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Note any specific learning needs. Given the circumstances, employees may not have all the tools required to fully carry out their duties. It is your responsibility, in accordance with the Workforce Adjustment Directive, to ensure that, within two years of their arrival, they can take advantage of the necessary training time and resources. Learning and career plans should be developed jointly with employees to discuss their existing competencies, those that need to be developed, and to determine priorities and mechanisms to achieve prescribed objectives. Also, be sure that employees take the training required for their new duties. Do not lose sight of the importance of giving employees feedback regularly and adjusting their learning and career plans when needed. �


Provide ongoing support. On-boarding should not be perceived as having a beginning and an end, but rather as the starting point of an ongoing support system for employees. Keep communication open at all times!








Prepare the workplace. Warmly welcome new employees and make sure their work unit is ready for their arrival. Give an office tour to introduce them to their new colleagues. It is important to ensure that new employees have everything they need to carry out their duties effectively and comfortably. Mark their arrival in a special way (e.g. invite them for lunch).





Open a dialogue and take the time to listen. Discuss your management style and your preferences, but be sure to enquire about the employees’ expectations and concerns. Allow them to express their anxiety and try to provide all the support possible to increase their comfort level. Be sensitive to the employees’ feelings in these circumstances.





Identify a partner. Find team members to act as partners for the new employees. Partners are usually colleagues who work near them, who are familiar with the tasks to be carried out and who would be able to assist them with the integration process. 








Affected or surplus employees who are redeployed within the Department are often required to learn new information and skills while having to manage their emotions. They sometimes find themselves on new career paths, with all the anxiety that this entails. Here are some tips that will help you support them during the crucial on-boarding phase. 





How to properly receive and integrate affected OR SURPLUS employees








