heriot-Watt University 
Research Park 
Edinburgh EH14 4AP 
T 0131 451 1100 
E info@sbcscot.com

Business in the  
Community Ireland  
32 Lower O’Connell Street 
Dublin 1, Ireland 
T +3531 874 7232 
E reception@bitc.ie

Business in the Community –  
where you can find us

Business in the Community 
137 Shepherdess Walk 
London N1 7RQ 
T +44 (0)20 7566 8650 
F +44 (0)20 7253 1877 
E info@bitc.org.uk
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Business in the Community stands for responsible business

We advise support and challenge our members to 
improve their performance to create a sustainable 

future for people and planet
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