	[Department name] : Introduction Programme for temporary staff/visitors

Notes and checklist for people involved 


These notes include: 

1 Aims of the Introduction Programme

2 Responsibilities

1 Aims of the Introduction Programme

The Introduction Programme is intended to ensure that any temporary or long-term visiting staff (eg visiting lecturers, people on work placements, seconded staff, temporary secretaries etc):

· can find his/her way around the Department and [building name]
· knows what he/she is here to do and has enough information to get on with it

· is introduced to all members of staff and knows roughly what they do (and they know what he/she is there to do)

· is introduced to basic admin/technical systems as appropriate

· knows where to find help and information

2.1 Responsibilities

If you have arranged for a temp. to come into the office, or have invited someone to work with us for a while (work placement student, visiting lecturer etc), it is your responsibility to ensure that:

· his/her working space is prepared (eg desk, basic stationery, PC, access to NT server/shared directories/passwords etc) as appropriate

· you have organised a programme of work for him/her (eg, for a temp, outline key tasks to be undertaken or outline who work will come from and what it's likely to cover) or prepared an appropriate briefing for the study or specific work topic to be covered
 (preferably as a document which can be given to him or her on arrival)

· you have warned other staff of the person's arrival and made sure they will be available to assist during the Introduction Programme if appropriate

· all parts of the Introduction Programme are completed in the time indicated (or as soon as possible, as circumstances allow, eg part-time workers, Department activities, holidays, etc)
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