Induction checklist for new members of staff 

Name ______________________________________________________

Department/Section ___________________________________________

Person responsible for your induction _____________________________

Extension  # _________    Email _________________________________

Welcome to your new job at the University of Essex.  You should have received an invitation to a New Staff Induction Day with the documents and information sent to you from Human Resources.  All new staff members are expected to attend this event at the earliest opportunity.  You should also have received an invitation to join an induction tour of the campus.  If you have not received these invitations please contact the Learning & Development Office.

The person named above should guide and help you while you settle into your new job.  He/she should arrange to meet you often during your first few weeks in post and regularly afterwards to discuss any difficulties or concerns you have.  

If you would like any other information about anything please don’t hesitate to ask the Staff Development Officer.  We do appreciate that there is a lot to take in!
When you have completed this sheet (or before if you wish) please send any comments you have on the whole induction process to the Learning & Development Office,   
ext 4402, e-mail ldev@essex.ac.uk.

Please only tick a box when you are fully confident that you do not need any further help on the item.

	
Area of induction
	Tick when complete
	
Notes

	Tour of department/section; including toilets, washing up facilities etc.
	
	

	Introduction to colleagues. 

	
	

	Arrangements for work breaks, including where to get refreshments etc.
	
	

	Find out about car parking and how to obtain a permit from the Estate Management Helpdesk (Room 6.003). Further Information. 
	
	

	Obtain a Payroll Information Pack from your Department/Section Administrator, complete any required documentation, and take it to the Finance Section - Payroll (Room 4SW.6.6) with your bank details, National Insurance number and P45 (if you have one). 
	
	

	Take the required Employment Immigration & Asylum documentation to Human Resources (Room 4SA.6.1) (if applicable).
	
	

	Complete and return pension forms to the Finance Section (Payroll) (Room 4SW.6.6) (if applicable).
	
	

	Make yourself aware of fire, health and safety requirements by completing Health and Safety Induction Checklist. 
	
	

	Complete a ‘new user request’ form in order to get a password and login name to enable computer access.  Forms obtained from the Computing Helpdesk   (Room 4SW.5.4).
	
	

	[bookmark: top]Complete and return your Induction Acceptance Slip to the Learning & Development Office (Room 4SB.5.4).
	
	

	Arrange your guided induction tour with the Learning & Development Office.
	
	

	Information about the role and functions of your department/section.
	
	

	Make yourself aware of accident / 
emergency / evacuation procedures and how to call for a first aider.  Further Information 
	
	

	Find out about arrangements for notification of holidays, sick leave and other frequently asked questions. FAQ
	
	

	Use of telephone and post system, including University internal telephone and e-mail directory.
	
	

	Find out how to order stationery. 

	
	

	Find out about photocopying and printing facilities.
	
	

	Join the library (if applicable).  Take payroll number to Library Circulation Desk.
	
	

	Location of:
	Audiovisual & Media Services   
	Banks (Barclays, Lloyds, Santander)
	Bars (Top Bar, SU Bar)
	Book shop (Waterstones)
	Cafés
Cashiers Office
	Central stores
	Chaplaincy Centre   
	Computing Service 
	Day Nursery    
Information Centre (Including campus patrol officers)
Library  
	Occupational Health Service   
	Human Resources   
	Reception
Restaurant
	Estate Management Section   -
             Lost property
	Sports Centre
Staff Common Rooms
             Student Support Office    
	Students’ Union    
	Theatre Box Office  
	Wivenhoe House Hotel   
	Any others:
	
	

	Are aware of staff development opportunities within your department and those organised through the Learning & Development Office.
	
	

	Are aware of the University’s Equality and Diversity codes and policies (ext 3507).
	
	

	Information about Trade Unions at the University.
	
	

	Information about maintenance at University: procedures / offices / contact telephone numbers.
	
	





