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A Framework for Local Induction of New Staff
A list of recommended actions for managers for the induction of new staff into Schools and Departments
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Recommendations


	
	School Issues for New Staff Induction 
Induction issues that are specific to School or Department can be inserted below for the appropriate period
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	Pre-employment
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Agreement of start date and time, where to 
come to and who to ask for
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Send details of local induction programme
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Send some advance information about the School
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Organise workspace, computer, telephone access, and stationery
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Allocate mentor for Academic, Research & Professional & Managerial Staff (Grade 7 & above)
(recommended but optional for others)
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	First Day 
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Welcome - Head of School/Head of 
Department, principal investigator/line 
manager (if appropriate) and mentor
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	School & Department Information 
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Entrances to site and building
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Location of toilets
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Location of common room/tea and coffee, restaurants


	
	
	[image: image24.emf]   

   



	[image: image25.emf]   

   

How to address people
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Main duties of new member of staff
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Lunch and other breaks
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	Health and Safety 
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Complete Health and Safety Induction Checklist
https://www.reading.ac.uk/web/files/health-and-safety/inductionchecklist_aug_2014.docx
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If a PC user notify local DSEasy administrator
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	First Week
	
	
	

	Information 
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School and Department’s functions
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Key colleagues and contacts
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Standards of work/conduct, Values and Behaviours (Staff Rules*)
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If Academic or Research Staff guide them to University Code of Good Practice in Research
http://www.reading.ac.uk/web/UCOGPR
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Ensure they are booked on Central 

Induction Day
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Complete Data Protection training module (20mins) www.reading.ac.uk/data-protection-training 


	
	
	[image: image46.emf]   

   



	[image: image47.emf]   

   

Complete Freedom of Information training 
module (20 mins) www.reading.ac.uk/freedom-of-information-training
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Complete Diversity on-line training module  http://www.reading.ac.uk/internal/humanresources/PeopleDevelopment/newstaff/humres-equalopportunitiesdiversity.aspx  
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Complete Information Security training module www.reading.ac.uk/internal/imps/Staffpages/imps-info-sec-selfenrol.aspx
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Complete Environmental training module http://www.reading.ac.uk/cleanandgreen/Whatcanyoudo/SustainabilityTraining.aspx
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If a PC user DSEasy assessment to be completed
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If Researcher on short term contract ensure they have received copy of local concordat and are booked on Induction for New Research Staff
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Formal/informal rules e.g. use of phones etc.
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On-line telephone/email directory
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Computing information (e.g. email, School software)
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Explanation of any dress code


	
	
	[image: image66.emf]   

   



	[image: image67.emf]   

   

Web page
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School handbooks, course information etc.


	
	
	[image: image70.emf]   

   



	[image: image71.emf]   

   

Obtain from employee: emergency 
contact, name address and telephone no.
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Shopping and bank facilities **
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Notice boards
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	Procedure:
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To obtain a vehicle entry permit *
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In case of illness or inability to get to work


	
	
	[image: image80.emf]   

   



	[image: image81.emf]   

   

In case of problems with salary/tax etc **
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To conduct relevant financial procedures
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	First month
	
	
	

	Information 
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Ordering equipment
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Getting more stationery
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Support services
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Holiday entitlements, authorization 
and other leave
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Staff portal.
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Sports and social facilities **
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Library **
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Staff training ** 

(If staff are to have financial responsibilities ensure they are booked on relevant courses)
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Medical facilities **
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	Procedure
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To claim expenses
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To find out about trade unions **
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To make queries about pension 
arrangements **
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	Longer Term (within 3 months of arrival)
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Procedures for probation or review.

(It may be advisable to set dates for a monthly review for the first three months with manager)
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Disciplinary and grievance procedures
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Opportunities for promotion
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Staff Development Review process **
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Conventions about earning money 
outside the University
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Research and teaching details
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	New Senior Academic Staff
	
	
	

	Pre-employment
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Invitations to attend: major School meetings,
examination meetings, informal discussions with staff
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Discussion with Head about personal research 
and teaching plans
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Shadowing staff members for a day
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Provide key School and University documentation
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Tour of School


	
	
	[image: image131.emf]   

   



	On appointment
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Appropriate selection from general 
checklist
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*check received in staff welcome pack.**covered in central induction programme, but ask if they have any further questions.[image: image1.emf]   
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