Introduction to [Department name] (temporary staff/visitors)

CHECKLIST for completion by whoever invited temp/visitor, or who is responsible for their work.

1 Personal Details:
	Name:
	
	Role (eg temp, student, etc):

	
	

	Start Date:
	
	Hours/Days of Work:

	
	


2 Reception:

	Done?

	Introduction to other members of staff (name, general area of responsibility, whether person will be working closely with visitor/temp):

[Staff member name]  (       [Staff member name]  (       [Staff member name]  ( 
	

	Person's working space (desk and equipment, place for personal belongings)
	

	Office keys/ID card/access to buildings (if appropriate)
	


3 Tour of the Department and [building name]
	Done?

	Tour of Department offices, Movement Chart, staff member list/photos etc
	

	First Aid Box and First Aider [name of First Aider]
	

	Keeping personal belongings safe
	

	Refreshments/Washing up arrangements
	

	Kitchen/Drinks arrangements
	

	Toilets
	

	No smoking policy/Areas for smoking 
	

	Entrances & exits, including emergency exits
	

	Fire drills and alarm procedures
	

	Other offices you will work with (if appropriate)
	

	Car Parking arrangements/Security Lodge
	


4 What is he or she here for?:

	Done?

	Introduction to the task/study, roles/responsibilities
	

	Discussion of immediate work programme, meetings, etc
	

	How to get help and advice if needed
	

	Hours of work, working patterns and breaks
	

	Sickness notification/location of sickness forms (if appropriate)
	


5 Getting to Know the Department's Systems (Core Skills) as appropriate:
	Responsible
	Done?

	Using the telephone system, voice mail registration/use
	
	

	Notify switchboard of new person’s name and telephone extension
	
	

	Office procedures
	
	

	Stationery Supplies/Ordering stationery
	
	

	Using the Filing System/Library
	
	

	Using the fax
	
	

	Using the photocopier 
	
	

	Email registration/Using Email
	
	

	Tour of the PC: logging in, applications available, what you can use for various tasks, printers, backing up procedures
	
	

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


	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:
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