
Starting a job:
an easy-read guide

Welcome!



Introduction

For most of us, starting a new job feels a bit like 
the fi rst day of school.

To help ensure your fi rst days and weeks go as 
smoothly as possible, here’s a guide to starting 
well in your new job.

The words in this document have been 
co-produced.

Lots of people have added their ideas. 

This includes employees and managers with a 
learning disability and/or autism. 

Induction

An induction is the process of getting you settled 
in to your new role.

If you need any reasonable adjustments, it is
a good idea to mention these at your induction
if you haven’t before.

An induction should give you the information 
needed to become a valuable team member. 
It should also include showing you around the 
work place and explaining how things are done.

Welcome to work!

A reasonable adjustment is making change that 
makes something easier for someone. 



Training

The NHS can be a complex system to get your 
head around.

You might need some support to learn how the 
NHS works and the role patients and the public 
play in it. 

To help with this training is always given to
new staff .

Supervision

Supervision is when a process that involves your
manager meeting with you regularly to review 
your work and how you are feeling.

If you need any reasonable adjustments in this 
process, tell your manager as soon as possible.

Supervision has a focus on developing your skills. 
This will help you achieve better outcomes for 
people who use NHS services and feel confi dent
in your job.

Supervision can include things like setting
goals for your work or making sure you are
looking after yourself.

Supervision



Dress code

A dress code is a way to help organisations tell 
their employees what is OK to wear to work.

Whatever the dress code of your workplace, it’s 
important that you look neat and smart.

It doesn’t matter if you need to wear a suit
every day or if you are allowed to wear jeans.
Your clothes still need to be clean, ironed,
and fi t properly.

As well as your clothes, the rest of you has to
look presentable as well!

Looking presentable means looking smart.

This includes things like:

Tidying facial hair

Washing your 
hair

Brushing your 
teeth

Looking presentable

Using
deodorant

Making sure you 
have clean clothes

Neat & Smart

Brushing your 
teeth

Dress

Code



Personal hygiene

Personal hygiene is about keeping your body
and clothes clean.

If you cycle or walk to work, you may want
to think about showering once you arrive at
your workplace if you can. Or, you will need to 
make sure you are using deodorant.

Whatever your daily routine, it is important that 
you look and smell fi ne.

Be on time

If work starts at 9am then be there at 9am,
or just before.

It can sometimes be hard to get to work on time!

If you struggle to get up in the morning, always 
set an alarm to wake you up. 

Make sure you plan enough time to travel to work. 
Try to check the traffi  c or public transport times 
before you leave.

Be on time!



Get to know your team

Making an eff ort to try to get to know to your 
team can really help to make a good impression.

You will then fi nd out more about them.

Some good questions to ask:

Try and arrange some time with each of your
colleagues during your fi rst few days. What does your job involve?

How long have you been at the organisation?

What jobs you have done in the past?

If there are social occasions, such as after-work 
drinks or work lunches, make an eff ort to go.

It is a great way to feel part of the team and
get to know people more.

Getting to know your team

Good to
meet you!

TEAM!



Speak up

No one goes into a new job knowing everything.

It can be tempting in a new job to say you can
do everything, just to please people.

But you should try not to do this.

Be realistic about what you want to achieve in
your job. 

You also should not expect to be an expert at
your job straight away.

And always try and do your best.

If you ask for help you will be learning something, 
rather than staying silent and hoping the problem 
goes away.

Always ask your team or your manager if you feel 
like you need some help.

Over the next few pages, we have written some 
top tips...

Speak up



Or browse Instagram on a work phone. 

This means it’s probably not a good idea to
go on Facebook on a work computer.

If you get a phone or laptop for work, you should 
only use it for work.

Use of equipment
for personal use

Respect your colleagues and their opinions, 
even if you disagree with them. You can 
disagree, but be polite.

Off er to help others if there’s anything you
might be able to do to help them and make
their job easier if you have time.

Stay positive and...smile!

Be a team player. In the workplace, you are
all a part of the team.

DO



Swear. You risk looking unprofessional and can 
even upset other people.

Tell rude jokes, until you're sure that no-one
will be off ended.

Talk about how much you get paid. This should
be between you and your manager. 

If you talk about it a lot it may make people
jealous or cause arguments.

Spend time on your phone.

DON’T

Depending on your job, you might or might not
be able to use your phone at work. 

If you are allowed your phone, it's probably not
a good idea to spend a lot of time on it. 

If you want to call or text someone, it is a good 
idea to wait until your break or lunch hour.

Be late! 

Give yourself enough time to get to places you 
need to be.

DON’T

It is a good idea to set reminders using the
calendar app on a smartphone. 



Keep social media appropriate.

If you are “friends” with colleagues online,
remember nothing you post is private.

Never complain about your manager,
organisation or colleagues on social media.  

REMEMBER

Always check with your manager about the
rules in your organisation, as the rules will
change from place to place.   

This includes the rules on lunch and other breaks.

Try to always look alert and pay attention
when you are at work.

Not
private!



NHS benefi ts

There are a number benefi ts and support you can 
get as an NHS employee.

Each organisation will be diff erent so worth
asking your manager about what benefi ts are
provided and how to access them. 

These include things like occupational health and 
physiotherapy.

A Supervision would be a good time to ask this.

Occupational health teams keep people well at 
work – both physically and mentally.

Supervision
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