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      DEPARTMENTAL INDUCTION FOR NEW STAFF

	


Induction is a process involving many stages and needs to be clearly planned, co-ordinated and monitored whilst remaining flexible enough to adapt to localised and individual needs and circumstances. It should be provided at both the corporate and local level. Its delivery will normally be a combination of formal processes, face to face meetings, documents and visits.  

1
CORPORATE

All new staff are entitled to the information and training which will enhance their ability to contribute to the professional development of their new role. Therefore managers should ensure that they have implemented University policy in this area.

They must have information and access to rules, regulations, requirements and responsibilities relating to them and their role.  Typical examples include pay and conditions of service, health and safety, grievance procedures, personal and professional development opportunities.

2
DEPARTMENTAL

It may be useful for the Head of Department (HoD) to ensure that the new member of staff is assigned a mentor or designated colleague on, or even before, arrival and that the mentor or colleague appointed is aware of the support and development available for new staff.  If not completing the Local Induction process himself/herself, the HoD should ensure that a copy of the induction process is made available to the appropriate manager.

3
INDIVIDUAL

The new member of staff is responsible for:

· reading induction materials provided

· attending the induction programmes, and

· familiarising themselves with relevant rules, regulations, requirements and responsibilities

4
PLANNING AND DELIVERING LOCAL INDUCTION

Departments are free to decide on their preferred means of delivering induction - the Personnel Department is happy to provide support and guidance on this.  Although local priorities and needs will vary to some extent, there are typically six key areas that induction should address.  They are:  the job itself, employment issues, the Department, other Departments, the University and how it works and (for some) the local area. It is helpful if clear lines of accountability are linked to each of these areas and their component elements to a particular function (i.e. manager, colleague, mentor, Personnel department, other).  The methodology should also be agreed (i.e. mode of delivery - documents, face to face, visits, formal induction programme, other).

Managers should ensure that areas all are addressed in full, either via the New Staff Induction programme or local induction.  The Review & Development process should incorporate an opportunity for the new member of staff and his or her line manager to reflect on the contribution made to individual and departmental development by induction.

The department must ensure that the new member of staff is supported in gaining knowledge of:

4.1
THE JOB

(
duties, responsibilities and workload

(
standards and expectations

(
accommodation & resources

(
sources of information and support & useful contacts

4.2
PERSONNEL AND STAFF DEVELOPMENT

(
pay and pensions, hours and holidays

(
sickness and leave

(
review & development scheme (and probation as appropriate)

(
discipline, complaints,  grievance, harassment etc. procedures

(
trade unions and professional associations

(
staff support and counselling & other staff benefits

4.3
THE DEPARTMENT 

(
structure and management, plans and activities

(
resources, including equipment

(
policies and procedures including health and safety

(
communications & facilities

(
personal and professional development opportunities (local and corporate )

4.4
OTHER DEPARTMENTS


(
purpose and activities, structure and management

(
activities and resources

(
methods of communications 

(
facilities, especially parking, crèche, medical, catering, social

(
policies and procedures, especially equal opportunities, health and safety, quality assurance, financial regulations, geography, calendar

4.5
THE UNIVERSITY

(
Strategic Plan and Operating Statement

(
Management  & Committee structure

4.6
THE AREA

(
geography & transport

(
accommodation & facilities

(
personal needs

5
It is recommended that colleagues turn the above into a local “bespoke” checklist which incorporates the when? who? and where? elements referred to earlier.  In that way local and corporate induction will become complementary activities so that new staff will be more effectively inducted.  
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          MANAGER’S INDUCTION CHECKLIST



Employee: _____________________ Position: ______________________________
Start Date________________ Probation review dates___________________________

	Prior to Commencement


	Arrange accommodation as necessary

Advise University community of appointee, responsibilities, contact details


	DATE
	Confirm workspace & PC 

Arrange on-the-job  Induction

Assign mentor/nominated colleague
	TICK


	DAY 1

PERSONNEL

· Completion & return of forms:
· Bank details

· Car permit

· Next of kin details

· Qualifications/Registration

· Pre-booked annual leave

	TICK
	DEPARTMENT

· Network user ID

· Introduction to colleagues

· Tour of work area

· Facilities available

· Uniforms/Protective clothing

· I.D. pass (from Registry)
	TICK


	UNIVERSITY/DEPARTMENT ISSUES

· Strategic Plan

· Operating Statement

· Local Operating Statement

· Standards
· Management structure
COMMUNICATIONS
	
	· Future developments

· University policies, Q.A., Cheating

Mitigating Circumstances

· Working Relationships

· Committee Structure

· Funding

· Useful Websites
	

	· Telephone system
· Standard for answering the telephone
· Emergency Procedures
· Mail
· Internal Directory - using and amending

	TICK
	· Team Briefing

· Notice Boards

· Photocopying

· Procedure for handling complaints

· University Calendar
	TICK

	Employment features:

· Salary/Allowances
· Pensions
· Hours of work
· Leave

	
	· Absence procedure

· Staff consultations

· Union membership

· Facilities available e.g. crèche, medicals

· Review & Development scheme


	

	Staff development:

· Personnel Dep't location
· Library Resource facilities
· Internal course procedure
· Conference attendance
· Equal Opportunities Centre

	
	· External course procedure

· UMS modules

· Staff Development webpages

· Funding available

· Learning & Teaching Centre
	


	Risk management:

· Health and Safety webpages
· Manual Handling
· Local Fire Marshalls

	
	· First Aiders

· Confidentiality

· Colleague Safety
	


	Introduction to Working Environment




	UNIVERSITY INDUCTION - Attendance on




	Review of the Induction Programme




SET REVIEW DATE:  (4 to 6 weeks ahead of start date)
	Objectives and Key Activities agreed

Objectives






Key Activities

Review date agreed:




	SIGNATURES:

We confirm that the Induction Programme has been completed and the objectives set and key activities.

Manager







Employee

Date:








Date:




Copy to be placed in the member of staff’s personal file.

Local induction

PB2001


