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STAFF INDUCTION HANDBOOK

 

  
Name:

 
Post:
 
Start Date:

The Induction Handbook has been designed to help you gain the necessary information to settle into your new working environment.

Essentially, the handbook contains a checklist of important topics which may be covered in a variety of ways. You may choose simply to tick the appropriate column, or you may wish to add additional comments for future reference.

The University’s policy on induction requires that you and your manager review your period of induction. Section 8 provides an opportunity for you to record this discussion which should form a link with the on-going performance review process.
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SECTION 1 -  DEPARTMENT FUNCTIONS AND ISSUES

	PRIVATE
 TOPIC 
	 HOW

	
	 

On-the-job
	 

Visit/Meeting
	 

Literature
	 

Head of 

Dep’t
	University /

Local

Induction

	 

1. StrategicPlan, 

UniversityOperating                        Statement

 2.
Structure of the


Department
 3.
Current & future


objectives

e.g.  local Operating

Statement

 4.
Standards required

e.g. Service Review

5
Working

relationships &

structures

 6.
Duties to be


covered e.g

job description, modules

 

 

 
	 
	 
	 
	 
	 


 

 SECTION 2 - COMMUNICATIONS

 

	TOPICPRIVATE

	 HOW

	
	 

On-the-job
	 

Visit/Meeting
	 

Literature
	 

Head of 

Dep’t
	University /

Local

Induction

	 

1.
Use of the


telephone system


and any agreed 
standards


 2.
Private telephone


calls procedures

 3.
Internal/External


mail procedures

 4.
Team Briefing/


Staff Meetings

 5.
Register for

Network I.D. & ID badge

 6.
Notice Boards

 7.
Photocopying

Pin numbers
 

 

 
	 
	 
	 
	 
	 


  SECTION 3 - EMPLOYMENT FEATURES

	PRIVATE
 TOPIC 
	 HOW

	
	 

On-the-job
	 

Visit/Meeting
	 

Literature
	 

Head of 

Dep’t/
	University /

Local

Induction 

	1.
Salary inc.


allowances

 2.
Pension Scheme

 3.
Hours of work /
work pattern

 4.
Leave:- Annual,


Special, other


Authorisation 
procedure

 5.
Sickness reporting


Doctor/Dentist et c.

6. Travel claims

7. Staff consultation,

Policies e.g.Grievance,Disciplinary,

Equal Opportunities,
No smoking

 9.
Facilities e.g:


Health Centre


Dining Room


Peirson Building

	 
	 
	 
	 
	 


SECTION 4 - STAFF DEVELOPMENT

	 TOPIC
	 HOW

	
	 

On-the-job
	 

Visit/Meeting
	 

Literature
	 

Head of 

Dep’t
	University / 

Local

Induction 

	 

1. 
Learning Resource


facilities

 2.
Procedures:

Internal courses, Study Leave, External courses / conferences, Research leave

1. Training & Development Programme

2. Other staff development contacts

3. Mentor

5.       Peer observation scheme, Learning & Teaching Strategy

 

 

 

 

 

 

 
	 
	 
	 
	 
	 


 

 

 

SECTION 5 - HEALTH & SAFETY

 

	PRIVATE
 TOPIC
	HOW

	
	 

On-the-job
	 

Visit/Meeting
	 

Literature
	 

Head of 

Dep’t
	University /

Local

Induction 

	1.
Risk


Management (if


appropriate)

 

2.
Health & Safety:


policy and 
responsibilities, Accident reporting,Hazard reporting, Risk assessment


 

3.
Manual Handling


procedures

 

4.
Fire/emergency

evacuation procedures, Location of alarms, Extinguishers,
Assembly points

 5.
First Aid


arrangements

6.
Confidentiality

procedure, Personal belongings, University equipment, Staff Car Parks

 
	 
	 
	 
	 
	 


 

SECTION 6 - USEFUL INTERNAL TELEPHONE NUMBERS & WEBSITES

	  PRIVATE
 

NAME
	 

POST/DEPARTMENT
	 

EXT. / EMAIL / WEBSITE

	 

 

 

 

 

 

 

 

 
	 
	 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


 

SECTION 7 - NOTES AND WHAT NEXT ?

Review of Induction Meeting with Manager: 

 Date:

This section is designed to provide the link between Induction and the Review & Development scheme carried out in your Department. It will be necessary for you to work with your manager to identify some key objectives for your first few months in the University. These may involve extending your induction to include specific objectives or identifying further developments that you feel will help you to do your job effectively.

 

	PRIVATE
 


Objectives:-

 



	 


Key Activities:-

 

 

 

 

 

 


Review Date: 
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