
Your Introduction to [department name] 

Dear   __________________________

Welcome to [department name].  This pack contains some of the key sources of information you'll need when you first join us on _________________, including your induction programme.  These documents should be returned to your Departmental Induction Co-ordinator when completed so they can be filed with your personal file.

Your Induction Co-ordinator [or substitute appropriate title], _____________________________ is responsible for your induction.  He or she will guide you through part of your induction and will also be able to offer assistance during your first few weeks in post.  

If you want more information, or haven't quite understood things, don't be afraid to ask a second time or request refresher meetings or training: there's a lot to take in!  We all hope to see you briefly during your first few days here and will arrange to have longer individual meetings with you once you've settled in.

The [department/team name] Team: [ insert names of team members]  .....and you!

In your induction pack are:

Induction Programme/Skills Checklist

Please make sure that you go through the Induction Programme with your Induction Co-ordinator and others responsible for showing you around.  If you have to skip over certain sections for any reason, make sure you go back to them later.

Map

University precinct map.  You might want to make notes on this during your induction tours.

Staff Development Programme

The Staff Development Programme lists free courses available to staff: you may need to refer to this when discussing your training needs with your line manager (see Skills Checklist).  All Staff Development events can also be found on their website at: www.bris.ac.uk/staffdevelopment

Email and Voice Mail Registration Forms

You will need to complete and have these signed by the Head of Department as soon as possible.

Department Email/Telephone Directory

A list for your noticeboard

Notebook and Pen to take notes(
University Officers list

University Organisation list

Department structure

Committee chart [relevant to department/role]

Staff Development : Induction Programme

1 Personal Details:
	Name:
	
	Job Title:

	
	

	Start Date:
	
	Hours/Days of Work:

	
	

	
	

	Line Manager:
	
	Induction Co-ordinator:

	
	


2 Reception:

Your Induction Co-ordinator is responsible for introducing you to the team.  If people aren't available on your first day, ask your Induction Co-ordinator to arrange for you to put faces to the names as soon as practicable - you'll need to make appointments with all of them to follow up later parts of your induction programme too.  It won't always be possible to follow this checklist in order, but you should make sure that everything has been covered during your first couple of weeks!

	Responsible
	By when?
	Done?

	Introduction to Head of Department [HoDs name] 

Make an appointment to meet in your first week and in about one months' time, once you've settled in.

Dates agreed:
1st week:        ________________



1 month:        ________________
	Line Manager
	Day One
	

	Introduction to Induction Co-ordinator
	Line Manager
	Day One
	

	Make appointments to meet once a month with your Line Manager throughout your probationary period.
	Line Manager
	Day One
	

	Your working space (desk and equipment, place for personal belongings)
	Induction Co-ordinator
	Day One
	

	Your office keys/ID card/access to buildings
	Induction Co-ordinator
	Day One
	

	Introductions to rest of the Team

Make appointments to meet up in the next 7-10 days to go through other parts of your induction and find out what everyone does.  Make a note of dates/times agreed: 

[Staff member name] 
_________________

[Staff member name]
_________________

[Staff member name]
_________________

[Staff member name]
_________________
	Induction Co-ordinator/
Line Manager
	Day One
	

	Introductions to other [name of dept] staff - Executive Assistant,
plus:

· Arrangements/notification for holidays

· Sickness notification/location of sickness forms


	
	[date and time]
	


Your Induction Co-ordinator will provide a detailed tour of the Department and key parts of [building name], helping you put names to faces in other departments and ensuring you know all the domestic arrangements!

	Responsible
	By when?
	Done?

	Tour of Department offices, Staff Movement Chart, putting names to faces etc
	Induction Co-ordinator
	Day One
	

	Keeping your personal belongings safe
	Induction Co-ordinator
	Day One
	

	Refreshments/Washing up arrangements
	Induction Co-ordinator
	Day One
	

	Kitchen/arrangements for drinks etc
	Induction Co-ordinator
	Day One
	

	Toilets
	Induction Co-ordinator
	Day One
	

	No smoking policy/smoking areas
	Induction Co-ordinator
	Day One
	

	Entrances & exits, including emergency exits
	Induction Co-ordinator
	Day One
	

	Fire drills and alarm procedures
	Induction Co-ordinator
	Day One
	

	Meeting Rooms
	Induction Co-ordinator
	Day One
	

	First Aid Box and First Aider [name of First Aider]
	Induction Co-ordinator
	Day One
	

	Other offices you will contact
	Induction Co-ordinator
	Day One
	

	Porters' Lodge/Porters
	Induction Co-ordinator
	Day One
	

	Car Parking arrangements/Security Lodge
	Induction Co-ordinator
	Day One
	


4 Your Job:

Your line manager will talk to you about your job and what's expected of you, and what you can expect of the people you work with.  The Head of Department will also cover the Department's fit with University structure and the wider context within which [department name]- and you as part of it - work.

	Responsible
	By when?
	Done?

	Introduction to the job, roles/responsibilities
	Line Manager
	Week 1
	

	Where your job fits into Department's structure (refer to department structure chart)
	Line Manager
	Week 1
	

	Discussion of immediate work programme, meetings, etc
	Line Manager
	Week 1
	

	Standards expected and how and when they will be measured, inc. Staff Review, probation
	Line Manager
	Week 1
	

	How progress will be reviewed and fed back, inc. Staff Review, regular catchup meetings
	Line Manager
	Week 1
	

	Pay and grading structure
	Line Manager/ Induction Co-ordinator
	Week 1
	

	How to get help and advice if needed
	Line Manager
	Week 1
	

	Any specific requirements (eg new equipment, furniture, stationery etc)
	Line Manager
	Week 1
	

	Department and team meetings
	Line Manager
	Week 1
	

	Hours of work, working patterns and breaks
	Line Manager
	Week 1
	

	General working environment, including safety
	Line Manager
	Week 1
	

	Skills Checklist (attached)
	Line Manager
	Week 1
	

	Training and Development Policy / Training and Development Request & Evaluation Form
	Line Manager
	Week 1
	

	Where to find Training Information
	Line Manager
	Week 1
	

	The Department's role and structure - where it fits within the University, Head of Department's role and responsibilities
	Head of Department
	Week 1
	


5 Getting to Know the Department's Systems (Core Skills):
The Department has a number of office procedures and technical systems which you'll need to know about. A file of procedures is kept in the general office for reference. This section includes core technical skills to a basic level which you'll need for your day-to-day job.  The Skills Checklist at the end of this form helps you to identify further training needs in the core skills or in any additional areas.  

	Responsible
	By when?
	Done?

	Submitting travel and other expenses  [name of person responsible for processing expenses]
	
	Week 1
	

	Budgets (if appropriate) [name of person responsible for recording budgets]
	
	Week 1
	

	Finance Regulations
	
	Week 2
	

	Email registration/Using Email
	
	Week 1
	

	Using the telephone system, voice mail registration/use
	
	Week 1
	

	Office procedures (eg circulation slips)
	
	Week 1
	

	Reporting faults (eg electrical, furnishing, electronic etc)
	
	Week 1
	

	Using the Central Filing System/Library
	
	Week 1
	

	Using the fax
	
	Week 1
	

	Using the photocopier 
	
	Week 1
	

	Stationery Supplies/Ordering stationery/Purchasing Office policy [name of person responsible for ordering]
	
	Week 2
	

	Tour of your PC: logging in, applications available, what you can use for various tasks, printers, backing up
	
	Week 1
	

	Shared drives & directory structures (what should I save where?, what do I have access to?)
	 
	Week 1
	


Health and Safety Checklist

The following checklist is intended to cover all aspects of Health and Safety.  All of the items may not be relevant to everybody.

	Item
	Responsible
	By when?
	Done?

	Fire

	Action to take on hearing the Fire Alarm
	
	
	

	Assembly area
	
	
	

	What to do if you discover a fire
	
	
	

	Any particular responsibilities during the evacuation ie colleagues with disabilities, fire marshall etc.
	
	
	

	First Aid and Accident/incident reporting

	First Aiders in work area
	
	
	

	Locations of First Aid kits
	
	
	

	Location of First Aid room (if applicable)
	
	
	

	University accident/incident reporting procedure
	
	
	

	Welfare Facilities/work practices

	Rest Room facilities
	
	
	

	Main hazards in the work area
	
	
	

	Location of local rules (signature indicates that local rules have been read and understood)
	
	
	

	General Risk Assessment procedure
	
	
	

	Hazardous Substances to be used
	
	
	

	COSHH Assessment procedure
	
	
	

	Biological Assessment procedure
	
	
	

	Radiation Work procedure and registration with Safety Office
	
	
	

	[Add any other Health and Safety information applicable to the department]
	
	
	


	I have had the above details explained to me with regard to my area of employment.

Signed (Staff Member)
Date: 

	Signed (HoD/Line manager)
Date:


Skills Checklist (Week 1):

[Department Name] is committed to developing all staff to achieve its objectives.  Your line manager will talk you through the University's development policy and other training and development issues by the end of your first week.

Go through this Skills Checklists with your line manager and identify areas where you need development.  This could be further development in some of the core skills covered in section 5, training in basic PC applications such as the MS-Office suite, or additional skills/development which you need to do your job.  Make a note of what action will be taken to meet the needs identified, by whom and by when.  If it doesn't happen, it is your responsibility to insist! 

1 Personal Details:
	Name:
	
	Job Title:

	
	

	Start/Review Date:
	
	Line Manager:

	
	


Go through the various sections of the Checklist with your line manager.  Identify the level your job requires for each skill and discuss what level you think you have reached.  If there is a disparity and training/development is needed, complete sections C-E for that skill.  For example, Basic MS-Excel might be met by the University's 'Getting Started with Excel' course and Intermediate by 'Further Excel'. 

Remember that development needs can also be met in non-traditional ways (ie not by formal internal or external courses) such as self-paced study, job-shadowing, special projects or conference attendance.  Please add any skills/training or other development activities which you agree you need to undertake.

Skills Checklist

2 General IT Skills:
These are the IT skills which most staff are likely to need to help them make best use of internal communications and to do their day-to-day work.

	1: Skill: 
(* delete where not applicable)
	2: Skill Level:
(B)asic; (I)ntermediate; (A)dvanced
	3: Action to be taken to meet training need (include source of training and who will arrange it)
	4:
Dead-line:
	5.
Done?

	
	Job Needs?
	I have?
	  
	
	

	Windows (the version installed on your PC)
	
	
	 
	
	

	Using the University web site
	
	
	
	
	

	Using your department’s web site(s)
	
	
	
	
	

	My Bristol (portal) 
	
	
	
	
	

	Staff Info (your personal Personnel information)
	
	
	
	
	

	Using other web sites/web facilities (please specify)


	
	
	
	
	

	Email (Mulberry and/or webmail)
	
	
	
	
	

	Sympa (mailing list manager)
	
	
	
	
	

	Oracle Calendar (desktop and/or web version)
	
	
	
	
	

	Microsoft Word (general)
	
	
	
	
	

	Microsoft Word (mailmerge) 
	
	
	
	
	

	Microsoft Word (templates)
	
	
	
	
	

	Microsoft PowerPoint
	
	
	
	
	

	Microsoft Excel
	
	
	
	
	

	Microsoft Access
	
	
	
	
	

	Mobile computing (eg wireless and VPN) 
	
	
	
	
	

	Web authoring (using Zope and/or the CMS) 
	
	
	
	
	

	File transfer (eg FLUFF) 
	
	
	
	
	

	Other software or facilities (please specify)


	
	
	
	
	


Corporate and specialised systems and software:

Your job may or may not require you to use some of the following. You will need special authorisation and/or your University username and password to use most of these systems:

	1: Skill: 
(* delete where not applicable)
	Require training y/n
	3: Action to be taken to meet training need (include source of training and who will arrange it)
	4:
Dead-line:
	5.
Done?

	Student Systems (eg, SITS: Vision, please specify)


	
	
	
	

	My Students
	
	
	
	

	Syllabus +
	
	
	
	

	Personnel System (PIMS). Please state the required access level to PIMS as this defines training needed.


	
	
	
	

	Recruitment System (BORIS)
	
	
	
	

	Research Systems (eg, fEC Research, BOFINS, IRIS, please specify)


	
	
	
	

	Finance and related systems (eg, fEC Teaching, Web Finance Reporting, BOFINS, other, please specify)

We suggest you speak to Finance about whether they are happy with that
	
	
	
	

	Ordering (Proactis / Purchase Point). Please state role (eg requisitioner, buyer, authoriser, invoice troubleshooter, other)


	
	
	
	

	Expenses (Proactis). Please state role (eg claimant, authoriser, admin)


	
	
	
	

	eLearning systems (eg, Blackboard, please specify)


	
	
	
	

	Library systems (eg, Library catalogue, eJournals)
	
	
	
	

	Specialist packages or systems (eg, statistics, reference managers, optical mark reader, please specify)


	
	
	
	


IT-related knowledge and best practice:

Your job will probably require at least a basic awareness of the following and may require higher level knowledge and skills. Note that there is a serious obligation on the University and individuals to comply with the applicable laws, regulations and guidelines that govern most of these areas.

	1: Area of knowledge: 
(* delete where not applicable)
	2: Level of knowledge:
(B)asic; (I)ntermediate; (A)dvanced
	3: Action to be taken to meet training need (include source of training and who will arrange it)
	4:
Dead-line:
	5.
Done?

	
	Job Needs?
	I have?
	
	
	

	How to get help and support with IT
	
	
	
	
	

	University regulations for the use of computing facilities
	
	
	
	
	

	Working from home with IT (‘how to’ and guidelines)
	
	
	
	
	

	Data Protection Act and online Privacy guidelines
	
	
	
	
	

	Computer security guidelines (keeping yourself and your work safe when using IT)
	
	
	
	
	

	Accessible IT (facilities for people with special needs)
	
	
	
	
	

	Accessible IT (guidelines when providing information and IT facilities for others)
	
	
	
	
	


4 Personal/Management Skills:
Your job may or may not require a basic or higher level of skill in the following:

	1: Skill: 
(* delete where not applicable)
	2: Skill Level:
(B)asic; (I)ntermediate; (A)dvanced
	3: Action to be taken to meet training need (include source of training, who will arrange).
	4:
Dead-line:
	5.
Done?

	
	Level Job Needs?
	Level I have?
	
	
	

	Presentation/Training Skills 
	
	
	
	
	

	Writing (Reports, Articles)
	
	
	
	
	

	Communication (specify)
	
	
	
	
	

	Finance (specify, eg Institute Budget Mgt., book-keeping)
	
	
	
	
	

	Successful Recruitment and Selection (compulsory for staff who will interview)
	
	
	
	
	

	Interview Skills
	
	
	
	
	

	People Management (specify)
	
	
	
	
	

	Project Management
	
	
	
	
	

	Other personal:
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


5 Can you help?:
Note here any other skills you possess and also any skills which you would be prepared to pass on to others within the Department. 
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