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Bicycle – Induction Process

At award-winning CPD Gold agency Bicycle London, we know that first impressions count, and therefore showing new starters that we’re invested from the offset in their future growth at the agency and beyond is imperative.  

We’ve developed a comprehensive induction roadmap for each new ‘Rider’ (yes, we like our bicycle puns) that joins our agency, which is reviewed regularly based on feedback. The programme is currently phased across three stages.

Stage 1: First Week (a.k.a The Slip Stream)

The Slip Stream exists to support new Riders with their first week at the agency, by providing them with a ‘Lead Rider’ (buddy) who will be on hand to support the new Rider with anything they need. We want everyone to feel they belong from the moment they arrive at the agency, and for the first week to be as fun, informative and frictionless as possible.

We encourage all Riders to be in the office on the day we have a new starters, and they are always welcomed with a Bicycle “New Starter Pack” which provides a basic overview of the team, our clients, suggested Social accounts to follow, our team’s picks for the best cafes, pubs and shops in the area, as well as some goodies; a Bicycle branded hoodie (which is famously cosy) and a box of samples from all the key brands we work with. The Lead Rider is also in charge of organising a welcome lunch for the new Rider, with up to five other employees each from a different team.

The agenda for a new Rider’s first week is crafted around a series of inductions and meetings, and it’s the Lead Rider’s responsibility to help the new Rider navigate their way through the agenda.

A typical first week would involve the below meetings and inductions.

· Lead Rider: Tour of the office, face-to-face intros with everyone in the agency, identifying all the various teams (MX, Digital, AV, Finance, HR, Strategy)
· HR and IT: Laptop, photo and bio for website, employee handbook delivery, health and safety induction, setup in and demo of our HR system, overview of Bicycle benefits, security awareness training
· Finance: Intro to key finance processes and demo of key programmes we use e.g. MediaOcean
· Agency induction: 1-2-1 induction with the CEO on agency positioning, values, creds, vision etc.
· Crew Time intro: A shoutout in our weekly agency meeting ‘Crew Time’, where the new Rider can say a few words about themselves
· Team Induction: Handover by incumbent if applicable, immersion to clients and partners, set up invites to all relevant meetings, supply them with a digital resource bank which is everything they need to know including a digital copy of the employee handbook, systems/tools, logins, Slack channels to join, key client contacts, Bicycle creds and team structure.
· Line Manager Meeting: Gets new Rider set up with an IPA account, agree a plan for what their first 90 days should look like, create a tailored training roadmap together that covers both internal training (e.g. departmental inductions) and external training (e.g. IPA Diversity and Inclusion Essentials Certificate)

Stage 2: First 90 Days (a.k.a. 3-month Immersion Plan)

The 3-month Immersion Plan is designed to give new Riders a clear path to what is required of them to pass probation. Once the plan is agreed, it’s officially logged into our HR system. Their line manager will work closely with them over the next 90 days to support them in achieving the tasks set out for them, and there is typically either a weekly or fortnightly 1-2-1 meeting set between line managers and direct reports.

As they get to know the business over the first few months, new Riders are also encouraged to think about how they might like to contribute to the agency outside their day-to-day role, which feeds directly into our internal “This Is Your Bike” agency shadow board that empowers employees at all levels to input into agency development, initiatives and policies.

Stage 3: Probation and Beyond

After 3 months, the line manager and new Rider will have a probation review of their performance against the immersion plan and objectives. Those who are successful will then create a personal development plan with their line manager that is logged in our HR system and reviewed twice yearly alongside 360 feedback from the agency. We also gift them with a personalised ‘Rider’ figurine (with their name on the back) sitting on top of a minibike which is added to our ‘Peloton’ alongside the rest of the agency’s minibikes.
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