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Induction checklist for Head of Department

Members of staff new to the University will need guidance, support and information in order to establish themselves quickly.

The head of department (head of section, directors of units etc.) is responsible for inducting new members of staff, however much of the induction process may need to be delegated.  The delegated person should be clearly identified: he/she will be responsible for planning and leading the programme.

The content and extent of the programme will depend on the post and may vary.  The checklists below are designed to suggest general action points.  You should also refer to the health and safety induction guidelines. Those involved in the process may wish to add more. 

There is a separate induction checklist for the new member of staff which they can tick when they have completed items and retain the list as a record.

For training or advice on the introduction of new staff to the University please contact the Learning & Development Office on ext 4402 or e-mail ldev@essex.ac.uk

Name of new member of staff  ______________________________________________

Job title  ___________________________________________

Start date  ____ / ____ / ____

Person responsible for the induction of the new member of staff  ___________________

Before member of staff arrives
	
	Notes

	Plan induction programme.


	

	Check start date and time.


	

	Check new member of staff knows where to report to.


	

	Identify and brief people who will be responsible for this induction and ensure they schedule time to meet the new member of staff on first day.
	

	Arrange any necessary equipment: stationery, keys, name/door plate, uniform, induction pack (including departmental information).
	

	Brief colleagues on new member of staff’s arrival.


	

	Schedule time for head of department to meet with new employee – preferably on first day; if not, within first week.

	

	Arrange for new employee to meet with key people in the University with whom they will be liaising in relation to their posts.
	




The first day
	Welcome new employee.


	

	Introduce new member of staff to colleagues in the department/Section.

	

	Check new member of staff received documents and information from Human Resources on appointment, including invitation to the New Staff Induction day & tour.
	

	Explain induction process and give them a departmental induction pack (including induction checklist and Health and Safety induction checklist).
	

	Ensure arrangements for the first few days are in progress.


	

	Make a time to meet at the end of the week.  Arrange times to meet for the first few weeks.

	



The new member of staff should know how and where to find you if he/she wishes.  You should arrange to see them often to start with, then regularly.  A good guide is: once a day for a week, once a week for a month, once a month for a year.

Further meetings with new member of staff

	Dates:				Time:				Place:

















	Meet new employee.

	

	Discuss any problems or concerns.

	

	Ensure items on induction lists are being ticked off.

	



When the new member of staff has completed the induction checklists, please discuss with him/her what has worked well and not so well in the period of settling in.  If you have any comments on the process they would be gratefully received by the Learning & Development Office, ext 4402, email ldev@essex.ac.uk.
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