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Registrar and Secretary’s Office

Staff Induction Process – Manager’s Checklist
1.0
Purpose of Induction


1.1   to introduce a new member of staff to colleagues

1.2
to familiarise new staff with their new role and with the organisation, structure and culture of RSO and the University
1.3
to identify the tasks that need to be completed within the first few weeks

1.4 
to make the new member of staff aware of training opportunities that are available to them

1.5
To provide a list of contacts within RSO, the Met Office and the wider University
1.6
to make the new member of staff aware of Health & Safety policy, methods of communication and employee benefits

1.7
To provide information on terms of employment, ie. pay, pensions, hours, annual leave procedures and sickness reporting

2.0 Objectives

By the end of the induction programme new members of staff should have:

2.1 met most of their work colleagues

2.2 acquired an understanding of the RS0,  Met Office and University structures and objectives
2.3 received information on procedures and processes within RSO relating to : staff development, administrative support, communicating with colleagues and internal/external clients

2.4
been taken on a tour of the University and RSO offices

2.5
been made aware of Equal Opportunities and Health & Safety policies

2.6
been briefed of the culture within the division relating to lunch breaks, hours of work, sick leave reporting and holiday arrangements

2.7 an understanding of the induction checklist in addition to what is expected of them in the short term and the long term

3.0 Resources
3.1 RSO Induction pack

3.2 RSO Staff Development Policy and Framework
3.3 RSO Staff Performance and Development Review Pack
3.4 RSO Staff Development Web Pages
Managers Induction Checklist
	
	Timescale
	Whom

	
	Prior to start date
	Day 1
	Within

2 weeks
	Within

6 weeks
	

	1
Before a new member of staff arrives:

· Ensure that all section staff have been informed of the new recruit via email

· Arrange keys for office access

· Advise on car parking availability
· Organise office space, network and telephone points
	□
□
□
□
□

	
	
	
	Line Manager

	2
Initial Reception

· Welcome

· Introduction to Line Manager

· Induction documentation

· Introduction to Human Resources
· Apply for e-mail ID and server access
	
	□
□
□
□
□

	
	
	Reception staff

HR 

Line Manager

	3
Introduction to the Section/Team
· Local layout

· Organisation and function

· Job role and responsibilities

· Identification of team structure and staff relationships

· Introduction to team members

· Marketing the service

· Tour of offices
	
	□
□
□
□
□
□
□
	
	
	Line Manager

	4 The RSO and the University
· Team profile
· Aims, Objectives and Strategies
· Mission Statement
· Division/Organisation relationships
· Identification of structure and staff relationships
· Tour of University campuses and divisional offices
· Arrange meeting with the Registrar & Secretary
· HR Induction
	
	□

	□
□
□
□
□
□
	□
	Line Manager
HR

	
	Timescale
	Whom

	
	Prior to start date
	Day 1
	Within

2 weeks
	Within

6 weeks
	

	5 Training and Personal Development

· Clarification of immediate needs, eg. training on IT systems
· Commitment from organisation
· Expected personal development levels
· Staff Performance and development discussions
	
	
	□
□
□
□

	
	Line Manager or Staff Development reviewer

	6
Health & Safety

· Immediate hazards/issues in respect of your role
· Reporting Accidents/Location of logs

· Fire Alarms/Drills and Evacuation procedures

· Location of fire exits
· Location of Health Centres
· Smoking Policy

· Employee Assistance Programme
	□
□
□
□
□
□
□
	□
□
□
□
□
□
□
	
	□
□
□
□
□
□
□
	Human Resources [part of University Induction]
Line Manager

	7 Communication and Consultation

· Trade Union recognition
· Grievance and disciplinary procedures
	
	
	□
	□

	Human Resources [part of University Induction]

	8 Terms of Employment

· Hours of work
· Details of Pay System
· Holiday procedures 
· Absence through illness
· Pension
	□
□
□
□
□
	
	
	
	Line Manager

	9 Employee Benefits

· Health
· Educational and Career advice
· Chaplaincy

· Sports & Recreation

· Catering

· Learning Support Services (LSS)

· Welfare/Employee Assistance Programme

· Childcare Vouchers
	
	
	
	□
□
□
□
□
□
□
□
	Human Resources [part of University Induction]

	10   Induction Evaluation
	
	
	
	□
	Line Manager


Review by Line Manager

· Progress within 6-8 weeks

· Progress within 12-15 weeks

3.5 HR Induction Day
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