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UNIVERSITY OF LEEDS




Induction Guidelines for New Members of Staff

These guidelines are intended to help anyone who has responsibility for preparing for the arrival of a new member of staff to take steps in advance of the new appointee’s arrival.  It is not an exhaustive list but an aide-memoire and may therefore be modified to suit the induction needs of any new member of staff.

Preparation before the new person arrives
· Add their name to staff lists

· Allocate someone to go through the attached Induction Checklist with the new person

· Get e-mail address and user ID from ISS (( 35366) and passwords for SAP, FRS, OSCAR etc

· Assign ID numbers - photocopiers, doors, restricted areas

· Add name to web-based telephone list by contacting ISS phones@leeds.ac.uk or ( ext 36666
· Make sure all personal and desk stationery is ordered

· Create pigeonhole

· Organise furniture/re-organise seating

· Get keys cut
· Prepare business cards & compliment slips

· Get printed documentation together:

· Telephone directory

· University Calendar

· Appropriate information on ISS/Library/Media Services etc

· University’s financial and purchasing procedures

· other as applicable

· Arrange appointment with Media Services for ID photograph

· Assign mentor/‘buddy’/probationary adviser

· Find out details of next University induction from SDDU ( 34167 (for academic, academic related and research staff), ( 34148 (for support staff)  ( http://www.leeds.ac.uk/sddu/ 
Induction Checklist

An appropriate member of the departmental staff should supply this checklist to the new member of staff on their first day in the department, and then work through the information with them.  It is recommended that the checklist be completed for all employees, whether full-time, part-time, permanent or temporary.  Appropriate adjustments should be made to take into account the circumstances of individuals’ contracts.  All employees must receive the information in sections 10b, 10c and 10d.  The completed list should be filed in the individual’s departmental records.

Name of New Member of Staff:
.........................................................................................
Department:
..........................................................................................................................
Start Date:
..........................................   Job Title:
.........................................................
Name of Person Inducting New Member of Staff:
.........................................................
	
	
	Date Covered

	1.
	Introduction to department

a) Welcome to the Department

b) Brief description of the department and how it fits into the University
c) Brief introduction to our University Strategy including background information, purpose, vision, themes and explanation of how their role and the department as a whole will be contributing to the strategy (sign-post for more information to http://tldynamic.leeds.ac.uk/strategy///)
d) Brief introduction to our University values including background information and discussion around the benefits of shared approaches in achieving our vision (sign-post for more information to http://tldynamic.leeds.ac.uk/strategy///)
e) Explain management structure of department and who post-holder reports to on a day to day basis
f) Introduction to other staff, explain their roles

g) Location of toilets, photocopier, coffee room, pigeon hole etc
h) Provide map of University campus

	

	2.
	Documentation

a) Check receipt of signed formal contract of employment and associated documents if appropriate

b) Complete all relevant documentation regarding payment of salary
c) Introduce to HR website – particularly terms & conditions of employment http://www.leeds.ac.uk/hr/policy/terms.htm 
d) Arrange for insertion on the University/departmental web site

e) Complete next of kin form for emergency purposes

	

	3.
	Security and Emergency

a) Issue keys and pin-numbers if appropriate

b) Arrange for ID card to be produced

c) Security office - telephone number for emergencies 32222

d) Reporting strange packages/people

e) Ensure cars, offices locked when left

f) Non-liability of University in insurance claims for loss of property

g) Departmental alarms, videos, secure areas

h) Departmental Critical Incident Management Plan and new person’s emergency contact number
	


	4.
	Working Arrangements

a) Starting/finishing times/hours of work
b) Lunch time cover arrangements
c) Absence through sickness - action to be taken
d) Overtime/shift arrangements (as appropriate)
e) Who to approach in the event of grievance or harassment

	

	5.
	Pay Arrangements

a) Check that salary arrangements are understood

b) Payment during absence due to illness or injury
c) Who to contact in the event of a tax/pay query
d) Take bank details to Human Resources


	

	6.
	Holiday Arrangements
a) Holiday entitlements

b) Procedure for booking holidays/fitting in with others
c) Bank Holidays arrangements

	

	7.
	Meal and Social Arrangements
a) Eating regulations in the department
b) Lunch times
c) Location of Staff Centre, refectory and coffee bar facilities

d) Use of telephone for personal calls

e) Smoking regulations in the Department
f) E-mail and internet usage

g) Regulations concerning alcohol

	

	8.
	General Welfare
a) Registration of vehicle/parking disc/parking regulations

b) Information about UCU/UNISON/Amicus
c) Location of other facilities e.g. shops/sports facilities

d) For disabled staff: (i) inform of equality contacts for staff who would like to register a disability or access additional advice, support and guidance - see http://www.equality.leeds.ac.uk/dis-serv/staff/ (ii) make staff aware that funding is available to support disabled staff - see http://www.equality.leeds.ac.uk/dis-serv/staff/disabled-staff/atw/ .  Applications must be made to the Equality Service within six weeks of commencement of employment.
e) ‘People Matter’ and Stress Policy http://www.leeds.ac.uk/hr/policy/documents/stress.doc 
f) Staff support available e.g. counselling, employee advice line http://www.leeds.ac.uk/hr/support/index.htm 
g)  Mediation Service http://www.equality.leeds.ac.uk/mediation-service/ 
	

	9.
	Own Job
a) Explain duties/go through job description
b) Explanation of probation procedures and agree probation plan

c) Introduction to the Staff Review & Development Scheme including how it works and the link to further information: http://www.leeds.ac.uk/hr/development/srds.htm 
d) Explanation of departmental, school or service objectives including relevant key performance indicators

e) Team meetings schedule

f) Arrange access to copy of University Calendar

g) Arrange copy of internal telephone directory 

h) Give information and contact names and numbers of appropriate staff outside department e.g. RSU, ISS, HR, SDDU etc.


	


	10. 
10a
	Professional Practice

Training and Development

a) Introduce to any departmental training and development contact

b) Check whether individual has any immediate staff development needs

c) Introduce to SDDU website http://www.leeds.ac.uk/sddu/ 

d) Introduce to the LOGIK centre http://www.logik.leeds.ac.uk/ 
e) Introduce (if appropriate) to RSU website http://www.leeds.ac.uk/rsu/ 
f) Introduce to staff in similar grade and type of work in other sections/departments
	

	10b
	Financial Procedures

a) All staff must be aware of the University’s financial and purchasing regulations and procedures and the need to comply with them.  The regulations and procedures are on the University’s website at http://www.leeds.ac.uk/finance/guidelines/guidelines.html
b) Introduce to departmental finance administrator and arrange for that person to introduce new member to departmental financial and purchasing regulations and procedures and to train him/her as appropriate
	

	10c
	Health and Safety
a)  Health and Safety DVD seen (see local H&S manager for a copy or view on-line http://www.leeds.ac.uk/safety/video.htm) 

	

	
	Complete all relevant sections
	Key Points
	

	
	Fire Safety
b) Be able to identify the evacuation alarm sound

c) Show his/her evacuation route and assembly point – and any alternative route 

d) Show where the extinguishers are in the office

e) Know when water and other extinguishers can/cannot be used

f) Show how to use them and what to do after use

g) Show where the alarm point is and how to sound it  

h) Explain use of lifts in fire situation

i) Provide information on Fire Wardens
	Sirens / Warbles (Bells)

Extinguishers

Hose reel

CO2 / Dry Powder

Fire Blanket / AFF

Mark empty

Arrange to replace

Break glass

Confirm by phone

DON’T USE

Role / Who they are 


	

	
	Access/Assessment

j) VDU assessment

k) Workstation assessment including workplace tidiness (wires, obstructions)
l) Manual handling
m) Electrical safety

n) Handling dangerous materials and chemicals

o) Personal safety when working outside normal hours

p) Explain reasons for maintaining clear access and hazards caused by obstructing gangways

	Tripping hazards

Fire/evacuation

Fire exits

Fire appliances/

extinguishers

Smoke stop doors
	

	
	Accidents

p) Explain reporting procedures

q) Explain action in the case of serious injury to self or another

r) Explain who the person in the Office is responsible for first aid

s) Location and use of first aid box
	
	

	
	Safety Representatives

Identification of the Union Safety Officer and local Health and Safety Departmental Safety Supervisor with outline of duties and responsibilities
	
	

	
	Safety Committee

Explain the functions of the committee
	Share problems and ideas for improving safety at work

Consultation
	

	
	Safety Policy

Explain employee’s responsibilities
	
	

	
	University Safety Adviser

How would you contact the Safety Adviser for advice


	
	

	10d
	Other Areas of Professional Practice

In addition to Health and Safety and Financial Procedures the line manager as appropriate to make inductee aware of University policy on:
a) Copyright, http://www.leeds.ac.uk/library/rights/ 

b) Data protection, http://campus.leeds.ac.uk/dpa/code.htm 

c) Equality and diversity, http://www.equality.leeds.ac.uk/ed/policy/ 
d) Intellectual property and its protection, http://www.leeds.ac.uk/research/hbook/ipr3.htm
e) Freedom of Information Act 2000, http://campus.leeds.ac.uk/foi/ 
f) Research policy, http://www.leeds.ac.uk/rsu/respol/index.htm#policies, including such things as the NHS research governance framework
Learning and teaching policies and procedures http://www.leeds.ac.uk/qmeu/index.htm 
	


To be completed by the new member of staff

Except for the subjects deleted from the list I agree that I have received information, guidance and instruction as outlined on this checklist.

Signed:
................................................................  Date:
..............................................
To be completed by the person carrying out the induction

The above member of staff has received induction training as indicated on this checklist.

Signed:
.................................................................  Date:..............................................
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