
An introduction to your new role in [department name or team] 

Dear   __________________________

Welcome to [team name].  Although you are not a newcomer to this department you may find the following checklist useful to help integrate you into your new role. This document should be returned to your Departmental Induction Co-ordinator when completed so it can be filed with your personal file.

Your Induction Co-ordinator [or line manager], _____________________________ will act as a point of contact and will be available to offer assistance as you get used to your new role should you need it.  

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: 

The [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 Checklist with your line manager and others responsible for explaining your new role.  If you have to skip over certain sections for any reason, make sure you go back to them later.

Staff Development : Induction Programme for staff in a new role

1 Personal Details:
	Name:
	
	Job Title:

	
	

	Start Date:
	
	Hours/Days of Work:

	
	

	
	

	Line Manager:
	
	Induction Co-ordinator:

	
	


2 Reception:

Your Induction Co-ordinator or line manager is responsible for introducing you to the team.  If people aren't available on your first day, you'll need to make appointments with them to follow up later parts of your induction programme.  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 Team [Team leader’s 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 (if you don’t already know the person concerned)
	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 [if different from previous job]
	Induction Co-ordinator
	Day One
	

	Introductions to rest of theTeam

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: 

[Team member name] 
_________________

[Team member name]
_________________

[Team member name]
_________________

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

	Other offices/University staff you will contact
	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.  Your line manager will also cover the Team’s fit with the department and check out your understanding of the wider context of the Department's role and where it fits within the University.

	Responsible
	By when?
	Done?

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

	Where your job fits into Team's structure 
	Line Manager
	Week 1
	

	Where the Team fits into Department's structure 
	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 [if applicable]
	Line Manager
	Week 1
	

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

	Team meetings
	Line Manager
	Week 1
	

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

	Skills Checklist (attached)
	Line Manager
	Week 1
	


	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):

[Team Name] is committed to developing all staff to achieve its objectives.  Your line manager will talk you through the team’s aims and objectives and the skills required to carry out your new job.

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.

2 Basic Skills:
These are the 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.  Some of these are a follow-up to introductory sessions you will have had as part of your initial induction.  

	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, eg 'Line Mgr book Word course via Course Diary'
	4:
Dead-line:
	5.
Done?

	
	Job Needs?
	I have?
	  
	
	

	Email (ExecMail/Pine)*
	
	
	 
	
	

	Windows NT/2000*
	
	
	
	
	

	MS-Word (general)
	
	
	
	
	

	MS-Word (mailmerge)
	
	
	
	
	

	MS-Word (templates)
	
	
	
	
	

	Using the Internet/WWW
	
	
	
	
	


3 Additional Technical 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, eg 'Line Mgr book Word course via Course Diary'
	4:
Dead-line:
	5.
Done?

	
	Job Needs?
	I have?
	
	
	

	MS-Access
	
	
	
	
	

	MS-Excel 
	
	
	
	
	

	MS-PowerPoint
	
	
	
	
	

	Telnet
	
	
	
	
	

	HTML Authoring
	
	
	
	
	

	File Transfer Protocol (FTP)
	
	
	
	
	

	Statistical Packages (specify)
	
	
	
	
	

	PIMS
	
	
	
	
	

	Dolphin
	
	
	
	
	

	Majordomo
	
	
	
	
	

	Other Technical 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


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, eg 'Line Mgr book Word course via Comma'
	4:
Dead-line:
	5.
Done?

	
	Level Job Needs?
	Level have?
	
	
	

	Presentation/Training Skills 
	
	
	
	
	

	Writing (Reports, Articles)
	
	
	
	
	

	Communication (specify)
	
	
	
	
	

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

	Time Management and Personal Effectiveness
	
	
	
	
	

	Assertiveness
	
	
	
	
	

	Fair & Effective Recruitment (compulsory for staff who will interview)
	
	
	
	
	

	Interview Skills
	
	
	
	
	

	People Management (specify)
	
	
	
	
	

	Meeting skills (chairing, organising, minuting*)
	
	
	
	
	

	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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