New Starter Induction Checklist
NAME:
                                                        DATE STARTED:
POSITION:
                                                      DEPARTMENT:



	TO BE COMPLETED BY UNIT MANAGERS / SUPERVISOR 
	When
	Done



	The Basics
	
	

	Proof of work status
	1st day
	

	Check New starter paperwork, including P45 (or P46)
	1st day
	

	Signpost to department copy of Staff Handbook, including:
	1st day
	

	· Sickness absence – what to do if you are sick 
	1st day
	

	· Salary details
	1st day
	

	· Hours of work
	1st day
	

	· Details of different leave types, how to book a holiday etc 
	1st day
	

	· Signpost to Disciplinary and grievance procedures
	1st day
	

	· Signpost to Policies and procedures
	1st day
	

	Introduction to other department staff and dept. managers 
	1st day
	

	Tour of the building
	1st day
	

	How to use the Telephone
	1st day
	

	Staff room/toilets
	1st day
	

	How to use the Printer
	1st week
	

	Health & safety & environmental info to give out
	
	

	Fire & Evacuation procedures
	1st day
	

	Escape routes
	1st day
	

	Manual Handling 
	1st day
	

	COSHH
	1st day
	

	VDU assessments
	1st day
	

	First aid – Location of first aid boxes and first aiders. 
	1st day
	

	Recycling your waste
	1st day
	

	Transport to work
	1st day
	

	LUU’s Environmental Management System (EMS) 
	1st day
	

	EMS Operational Policies and Procedures 
	1st day
	

	Departmental Information 
	
	

	Function of the Department
	1st day
	

	Where the Department fits in LUU (org charts available at 
O Drive/HR & Admin/Public/Org Charts)
	1st day
	

	Introductions to all staff in the Department and familiarise with their roles and responsibilities
	1st week
	

	Job description 
	1st week
	

	Specific duties
	1st week
	


	Induction/training sessions for all new starters to complete*
	
	

	Visit the staff intranet New Starters section including:

http://www.leedsuniversityunion.org.uk/intranet/infofornewstarters/
	1st week
	

	· Watch the Short film about LUU 
	1st week
	

	· New starters Frequently asked questions
	1st week
	

	· Signing up to all relevant induction sessions
	1st week
	

	· ISS induction for PC/Email users
http://iss.leeds.ac.uk/filestore/training/Staff_Ind/Main_Menu.html
	1st week
	

	
	
	

	Sign up to People and Plans Induction *
	1st week
	

	Sign up to Health & Safety induction*
	1st week
	

	Sign up to SPARKS induction *
	1st week
	

	Sign up to diversity session*
	1st week
	

	Sign up to financial procedures induction session* (if relevant)
	1st week
	

	
	
	

	Induction Training for Managers or Supervisors only

E-learning modules, please sign up via HR Officer
	By 6 months
	

	Managing Performance
	1st month
	

	Managing Absence
	2nd month
	

	Recruiting and Selecting the right people
	3rd month
	

	Managing Discipline & Grievances
	4th month
	


*Please note your new the induction training sessions can be signed up to via the intranet in the New Starters section or by contacting the HR Administrator.  All new starters should aim to attend the induction/training sessions within their first 3 months of joining.  Attendance at the sessions should be monitored via the individual’s probationary review forms
Please submit this induction checklist with the 3 month probationary review form to the HR and Admin department
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