	[name of department] : Induction Programme for New Staff

Notes and checklists for people involved in Induction


These notes include: 

1 Aims of the Induction Programme

2 Responsibilities of line managers and others involved in the induction process

3 Details of how to find the induction form and contents of the induction pack

1
Aims of the Induction Programme

The induction programme is intended to ensure that a new member of staff:

· can find his/her way around the Department and [building eg Queen's Building]
· knows what his/her job entails and has enough knowledge to get on with it

· meets all members of staff and finds out what they do

· is introduced to the Department's various administrative and technical systems

· knows where to find help and information

· is able to identify skills gaps and take action on meeting training and development needs

2.1
Line Managers'/Induction Coordinator’s Responsibilities

It is your responsibility to the new member of staff to ensure that (tick off as completed):
· his/her working space is prepared (eg desk, basic stationery, PC, access to NT server/shared directories/passwords etc)  

· you have organised as appropriate for him/her an initial programme of:
* immediate work
* meetings with people outside the office
* training courses 
(preferably as a document which can be given to him or her during induction)

· his/her details have been added to appropriate directories, list/photos of staff members, etc

· a person is identified in advance to show him/her around the Department

· he/she receives the induction form/skills checklist and departmental induction pack (see below)

· all parts of the induction are completed in the time indicated (or as soon as possible, as circumstances allow)

· a training programme is identified.  Solutions are found to meet training and actions are taken to implement training needs.

· he/she attends the University's central induction - Introduction to the University of Bristol (if new to the University)

· Notify University switchboard of name of new member of staff and telephone number/extension.

2.2
Nominated Induction Coordinator/’buddy’ Responsibilities:

It is your responsibility to:

· show the new member of staff around the Department, following the induction checklist

· remain a point of contact and advice during the first week or so of appointment
2.3
All other Staff Development Staff:

It is your responsibility to:

· meet with the new member of staff during his/her first week or so to describe what you do (you may also need to cover specific parts of the induction according to your role, eg using the photocopier, central filing, travel expenses etc

· provide support and assistance as necessary and appropriate, if neither the line manager nor nominated colleague is available

3
Getting the form and induction pack contents:

[below is just an example, you will no doubt have documents specific to your department to substitute or add to the following]
	Induction form:
	On the Web at  http://www.bris.ac.uk/Depts/Sdev/safe/deptinduction.htm

	Publicity for department
	

	Maps
	Filing cabinet

	Course Diary:
	Latest copy will be in the office

	Email Registration Form
	On Web at: http://www.cse.bris.ac.uk/help/docs/docs-current.htm#form-g1

	Voice Mail Registration Form
	Hazel Anglin, Switchboard Supervisor (ext 7923)

	Notebook & Pen
	Stationery cupboard
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