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Dear ………………….
May I take this opportunity to extend a warm welcome to you as you join the Registrar and Secretary’s Office which is a part of the Met Office at Leeds Metropolitan University.

The early days and weeks after joining any organisation can be a daunting experience as you try to familiarise yourself with new people, places and procedures.  This induction pack is intended to help you and your Manager make that process as comfortable and effective as possible.

The pack will help you to understand the role that you and your colleagues play within the University.  You will also have the opportunity to attend a University Induction day which I strongly recommend to you.

The University is fully committed to the development of its staff and you will find that the induction process is only the beginning of a development process which is tailored to your needs.

Please take the opportunity to read through the contents of this folder and raise any questions about its content or your induction with your Manager or myself when we meet.

I look forward to meeting you personally in the near future.

Yours sincerely

Steve Denton
Registrar and Secretary
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An Introduction to the Induction Process

Welcome to Leeds Met and to your new role in the Registrar and Secretary’s Office (RSO).  To help you settle into your new job you will be provided with a number of induction resources including am enhanced version of this pack and an invitation to the University induction.

The Induction Pack

This Induction Pack will be provided to you in two parts. The first part which will normally be supplied prior to you first day will include general information about RSO and about the Section that you are about to join. The second part will be provided in a folder during your first week and will include those appendices listed overleaf and more detailed information about your new Section and Team. You can download the whole resource and view additional information about RSO on our website at : http://www.leedsmet.ac.uk/metoffice/rso/

If you are new to the university it is recommended that you use the Induction folder to store other useful documents connected to your induction and staff development including details training needs analysis, performance review and personal development.

Some of the contents of the pack are updated annually. If you would like to maintain these documents, then you can do so by speaking with your Induction Supervisor, checking the above website or contacting Gill Wright at g.wright@leedsmet.ac.uk.

We welcome your views on this induction resource and have included an evaluation form for that purpose at the back of the pack. Please take time to complete and return the form to help us to improve the resource.

Purpose of Induction
· to introduce you to colleagues
· to familiarise you with your new role, the organisation, structure and culture of RSO, Met Office and the University

· to identify the tasks that you need to complete within the first few weeks

· to make you aware of the training and development opportunities that are available
· to provide you with a list of contacts within RSO, the Met Office and within the wider University
· to make you aware of Health & Safety policy, methods of communication and employee benefits

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

Induction Checklist

	
	Timescale
	Whom

	
	Prior to start date
	Day 1
	Within

2 weeks
	Within

6 weeks
	

	1
Before you commence work you will:
· be advised of start date, time, contract and location
· receive the induction resource
· be advised on car parking availability
	□

□

□
	
	
	
	HR 
Line Manager


	2
Initial Reception
· Welcome

· Introduction to Line Manager

· Induction documentation

· Introduction to Human Resources
· Acquire staff ID card

· Apply for e-mail ID
	
	□

□

□

□

□

□
□
	
	
	Reception staff

HR
Line Manager

	3
Introduction to Your Section
· Local layout

· Organisation and function

· Job role and responsibilities

· Identification of team structure and staff relationships

· Introduction to team members

· Marketing the service (if appropriate)
· Tour of offices
· Office keys (if appropriate)
	
	□

□

□

□
□
□
□
	□


	
	Line Manager

	4 RSO and the Organisation

· Aims, Objectives and Strategies
· Mission Statement
· RSO/Organisation relationships
· Identification of staffing structure and relationships
· Team profiles
· Tour of University campuses and divisional offices
· Meet with Registrar and 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
· Discuss Staff Performance Review/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
	
	□

□

□

□

□


	□

□
	
	Line Manager

	7 Communication and Consultation

· Trade Union recognition
· Grievance and disciplinary procedures
	
	
	□
	□


	HR [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

· Chaplaincy

· Sports & Recreation

· Catering

· Learning Support Services (LSS)

· Welfare/Employee Assistance Programme

· Childcare Vouchers
	
	
	
	□

□

□

□

□

□

□


	HR [part of University Induction]

	10   Induction Evaluation
	
	
	
	□
	Line Manager


Progress will be reviewed by your Line Manager after 6-8 weeks and 12-15 weeks

Frequently asked questions

1.
What are my working times?
Within RSO the offices are normally open:

	Monday – Thursday
	 8:00 am  - 5:00 pm

	Friday


	 8:00 am  - 4:00 pm


Staffing is required at all times between these hours (and occasionally there will be additional hours). 
RSO operates a flexi-time system whereby staff are permitted to work flexibly with their line manager’s consent. Your line manager will discuss all the aspects of your working hours with you - including such things as lunch breaks and the allocation of time off in-lieu for any additional hours worked outside your normal office hours. The normal office hours for full-time staff should total 37 hours per week.

2. 
What do I wear?

There are no fixed rules regarding dress, except for those who work in Helpzones.  However staff members are requested to dress smartly and appropriately during office hours.

3. 
Who do I contact if I am unable to come into work (e.g. illness etc)?

You should ring your line or office manager (or alternatively another member of the RSO staff) who will inform RSO Human Resources before 10 am on the first day that you feel unwell - although it is helpful if you can give as much notice as possible. You must:

· State the nature of your illness 

· give a date when you are likely to return to work. 
Please keep in regular contact with your manager during your absence.

For more info see: http://www.leedsmet.ac.uk/hr/docs/sick%20report.pdf
4. 
Are there any parking facilities for staff members?

There is very little provision for parking at Civic Quarter Campus. RSO operates a car parking scheme for which there is a quarterly charge.  There may be a waiting list for parking space.  There are plenty of public pay and display car parks close to the Civic Quarter Campus although it must be noted that their charges can be quite expensive.

There are parking spaces at Headingley Campus which again operate on a first come, first served basis. At peak times it can be difficult to find a parking space.

5.
How do I find my way around the University?

The campuses at Leeds Met may feel large and daunting when you first arrive, but you will soon find your way around. At Civic Quarter Campus, the rooms are currently prefixed with a letter (i.e. A, B, C, D, E, F, G, H) which denotes the building, whilst each room is given a 3 digit number. The first digit of the room number allows you to locate which floor the room is on. For example, the room F401 is in the F building on the fourth floor.

A similar system is also employed at Headingley Campus. However at this site, the buildings are given names (e.g. Cavendish) and all the rooms are located on the either the ground, first or second floors. For example Cavendish 209 can be located on the second floor of the Cavendish building.  Maps are included in this pack and further information can be found at http://leedset.ac.uk/travel/
6.
Where can I get something to eat?

There are numerous places where you can eat at all Leeds Metropolitan University sites. The Civic Quarter Campus main refectory, which is located on the ground floor of C building, is known as the Depot and it sells a variety of hot and cold meals including sandwiches and drinks, as well as full Italian, Indian and English meals. 

There are also two cafes: the Wicked cafe, located on the first floor of D building and Costa Coffee, located near the new learning centre. In addition, there are student shops where you can buy sandwiches, savoury snacks, drinks and sweets, as well as newspapers, magazines and stationery.  The Metcino at Headingley Campus is located in the Jean Monnet Building, and there is also a student shop located nearby. Across the University campuses there are a range of vending machines from which you can obtain refreshments.  At Brunswick campus there is a restaurant/café bar located on the terrace near the entrance/exit of the building.  For more info see: http://est-bsd-web.Leeds Met.ac.uk/default.asp.
7.
Do I have a break and where can I get a drink?
Each team in RSO  has its own practice and procedures regarding when you can take breaks and your line manager will provide you with more information on your first day.
Nevertheless, you are generally encouraged to take breaks throughout the day and have at least half an hour’s break for lunch. Water coolers/dispensers can be found in every RSO office and there are also tea and coffee making facilities available to every office.
8
Where can I obtain stationery?
Stationery (which includes pens, envelopes and letter headed paper etc) can be found in the office stationery cupboard. Stationery is ordered on a regular basis so if you need anything that is not already there, you should inform your Resources Admin Assistant and he/she will order whatever you require. Different teams within RSO may require a signature for certain items. Please see your line manager.
9.  
Where can I smoke?

The University operates a no-smoking policy. Therefore, smoking is strictly forbidden in all areas of the University buildings - with the exception of the Student Union.  For more info see: http://www.leedsmet.ac.uk/hr/docs/smoking.pdf

10. 
 How do I contact others in the University using the phone and email?

Contacting colleagues at Leeds Met is very simple. Each member of staff has a four-digit ‘phone extension number. The extension number of the person you wish to contact can be found on the Leeds Met website under the ‘phonebook’ link.  Different teams within RSO may have different procedures for using the telephone. Please see your line manager.  http://www.leedsmet.ac.uk/phonebook/  
You will need an email ID to use the internal email system.  This should be issued on your first day.  In order to contact a colleague by email use Microsoft Outlook, clicking on the new mail message button. To obtain the email address of the person you wish to contact, click on the ‘To:’ button and this will reveal a comprehensive list of all the staff at Leeds Met. Either scroll down to the name of the person you wish to contact, or type their surname in the space provided. Then, simply click on that person’s name, type your message and press ‘send’.

You can also access your email from the World Wide Web by using http://owa.Leeds Met.ac.uk and then logging in the usual way.


11.  
What should I do if I have problems with my computer?

Report all computing difficulties to your line manager who may be able to provide assistance. In the event of this not being possible, the University has a staff helpdesk which can be reached on Extension 3427. Either you or your line manager can ring this number to report any fault/problem or just to ask for advice. If a technician is required, you will be given a job reference number for the work. The technician will then arrange to visit your office to assess and/or fix the fault. 


12.  
How do I develop my skills at Leeds Metropolitan University?

Your training and development needs are assessed within the context of an annual performance and development review with your line manager. As part of your induction process however, your line manager/mentor will discuss with you your priority training and development needs and consider the appropriate methods to address them. These may include mentor coaching, on the job training, external seminars or a course featured in the in-house “Looking Ahead” booklet.

The courses in the Looking Ahead booklet are free for Leeds Met staff and cover a variety of topics, from First Aid and computing courses to assertiveness skills and teaching qualifications. For more information see: http://www.leedsmet.ac.uk/local/staffing/ahead/
13.  
What are the general Health & Safety requirements that I need to know?
   

On your first day, your line manager will show you where the nearest emergency exits and fire routes are located. However, there are some legal guidelines that you must be aware of.

Under the Health & Safety at Work Act 1974, all staff are required to work “as safely and efficiently as is reasonably practicable.”
All staff have a responsibility to take reasonable care of their own health and safety and also the health and safety of others who they work with. You must co-operate fully with the University on health and safety policies and procedures, and not interfere with, or misuse anything provided for health, safety and welfare. In particular, you should:

· Observe all safety rules, instructions and relevant codes of practice, making proper use of all work items and equipment provided.

· Report to your line manager or a member of the division’s Health & Safety group, any hazards you notice or accidents/near hits which may occur, however minor.

Remember at all times to be conscious of potential dangers and prevent these from happening. For more info see:                          

http://www.leedsmet.ac.uk/uso/health&safety/index.htm

14.  
What do I do if I feel unwell or hurt myself during the day?

You should tell your line manager, who will ask a First Aider to see you or seek assistance from the Health Centre on the 2nd floor of H building (ext. 3390).

All accidents, however minor, must be recorded on the form HS1, supplies of which should be held in each area office. Your line manager will assist you to complete this if necessary.

For more info see: http://www.leedsmet.ac.uk/hr/docs/sick%20report.pdf
15.
Who are the First Aid / Health & Safety representatives?

The names of fully trained First Aiders are displayed on notices throughout the University.



16.  
Who can I turn to in the event of personal problems?

The Employment Assistance Programme (EAP) is a confidential advice and counselling service. All Leeds Met employees and their immediate dependents may use it to help resolve or manage any personal difficulties (whether work-related or not) that may be causing concern. 

You can contact EAP on freephone 0801895 237 071 (daytime) or 0800 243 458 (24 hours).  Your call will be taken by trained and experienced counsellors who will discuss your problem and, if necessary, arrange for you to meet a counsellor or specialist advisor in your area. The service is free and available 24 hours per day, 7 days per week. 

For more info see: http://www.leedsmet.ac.uk/hr/docs/eap1.doc

17.  
When do I get paid?

Permanent staff members of the administrative staff are paid on the 16th of every month or, if the 16th falls on a weekend or bank holiday, the last working day before the 16th.  For more info see: http://www.leedsmet.ac.uk/hr/payroll.htm#aptc

18.  
How much annual leave am I entitled to and how do I take it?

In order to find out how much annual leave you are entitled to, consult your contract of employment.

To book your annual leave, you simply have to fill in your leave card (which you will receive on your first day) indicating when you plan to take your days off and then have your card authorised by your line manager.  If he/she is agreeable to you taking leave at the time requested your line manager will then send the card to RSO Resource office who will make a record of the days you plan be away.  Your leave card will subsequently be returned to you.
19.      What are the additional benefits of working for Leeds Met?

Staff members at Leeds Met can benefit from the whole range of facilities that are available to students. For example:

· Members of staff are entitled to join the University libraries free of charge. For more info: www.leedsmet.ac.uk/lis/lss
· Staff sports passes can be obtained which give full access to all the University’s excellent sporting facilities for only £30 per year.  These include, amongst other things:  the gyms, the tennis centre, Headingley swimming pool and the 5 a side football pitches.  For more info: www.leedsmet.ac.uk/sport/
· Staff can also get discounts for the Leeds Met Studio Theatre.  For more info: www.leedsmet.ac.uk/arts/
· A staff ID card gives two for the price of one admission to the IMAX Cinema at the National Museum of Photography, Film and Television in Bradford.

· For £5 staff can also join the National Union of Students which allows them to carry the NUS card which gives the holder discounts at numerous events and shops up and down the country, including McDonalds, Topshop and HMV.  For more info : www.leedsmetSU.org.uk
· There are a range of financial arrangements that are available to University staff, including charity donations, a credit union, accident insurance and a cash benefit healthcare scheme. For more info contact payroll in room C514 Civic Quarter Campus.  For the credit union: www.leedscitycreditunion.co.uk
· The University has agreed discounts with a number of travel-related firms, including Thomas Cook. Preferential charges with Thomas Cook, Albion Street, Leeds, relate to both the sale and return of foreign currency and travellers cheques for all Leeds Met staff and their families. Proof of employment at the University is required to enable the purchase of travellers cheques and currency.
Sale

· Currency – Commission free : Travellers Cheques - 1% (minimum charge £1.50)
Return

· Thomas Cook will buy back all Travellers Cheques and currency commission 
free
NB All orders received before 10.30am will be processed within 24 hours.  Exotic currencies, i.e. East Caribbean, Barbados, Japan, Taiwan, South Korea, require 24 hours notice. Payment must be by one of the following:

· Personal cheque up to personal limit
· Switch Card (with ID i.e. driving licence or passport)
· Building Society cheque made payable to Thomas Cook Ltd
· Credit Cards can be used but will be subject to a charge (around 1½%) by 
the Credit Card Company
· Cash

Further details from the Foreign Exchange Department at Thomas Cook : 0113 214 7040.

Flypark

Flypark will offer an additional 5% discount off car parking at various airports for University staff and their families.  To obtain the discount telephone 0870 733 0545 or book on line at www.flypark.co.uk
For the most up to date information on the above see:

http://www.leedsmet.ac.uk/hr/docs/employ%20benefits.pdf
20. 
 Where can I find information on disciplinary procedures?

Where instances of potential misconduct or unsatisfactory performance occur, they are usually resolved through normal discourse between the member of staff in question and management. Nevertheless, there are disciplinary procedures in place, should the member of staff repeat or fail to improve their standards of conduct / performance. They can be found either on the Intranet on the link below, or from the Human Resources department located in C211 Civic Quarter Campus.

For more info see: http://www.leedsmet.ac.uk/hr/docs/disciplin%20proc.pdf

21.
How do I apply for promotion?

The Leeds Met Vacancies website contains details of current job vacancies at Leeds Met, and includes downloadable job descriptions, employment specification and application forms. If you believe that you possess the necessary skills, experience and qualifications for a given job vacancy, you can apply confidentially for that post, following the normal application procedures (i.e. send in your application form, and then attend the interview/test if shortlisted etc).

For more info see: http://jobs.leedsmet.ac.uk/main/search.htm

22.  
Is it all work?

The University is currently formulating a comprehensive work-life balance strategy, details of which will be made available on the Intranet soon.

Colleagues sometimes enjoy social nights out in the many bars and restaurants that Leeds has to offer - it’s not all-hard work in RSO!

Structure Chart : Registrar and Secretary’s Office

http://www.leedsmet.ac.uk/metoffice/rso/downloads/RSO-structure.pdf
	RSO Staff List

	Surname
	Forename(s)
	Job Title
	Tel ext

	Allen
	Louise
	Senior Officer
	3342

	Allen
	Matthew
	Helpzones Assistant
	6767****

	Aravena
	Maria
	Graphic Designer
	3933

	Arblaster
	David
	Head of Student Services
	3949

	Armitage
	Karen
	Administrative Assistant – Disability Support 
	5826****

	Baldaro
	Rebecca
	Job Shop Development Administrator
	3787****

	Baldwin
	Carole
	Administrative Assistant
	3964

	Baxter
	Marie
	Nursing Officer
	3390

	Beaumont
	John
	Print and Media Purchaser
	3067

	Bermudez
	Phil
	Administrative Officer
	5469

	Berry
	Richard
	Media Product Manager
	5969

	Birthwright
	Wayne
	Senior Officer (Career Development)
	3899

	Blackall
	Carol
	Senior Officer
	3974

	Bradley
	Susan Elizabeth
	Principal Officer
	3013

	Braithwaite
	Pam
	Manager of Counselling Service
	5974

	Bull
	Chris
	Administrative Assistant
	3014

	Burns
	Deborah
	Job Shop Administrator
	6700****

	Burns
	Mark
	Helpzone Supervisor
	5382

	Butler
	Susan
	Careers Adviser
	5813

	Byrne
	John
	Administrative Assistant
	3380

	Cale
	Janine
	Administrator (Disability Support)
	5831

	Cannonier
	Norma
	Senior Helpzone Assistant
	3115

	Carr
	Leanne
	Senior Officer
	6725

	Case-Leng
	Kali
	Careers Counsellor (Harrogate campus) 
	8223****

	Chaffer
	Judith
	Careers Information Adviser
	4936****

	Christie
	Malcolm
	Deputy Registrar
	3017

	Coleman
	Margaret
	Education Guidance Adviser
	5651****

	Collins
	Karen
	Senior Graphic Designer
	3933

	Colwyn
	Susanne
	Information Officer
	3948

	Conlin
	John
	Marketing Officer
	4924

	Connolly
	Kay
	Part-time Lecturer
	5832

	Corcoran
	Amanda
	Assistant to Dyslexia Co-ordinator
	5661

	Coulson
	Ann
	Nursing Officer
	3185

	Crossley
	Denise
	Job Shop Administrative Assistant
	3786****

	Crowther
	Sandra
	Nursing Officer
	3390

	Cumming
	Helen
	Administrator
	6728

	Curwen
	Colin
	Senior Officer
	5899

	Davey
	Deborah
	Manager Student Financial Support/Advice 
	6701

	Day
	Michael
	Administrative Assistant
	5463

	Dean
	Kathryn
	Administrative Assistant
	5994

	Dean
	Laura
	Career Development Tutor
	5134

	Denton
	Stephen
	Registrar and Secretary
	6175

	Dewey
	Sandra
	Counselling Service Administrator
	5974

	Dixon-Smith
	Denise
	Principal Officer
	5946

	Dobson
	Jean
	Administrator Financial Support & Advice
	6701

	Domeracki
	Christopher
	Health and Safety Adviser
	3334

	Driscoll
	Jacqueline
	Senior Careers Adviser
	3897

	Duggan
	Clare
	Occupational Health Nurse
	4781

	Edwards
	Kate
	Communications Officer
	5471

	Falshaw
	Sandra
	Part-time Lecturer
	5832

	Fearnley
	Pamela
	Administrator (Resources)
	5460

	Frith
	Julia
	Job Shop Administrative Assistant
	5970/3995****

	Gardiner
	Phil (Winifred)
	Administrator
	3159

	Gardner
	Marah
	Careers Adviser
	3898

	Gilhespy
	Linda
	Design Officer
	3985

	Gledhill
	Dawn
	Undergraduate Communication Officer
	3018

	Graham
	Serena
	Helpzone Assistant
	3115

	Grierson
	Annette
	Job Shop Manager
	7444/3785

	Hallam
	Beth
	PR and Media Officer
	3021

	Hampshire
	Lucy
	Administrator
	4935

	Harding
	Fiona
	Legal Advisor
	4929

	Harrison
	Ann
	Administrative Assistant (Career Development)
	5995****

	Harrison
	Charlotte
	Undergraduate Marketing Officer
	5986

	Hay
	Alan
	Multimedia Designer
	5892

	Heslop
	Joanne
	Health Centre Manager
	3390/7569

	Holden
	Gary
	Helpzones Assistant
	3115****

	Holt
	Kyla
	Helpzones Supervisor
	3115/3063

	Hooker
	Jacqueline
	Disability Support Worker Co-ordinator
	4909****

	Howden
	Karen
	Careers Adviser
	3969

	Hughes
	Bryan
	Principal Officer
	3384

	Hughes
	Hannah
	Senior Media and PR Officer
	6734

	Ive
	Lynne
	Helpzone Supervisor
	3115

	Jessop
	Alison
	Administrative Officer
	4949

	Jones
	Alison
	Principal Officer
	3879

	Jones
	Paul
	Administrative Assistant – Resources
	4908****

	Khoo
	Peter
	Helpzones Manager
	5513****

	Killerby
	Julie
	Administrator
	3965

	King
	Helen
	Marketing Information Manager
	3882

	Kirkham
	Sheila
	Assistant Counselling Service Manager
	5974

	Lauesen
	Tina
	Administrator
	3986

	Laville
	Lucy
	Head of Communications
	5935

	Maiden
	Arnold
	Disability Support Technician
	4932

	Main
	Ewan
	Student Financial Adviser
	3951

	Mallery
	Jason
	Committee Secretary
	3952

	Marsland
	Philip
	Careers Service Manager
	3343

	Martin
	Colin
	Disability Support Co-ordinator
	5829

	Martin
	Linda
	Learning Materials Production Assistant
	5479

	McGowan
	Moya
	Principal Officer Operational Planning
	

	Mehta
	Kiran
	Imaging Officer
	3389

	Mercy
	Stephen
	Health and Safety Adviser
	3814

	Milner
	Julie
	PA to Registrar and Secretary
	6176

	Muimo
	Faith
	Helpzone Assistant
	3115

	Murphy
	Stephen (Francis)
	Assistant Registrar
	3970

	Murray
	Philippa
	Helpzone Assistant
	3176****

	Newton
	Janie
	Counsellor
	5974

	O'Byrne
	Phillipa
	Graphic Studio Supervisor
	3391

	O'Malley
	Graham
	Administrative Assistant Financial Support
	6701

	Parkes
	Rachel
	Careers Adviser
	4721

	Parkin
	Adam
	Administrative Assistant
	3015

	Pearson
	Ruth
	Administrative Officer
	

	Peck
	Katie
	Administrative Officer (Employability)
	1754

	Picton
	Robert
	Operations Manager
	5471

	Pitchforth
	Kate
	Senior Student Adviser
	5830

	Powley
	Kate
	Administrative Assistant
	3967

	Pullan
	Joy
	Nursing Officer
	3185

	Ramsden
	Dominic
	Senior Officer (Academic Registry)
	3979

	Reaney
	John
	Disability Service Manager
	3950

	Rhodes
	David (Michael)
	Administrator
	3430

	Richold
	Christopher
	Head of Health and Safety Services
	3816

	Riley
	Karen
	Disability Support Technician
	3020

	Robson
	Jane
	Marketing & Business Development Manager
	3387

	Rushall
	Martin
	Deputy Secretary
	3409

	Saville
	Daniel
	Helpzones Assistant
	3115

	Senior
	Deborah
	Senior Officer
	3028

	Simpson
	Andrea
	Student Financial Adviser
	3951****

	Smith
	Alan
	Careers and Ed Guidance Co-ordinator
	3898

	Smith
	Robert
	Resource and Operations Manager
	3818

	Sohota
	Ranminder
	Administrative Assistant
	6177

	Somerville
	Martine (James W)
	Principal Officer
	3442

	Stapleford
	Jane
	Principal Lecturer – Employability
	5135

	Stinson
	Marie
	Regulatory Adviser
	3354

	Tate
	John
	Student Financial Adviser
	3951

	Tuncay
	Adam
	Information Adviser
	5321

	Tutty
	Phil
	Web Development Officer
	5896

	Vallance
	Cedella
	Project Officer
	6735

	Walker
	Valerie
	Administrative Assistant
	3410

	Wan
	Lindsey
	Administrative Officer - Resources
	4908****

	Waters
	Nicholas
	Senior Officer (Student Registry)
	3031

	Watson
	Jacqueline
	Disability Support Co-ordinator
	5660****

	Webster
	Graham
	Assistant Manager Student Financial Support
	4931****

	Wood
	Kim
	IMPACT Adviser
	3379****

	Worth
	Duncan
	New Media Manager
	5896

	Wright
	Gillian
	Senior Secretary – Careers/Student Services
	5666****

	Young
	Winifred
	Education Guidance Adviser
	5867


Registrar and Secretary’s Office

Section Profiles
Your Section Structure Chart

Your section : Telephone Contacts List
Careers Service Staff List – at 7 November 2005
9 = outside line : 0 = Switchboard Operator
	Phil Marsland
	3343
	D205a
	Career Development Manager

	Gill Wright
	5666
	D105
	Secretary to Phil Marsland

	Leeds Met Careers

	Wayne Birthwright
	3899
	G102
	Careers Adviser

	Adam Booth
	4721
	G02 IT Block Headingley
	Administrative Assistant Career Development

	Sue Butler
	5813
	G102
	Careers Adviser

	Kali Case-Leng
	8223
	Harrogate
	Careers Counsellor

	Judy Chaffer
	4936
	G102
	Careers Information Advisor

	Margaret Coleman
	5651
	G102
	Education Guidance Advisor

	Jackie Driscoll
	3897
	G102
	Senior Careers Adviser

	Marah Gardner
	3898 
	G102
	Careers Adviser

	Anne Harrison
	5995
	G102
	Admin Assistant Career Development

	Rachel Parkes
	4721
	GO2 IT Block Headingley
	Careers Adviser

	Alan Smith
	5811
	G102
	Careers & Education Guidance Co-ordinator

	Harriet Timmis
	5995
	G102
	Admin Assistant – Career Development

	Adam Tuncay
	5321
	G102 IT Block Headingley
	Information Advisor (IT)

	Kim Wood
	3379
	G102
	IMPACT Adviser

	Wyn Young
	5867
	G102
	Senior Education Guidance Officer

	Employability Office

	Laura Dean
	5134
	The Cottage
	Career Development Tutor

	Paul Dowson
	
	The Cottage
	Senior Lecturer Employability

	Katie Peck
	1754
	The Cottage
	Admin Officer Employability

	Jane Stapleford
	5135
	The Cottage
	Principal Lecturer Employability

	Leeds Met Jobshop

	Rebecca Baldero
	5354
	The Cottage
	Business Development Officer

	Zoe Bellwood
	
	The Cottage
	Business Development Administrator

	Debbie Burns
	6700
	D104
	Job Shop Administrator

	Denise Crossley
	3786
	The Cottage
	Job Shop Administrative Assistant

	Julia Frith
	5970/3995
	D104
	Job Shop Administrative Assistant

	Annette Grierson
	7444/3785
	The Cottage
	Job Shop Manager

	Eleanor Reed
	
	The Cottage
	Business Development Administrator


Other Useful Telephone Information

	Paul Jones
	4908
	D105
	RSO Admin Assistant – Finance & Resources

	Alison Jessop
	4949
	C214
	RSO Admin Officer – Human Resources

	Rob Smith
	3818
	D105
	RSO Resource and Operations Manager

	Lindsey Wan
	4908
	D105
	RSO Finance/Resources Officer


Operator


:
0

Outside Line


:
Press 9 first

Transfer Call


:
Press RECALL then key in extension

Call Forward


:
Press *4 then key in extension

Cancel Call Forward
:
Press RECALL then #4

Set Ringback


:
Press RECALL then *1

EMERGENCY


:
4444

	Computing Services Helpdesk
	3427

	Facilities Management Helpdesk
	6024

	Hospitality bookings – Headingley campus
	3771

	Hospitality bookings – Civic Quarter
	3425

	Car Park attendant (Woodhouse Lane)
	3946

	Security – Headingley campus
	3165

	Security – Civic Quarter
	3154

	Reception – Leslie Silver building
	3151

	Reprographics
	3085

	Mail room
	3827

	Loading Bay
	4990






Your Section/Team  

Guide to Section Offices

University campus maps

http://www.leedsmet.ac.uk/visiting/travel/Leedsmet_maps.pdf
Evaluation & Feedback

In order for the RSO team to improve the staff induction process, we would be very grateful if you would take the time to fill in the following evaluation form. 
Please circle the response that relates to your experience of the induction process, and feel free to add and comments/suggestions in the spaces provided. 

NAME:  

1. How did you rate the information received prior to the start of your appointment?

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	

	
	
	
	
	


Further Comments/Suggestions

	

	

	

	


2. How did you rate the induction resource in terms of its:
· Usefulness

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


· Content

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


· Readability

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


Further Comments/Suggestions

	

	

	


3. How useful did you find the input of:

· Your inductor (if applicable)

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


· Your line manager

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


· The Human Resources Department
	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


Further Comments/Suggestions

	

	

	


4.
If you attended the University’s central induction event, how did you rate it?

	Very poor
	
	Poor
	
	Average
	
	Good
	
	Very Good
	


Further Comments/Suggestions

	

	

	


5. Were there any areas/issues that the induction pack didn’t cover that you felt needed addressing?
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