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Induction Guidance for New Members of Staff  
1. Introduction

Induction of new staff can be defined as the whole process whereby new employees are helped to adjust and acclimatise to their jobs and working environments and as the final part of the recruitment process. This document aims to give information and guidance to newly recruited staff on what to expect in terms of their induction and where to go for advice and information.  

Joining a new organisation or team is a stressful and often initially unproductive time as there is so much to learn and so many people to meet.  The purpose of induction is to ensure the effective integration of staff into or across the organisation for the benefit of both parties. 
Anyone who is new to a job will have some gaps in their knowledge and skills, which will need to be identified and action taken, but if their training and development needs are taken into account and they are well supported with clear information they will quickly feel ‘at home’ and begin to make a real contribution to the department and the University. 

1.1 Induction Programme 

All new staff need to be introduced to the University, to the department in which they work, and to their job.  A good induction programme contains the following elements:

1. Orientation (physical) - describing where the facilities are 

2. Orientation (organisational) - showing how the employee fits into the team 

3. Health and safety information - this is a legal requirement 

4. Explanation of terms and conditions 

5. Details of the organisation's history, its products and services, its culture and values 

6. A clear outline of the job/role requirements.
2. Where does responsibility for induction lie? 

The scope of induction is wide and falls into three areas: Organisational, Departmental and Job Specific.

2.1 Organisational

The Human Resources Department in general, and the Staff Development Unit (SDU) in particular, provides University-wide induction information and support. Job descriptions, basic information about the employing department and the University are sent out to all those who enquire about advertised vacancies. Successful candidates are sent key information about terms and conditions of service, details of pension schemes and union representation. A personal invitation to attend the next ‘Introduction to the University of Bath’ course (see section 31) is also included. Staff should contact the SDU if they do not receive an invitation. Further organisational information can be found on the website (see section 4).

Please note: To save on paper and because new staff rarely need this information at this stage, Human Resources policies e.g. Equal Opportunities, Discipline and Grievance, Data Protection are no longer sent out with contracts.  The most up to date versions can be found at:  http://www.bath.ac.uk/hr/policies/index.html
2.2 Departmental 

It is the responsibility of the line-manager, or a suitable nominee, to ensure that the new member of staff is introduced to the department and understands their job and where it fits into the local organisation. 

See below, for a timeline illustrating the process from the point of recruitment.
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Definitions

A Buddy helps the inductee with physical orientation e.g. ensures they know where to go for food, what facilities there are on offer, takes him/her to lunch etc.
Coaching is ‘focused guidance and support, usually delivered by an internal or external ‘coach’, designed to enhance effectiveness in your current or next role.’
Mentoring is ‘more general guidance and support, usually delivered by a colleague from another department or outside your institution, and aimed at giving you the confidence and capability to meet current and future challenges.’ A mentor is often described as a "critical friend" or "supportive challenger" who can provide support in the form of information and help with direction. A mentor may help the mentee to understand themselves more fully by helping them to identify their strengths and weaknesses, and then how to address weaknesses or gaps in knowledge. Mentoring support is often provided to help someone: adapt to a new role, eg new Head of Department, undertake a major project, develop and apply new learning, with career planning.

University Induction checklist available in hard copy from Staff Devt or at: http://www.bath.ac.uk/staff-development/induction/inductlist.doc 



A University Induction Checklist (see Appendix A), covering issues which need to be covered within departments, is sent to each new member of staff with their contract and is also available at: http://www.bath.ac.uk/staff-development/resources/induction/inductlist.doc. This checklist can act as a prompt to those responsible for carrying out inductions within the department. Many Departments have adapted the standard checklist to reflect local issues. 
The most up-to-date versions of HR policies and procedures can be found at: http://www.bath.ac.uk/hr/policies/index.html.

Departments are encouraged to produce their own handbooks or collection of standard information about the department, its mission and values as well as local protocols and procedures (e.g. flexible working, holiday and absence arrangements, uniform requirements). An organisational chart, contact lists, key sources of information and important dates in the academic year can also be included. 

2.3  Job Specific (Role, Key Targets and Performance Standards)
Anyone who supervises or manages another employee has some responsibility for inducting them into their job role. It is important that managers know the job description of the post and that key targets and performance standards have been identified. In this way, both the manager and the individual are able to measure progress. Without established targets and standards, it will be difficult to make a fair judgement at mid and end-probation. Moreover, the confidence and development of the individual may be increased if s/he is able to monitor her/his own progress.
3. Induction to the University

3.1
The ‘Introduction to the University of Bath’

This takes place on the first Tuesday of every month (except August) and is open to all newly appointed academic, research, technical, clerical and academic-related staff and staff who have changed role or Department. It aims to give them a flavour of the working environment at the University; to provide information to enable them to make contacts, use the facilities and the services of the University rapidly and effectively and to work safely and securely. Participants meet a variety of presenters, including the Vice-Chancellor and a buffet lunch and tour of the campus are included.. For staff who work non-standard shift patterns, a tailored programme can be arranged in consultation with the Staff Development Unit (SDU). 
3.2 Specific Groups  
(For up to date information, see the Staff Development, Learning Communities webpage at: 
http://www.bath.ac.uk/staff-development/community/index.html
Induction for New Lecturers: see the Learning and Teaching Enhancement Office webpages at: http://www.bath.ac.uk/learningandteaching/professional/
4. Online information
4.1 Human Resources 

· Staff Development and Training  http://www.bath.ac.uk/staff-development/
· Salaries  http://www.bath.ac.uk/hr/salaries/
· Safety, Health and Environment  http://www.bath.ac.uk/internal/safety/
· Equality and Diversity http://www.bath.ac.uk/hr/equalities/
· Westwood Nursery http://www.bath.ac.uk/internal/nursery/
· Holidays http://www.bath.ac.uk/hr/holiday/index.html
· Appraisal: http://www.bath.ac.uk/staff-development/appraisal/index.html
· Self–Organised Groups http://www.bath.ac.uk/hr/equalities/groups/
· Acceptable use of IT facilities http://www.bath.ac.uk/bucs/aboutbucs/policies/acceptableusepolicy/
HR Policies: 

· Reporting Sickness http://www.bath.ac.uk/hr/policies/absence/sicknessreport.html
· Probation: http://www.bath.ac.uk/hr/policies/index.html 

· Dignity & Respect for Students & Staff of the University of Bath: Policy & Procedures for dealing with complaints  http://www.bath.ac.uk/hr/equalities/policies/dignityrespect.html
· Mediation Service  http://www.bath.ac.uk/hr/equalities/policies/mediation.html
· Equal Opportunities Policy http://www.bath.ac.uk/hr/policies/equalities/eo-policy.htm
· Race Equality Policy  http://www.bath.ac.uk/vc/equalitydocs/race-equality-scheme.html
· Employment of people with Disabilities http://www.bath.ac.uk/hr/policies/equalities/emp-disability.html
· Staff Counselling guide  http://www.bath.ac.uk/hr/policies/staffcounselling.html
· Staff Development policy  http://www.bath.ac.uk/staff-development/about/policies/sdpolicy.html
· Smoking http://www.bath.ac.uk/hr/policies/general/smoking.html
· Alcohol and Drug Abuse http://www.bath.ac.uk/hr/policies/general/alcohol-drugs.html
4.2 General

· Welcome to the University: a message from the Vice-Chancellor Professor Glynis Breakwell: http://www.bath.ac.uk/internal/staff/intro/welcome.html
· ‘Information for New Staff’ (Mission, History of the University, Governance (committees), Bath and Swindon maps): http://www.bath.ac.uk/hr/staff/intro/
· Organisational Structure of the University: http://www.bath.ac.uk/organisation/
· Faculty and Departmental Structure: http://www.bath.ac.uk/departments/
· The Vice-Chancellor's Office: information on the management and strategy of the University with news on the latest developments, minutes of management meetings and committees and links to key external websites. http://www.bath.ac.uk/vc/
· Facts and figures about the University: http://www.bath.ac.uk/about/facts/
· “Staff Induction: Organising and Managing the Process”: training for staff responsible for Departmental and/or individual Induction Programmes: http://www.bath.ac.uk/staff-development/courses/management/induct.html
· Mentoring: http://www.bath.ac.uk/staff-development/careerdev/mentoring.html
· Mentoring Course: http://www.bath.ac.uk/staff-development/courses/management/mentoring.html
· Mentors for New Lecturers: http://www.bath.ac.uk/learningandteaching/professional/
· Staff with Disabilities - various forms of support: http://www.bath.ac.uk/hr/equalities/disability/
A.Allcock updated - 4th February 2008
APPENDIX A - University Checklist
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	Department of Human Resources

Staff Development Unit


Getting to Know the Department

Name:
 ……................................................. 
Department: …..........................................…… 

This checklist is provided as a guide to some of the issues which should be covered as you are introduced to the department and your job. It will also act as a reminder to your colleagues of what should happen, or what you should be told as you join them.

Please tick off [(] each aspect as you feel that it has been covered, or when you have been given the required information. When complete, file in your Training and Development file.

	1. People

Introduction to your line-manager

(
Introduction to key colleagues/co-workers
(
Introduction to the Director


(
Introduction to key customers 

(
Relevant contact details


(
2. Departmental Layout

Tour of department



(
Entrances and Exits (including Emergency 

Exits and Assembly Points)


(
First Aid and First Aiders


(
Personal workplace and storage of 

personal belongings



(
Location of toilets and washing facilities
(

	4. Departmental Organisation and Operation

Department’s role and mission

      (
Organisational chart for the department
      (
Hours of work and flexi-time


      (
Meal break/cover arrangements

      (
Holiday arrangements


                  (
Sickness notification and procedure

      (
Equipment and materials


-   rules on use of equipment 


      (
-   copier codes/ passwords


      (
Training and development 

within department



      (
Networks and information


      (
Trade union contacts



      (
Social facilities



      (


	3. Departmental Safety

The following items will be explained by The

Dept. Safety Coordinator, please arrange a

meeting with the SHE unit.

Local safety rules and procedures

(
Fire drill and alarm procedures

(
Fire extinguishers: location and use

(
Local safety hazards: risk assessments
(
Use of equipment: local arrangements
(
Accident reporting procedures

(
	5. Your job

Your job in relation to the department’s mission (
Clarification of your job description 
                  (
Clarification of performance standards
      (
Key targets for mid- and end-probation
      (
Where to go for help and advice

      (
Local procedures relating to your job

      (
BUCS username and email address

      (


	NB – If you have a disability/impairment and have particular requirements, or support/equipment needs to enable you to work effectively, contact the Equalities & Diversity Unit at: equalsdiv@bath.ac.uk or tel. ext. 3568.

	The Introduction to the University of Bath is an event organised by the Staff Development Unit specifically for new staff.  This will give you information about the University, its organisation and policies, and will introduce you to many of the people and facilities you may meet during the course of your employment. If you have not already confirmed your attendance at the next event, please contact the Staff Development Unit on ext. 6369 or email staffdev@bath.ac.uk
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Preparation for new starter (desk etc.)













































































Preparation for new starter (desk etc.)
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STARTER PACK





Orientation (physical), set up Buddy, Induction checklist





DEPT & UNIT INDUCTION (1, 2, 3, 4, 5, 6 above), 





WEEK 1





Set targets, performance standards, Identify devt needs, Ind. Checklist





MENTOR





1ST MONTH





DAY 1





RECRUITED





BUDDY (short term)





Review Performance, identify devt needs, Review targets and set new ones TO BE REVIEWED IN 1 YR AT APPRAISAL





6 MONTHS/1 YR





3/6 MONTHS





MEETINGS WITH MANAGER (ongoing)





Discuss mentor





MID PROBATION





Review Performance, identify devt needs, set targets





Perhaps Coaching by manager/other on specific performance issue over specific time period.





UNIVERSITY INDUCTION event (1, 2, 3, 4, 5 above)





END OF PROBATION





Review targets, Performance, identify devt needs, set new targets to be reviewed at future meetings and also at next APPRAISAL





APPRAISAL





1 YEAR LATER











� Past participants have reported that they found this event useful to meet other new starters and get to know the campus. Analysis of evaluations of the Introduction to the University of Bath event in year 05-06 shows an average overall response of 4.32 (With 5 being high).
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