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Section 1.  Induction programme checklist

This Checklist is for use by the new staff member and their line manager as a reminder of the areas to be covered during the first few weeks of employment.

The University web site is at http://www2.le.ac.uk/ 
A great deal of useful information is kept up to date on University websites and references are made to this within the Checklist. All urls for University websites can be found in Sections 4 and 5.

During the first few months of employment you will be invited to attend the Introduction to the University of Leicester.  This event is held each term and provides information about the University and its future and also offers an opportunity to meet senior colleagues. 
	Area of Induction
	Recommended Website
	Time scale
	Tick when

Complete
	Comments



	

	Welcome and introductions to staff within the department/office
	
	
	
	

	Staff record form/contact details
	
	
	
	

	Contract letter
	
	
	
	

	Conditions of appointment, probation, appraisal
	HR - Terms and Conditions
	
	
	

	Salary
	HR – Salary 
	
	
	

	Pension
	Finance – Pensions 
	
	
	

	Expenses
	
	
	
	

	Union membership
	
	
	
	

	Equal opportunities (including Departmental Equal Opps. Officer)
	Equal Opportunities/Staff Welfare 
	
	
	

	Visit to salaries and wages
	
	
	
	

	Hours or work and breaks 
	HR – Terms and Conditions 
	
	
	

	Holiday entitlement and procedure for booking holiday
	HR – Annual leave  
	
	
	

	Notification of absence
	
	
	
	

	Sickness policy
	HR – Sickness 
	
	
	

	Keys, swipe cards and access arrangements
	Security  
	
	
	

	Computer registration and e-mail
	IT Services 
	
	
	

	Parking permit
	Parking for Staff  

	
	
	

	Smoke-Free Policy
	http://www2.le.ac.uk/offices/registrarsoffice/notices   
	
	
	

	Personal telephone calls
	
	
	
	

	Personal photocopying
	
	
	
	

	Tour of Campus facilities, to include, Catering, banks, Travel shop, Union shop, Bookshop, sports facilities, AVS and Library
	
	
	
	

	

	Arrangements for Health & Safety training
	Health and safety 
	
	
	

	Health and Safety issues concerning the department/job
	
	
	
	

	Location of fire exits
	
	
	
	

	Evacuation procedure
	
	
	
	

	Names and contact details of first aiders
	
	
	
	

	Location of first aid boxes
	
	
	
	

	Accident reporting procedure
	
	
	
	

	

	Data Protection
	
	
	
	

	Disciplinary procedures
	
	
	
	

	Grievances
	
	
	
	

	

	Employee’s work area
	
	
	
	

	Location of Toilets
	
	
	
	

	Key activities of Department
	
	
	
	

	Talk with individuals within the department to learn about their roles
	
	
	
	

	Times of departmental meetings
	
	
	
	

	Employee’s role
	
	
	
	

	Specific Job Training (ongoing)
	
	
	
	

	Culture and values e.g. background, mission statement, quality systems, customer care
	
	
	
	

	Staff Development activities
	Staff Development Partnership 
	
	
	


Section 2.  Monitoring your programme

Use the form to make a note of any issues/comments relating to your progress through your induction programme.

Name : 

Start date :

Induction programme week one - Evaluation with your line manager

Induction programme after 3 months - Evaluation with your line manager

Induction programme after 6 months (i.e. probationary period) – Evaluation with your line manager

Section 3.  Induction programme feedback form

Please complete this form when you have finished your induction. Pass it to your line manager for his/her comments.

Name : Inductee :

Name : Line manager :

Date :

If you have found the Induction checklist useful, please tell us why

Manager’s comments

If you did not find the Induction checklist useful, please tell us why.

Manager’s comments

Is there any thing that could be included

Manager’s comments

Is there anything that could have been excluded

Manager’s comments

Section 4.  University policies

The university has a set of policies that outline the various expectations and procedures that individual employees and University Departments and expected to follow.  The following is a list of some of the key ones that you should be aware of and where that can be found on the University website. Your line manager will advise you where there are direct implications for work.
Policies, codes and guidance from the Human Resources can be found at

http://www2.le.ac.uk/offices/hr/policies 
Of particular relevance are:

· Disability policy

· Equal Opportunities Policy

· Harassment Policy

· Race Equality Policy

· Sickness Absence Policy

· Staff Welfare Policy and Provision

· Terms and conditions of employment  
http://www2.le.ac.uk/offices/hr/policies/cm/tcs 
Data protection legislation:  http://www2.le.ac.uk/offices/itservices/resources/cis/iso/dpfoi 
Copyright: http://www2.le.ac.uk/library/services/copyright 
Advice and information from the Staff Development Partnership: http://www2.le.ac.uk/offices/staff-development/info/advice 
Of particular relevance are:

· Appraisal Scheme Policy

· Guidance notes for Appraisees

To understand the University and how it operates the following websites and documents are useful.

University of Leicester Corporate Plan at:
http://www2.le.ac.uk/offices/registrarsoffice/notices 
The Leicester Learning and Teaching strategy at:
http://www.le.ac.uk/academic/learning-and-teaching/strategy.html 

Section 5.  Campus facilities
http://www2.le.ac.uk/staff/working/facilities 
	Catering services
	http://www.le.ac.uk/catering/ 

	Bank
	http://leicesterunion.com/percygee/santander 

	Travel 
	http://www2.le.ac.uk/offices/estates/environment/travel 

	Student Union facilities
	http://leicesterunion.com/percygee/abode 

	Library
	http://www2.le.ac.uk/library 

	Bookshop
	Library:  http://www.le.ac.uk/bookshop/ 

	Sports facilities
	http://www.le.ac.uk/sports/ 

	Audio Visual Services (AVS)
	http://www2.le.ac.uk/offices/itservices/resources/cs/avs 


Section 6.  Other useful sites for University information

Car parking
http://www2.le.ac.uk/offices/estates/services/day-to-day-services/transport/parking-1 

IT Services 
http://www2.le.ac.uk/offices/itservices 
Private telephone calls

Contact the University’s Switchboard email: switchboard@leicester.ac.uk  to obtain a ‘Registration for Personal Telephone Call Facility’ form.  Call charges for personal telephone calls will be deducted from your salary. 

Safety Services

http://www.le.ac.uk/safety/ 
Safety documentation (available on web site)

· Electrical Safety -  http://www.le.ac.uk/safety/documents/pdfs/elec0012.pdf
· Display Screen Equipment Policy and Guidance - http://www.le.ac.uk/safety/documents/pdfs/dsepandg.pdf 
· Fire Safety Arrangements and Guidance -  http://www.le.ac.uk/safety/documents/pdfs/firesafetyarrangements.pdf 

· Manual Handling and Lifting -  http://www.le.ac.uk/safety/documents/pdfs/manhand-guide-0012.pdf
· New and Expectant Mothers at Work - http://www.le.ac.uk/safety/documents/pdfs/mothers-0012.pdf
· Accident Report – RIDDOR - http://www.le.ac.uk/safety/documents/pdfs/accident-guidance-050104.pdf
· Statement of Health and Safety Policy and Organisation and Arrangements -  http://www.le.ac.uk/safety/documents/pdfs/hands-policy.pdf  
Safety forms (available on Safety Services web site)

· Report of a Health or Safety Incident Form - 
http://www.le.ac.uk/safety/forms/accident-report-form-10.doc 
· COSHH Assessment Form -
http://www.le.ac.uk/safety/forms/coshh/coshh-blank.doc 
· Manual Handling of Loads: Assessment Checklist - http://www.le.ac.uk/safety/forms/manhandle-checklist.doc
· Risk Assessment Form - 
 http://www.le.ac.uk/safety/forms/risk-assessment-sheet.doc
Security
Estates and Facilities Management Division: 

http://www2.le.ac.uk/offices/estates/about-estates/structure/facility-services/security/security 
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