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Faculty of ……….

Department of ………./Section

(as appropriate)

Staff Induction Programme

for

(Name of New Employee)
Welcome to Loughborough University

Faculty of ………

Department of ………./Section

(as appropriate)



This induction programme aims to:

· Welcome you to the staff in the Department of ………./Section (as appropriate) and the team you will be joining

· Explain your contribution to the Department/Section in general and the section you will be joining in particular

· Introduce you to staff with whom you will be working and 

those in key positions

· Explain essential administrative procedures

· Enable you to become familiar with the Department/Section and the Faculty, particularly those areas with which you will be closely associated during your working day

· Make you aware of the support services available to you

Please note that ……………………+ has assumed responsibility for the arrangements for your induction, and will ensure that all relevant areas are covered effectively.

Other appropriate members of staff may be involved in your induction programme.

(+complete as appropriate)


Loughborough University  - Mission

Our mission is to increase knowledge through research, to provide the highest quality of educational experience and the widest opportunities for students, to advance industry and the professions, and to benefit society.

INDUCTION CHECKLIST:   ……………………(Name of new employee)

	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	GENERAL

Departmental Induction checklist (this document)
	
	
	

	University Induction Pack (Staff Development)*
	
	
	

	Corporate image
	
	
	

	Data Protection
	
	
	

	University Security (incl campus entrance barriers)
	
	
	

	Car parking
	
	
	

	Library
	
	
	

	
	
	
	

	Training opportunities/

Staff Development
	
	
	

	Probation:  procedures and support
	
	
	

	Appraisal (academic/related)
	
	
	

	Respecting Diversity (mandatory training course).
	
	
	

	Main contacts for queries
	
	
	

	
	
	
	


	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	PAY/FINANCE 

Pay days
	
	
	

	Finance/ Department/Payroll
	
	
	

	University financial procedures
	
	
	

	Departmental financial procedures
	
	
	

	
	
	
	


*document issued at induction

	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	FACILITIES
Staff room
	
	
	

	Drinks facilities (coffee etc.)
	
	
	

	Lunch arrangements/

eating facilities
	
	
	

	Toilets
	
	
	

	Keys/key pads and security of premises
	
	
	

	Departmental administrative support services
	
	
	

	Sports and recreation (departmental and University)
	
	
	

	Facilities for disabled staff
	
	
	


	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	HEALTH & SAFETY

Fire drill/alarm testing
	
	
	

	University H&S policies/arrangements including No Smoking
	
	
	

	University Medical Centre
	
	
	

	Departmental H&S

Policies/arrangements
	
	
	

	Accidents

· Staff/students

· Recording
	
	
	

	H&S in Laboratories and

Workshops
	
	
	

	Protective clothing (if    appropriate)
	
	
	

	First Aid
	
	
	

	Out of hours working policy
	
	
	

	
	
	
	


*document issued at induction

	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	COMMUNICATIONS

University Newsletter
	
	
	

	Staff meetings
	
	
	

	Team meetings
	
	
	

	E-mail (Eudora/Outlook Express)
	
	
	

	Internet/Intranet
	
	
	

	Mail
	
	
	

	Noticeboards
	
	
	

	
	
	
	


	Topic
	To be undertaken by (member of staff)
	Signed by member of staff responsible

(as completed)
	Date

	DEPARTMENT/

SECTION

Key Departmental/Section and Faculty staff and their role
	
	
	

	Key University staff and their role
	
	
	

	Structure of Department/

Section and Faculty
	
	
	

	Working area/office
	
	
	

	Job description
	
	
	

	Departmental Staff Handbook
	
	
	

	Hours of work
	
	
	

	Sickness procedure/

Recording
	
	
	

	Holidays
	
	
	

	Social activities
	
	
	

	
	
	
	


*document issued at induction

TRAINING NEEDS:

At the induction meeting, your line manager should identify any immediate training needs for you (including any compulsory training courses), and record these below.  If the training can be provided by Staff Development, application forms should be completed to initiate its booking.

1.  Respecting Diversity (mandatory)

TO:  (Name of New Employee)

As soon as you have completed your induction programme, please sign this page and return the booklet to the person co-ordinating your induction.  This document will be filed in Human Resources on your personnel file:  a copy may also be kept in your Department/Section.

If you wish to give any comments or feedback on your induction, please do so below.  Alternatively, you are welcome to arrange a discussion with the HR Adviser for your area of the University (Administration Building 2, Ext xxxx, email xxxx).

I confirm that my induction programme has been completed.

Employee (signature): ........................................……………………….........

Date: ................................................................………………………….

Signature of XXX (line manager): ...........................................……….
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