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New staff induction checklist

Name:

Date of employment:

Name of buddy:

Before employment
	 
	Action
	Who
	Date
	Initials
	Manager's Guidance

	Other Staff in the Department
	Inform all staff in the department of: 
Where the new staff member will be located;
What they will do;
Who they will be working for;
Who their buddy will be;
Any adjustments required in relation to disability.
	 
	 
	 
	If adjustments have to be made in relation to disability, liaise with your School/Unit Disability Coordinator and/or Occupational Health. https://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Schoolsafetyco-ordinators/ 

	Appoint a 'Buddy'
	Appoint someone in the department to be a 'Buddy' for the first few weeks. Make sure the buddy has freed up some time and has the relevant job description for the new member of staff. 
	 
	 
	 
	 

	 
	Appoint a back-up buddy in case the buddy is not available or ill
	 
	 
	 
	 

	Welcome
	Ensure a senior member of the School/Unit is available to welcome the new started on their first day.
Inform reception that they will be arriving
	 
	 
	 
	 

	Necessary Equipment
	Check that the equipment they need for their role is available and will be ready for use when they start i.e. workstation, chair, telephone, PC etc
	 
	 
	 
	New equipment should be ordered via your School/Unit buyer

	 
	Identify and prepare any special needs equipment and/or access etc.
	 
	 
	 
	 

	Job Description
	Have a copy of the person's job description ready for them in their work area when they arrive
	 
	 
	 
	 

	Training
	Identify likely training for the individual and make sure this is possible in terms of cover and availability of training
	 
	 
	 
	Refer to the induction pages on the CAPOD section of the University website: http://www.st-andrews.ac.uk/staff/ppd/Newstaffinduction/ 

	Preparation of guidelines for on-the-job learning
	Discuss and agree as a department who will assist with each aspect of on-the-job learning
	 
	 
	 
	 


First day

	 
	Action
	Who
	Date
	Initials
	Manager's Guidance

	Welcome and Introductions
	Welcome from a senior member of the School/Unit
	 
	 
	 
	 

	 
	Introductions to other members of the School/Unit/Team
	 
	 
	 
	 

	 
	Arrange coffee-break/lunch with colleagues
	 
	 
	 
	 

	 
	Introduce to buddy
	 
	 
	 
	 

	 
	Discuss timetable for induction and ensure they are familiar with the University on-line induction resource
	 
	 
	 
	http://www.st-andrews.ac.uk/staff/ppd/Newstaffinduction/

	 
	Check they received their induction pack from Recruitment, containing details of pension and policy information
	 
	 
	 
	

	 
	Buddy to ensure that the new staff member visits the Recruitment Office in Old Burgh School with passport and qualification certificates. [New staff member cannot get paid without this taking place]
	 
	 
	 
	 

	Familiarise with environment
	Familiarise new member of staff with:
Their workstation;
Toilets;
Catering facilities (especially those in the vicinity);
Staff meeting rooms/ common areas;
Entrances/exits to building;
Advise on smoking policy and designated smoking areas.
	 
	 
	 
	 

	Security
	Supply with any keys, security numbers for doors, or swipe cards.
	 
	 
	 
	 

	 
	Arrange for the new employee to collect their staff card
	 
	 
	 
	Contact Business Improvements to arrange: http://www.st-andrews.ac.uk/staff/tech/idcards/ 

	 
	Obtain an IT username and password from the IT Helpdesk in the library
	 
	 
	 
	Instructions for registering e-mail etc are available at: http://www.st-andrews.ac.uk/staff/itsupport/

	 
	Assist in organising a car-parking permit by directing to the appropriate web-site link
	 
	 
	 
	http://www.st-andrews.ac.uk/staff/tech/ 

	 
	Inform of after-hours procedures e.g. available exits and times of locking
	 
	 
	 
	 

	Health and Safety
	Alert the new employee to fire exits, where the fire equipment is kept and a map indicating the fire assembly points and which one they would use most often.
Explain action to be taken in event of discovering a fire
	 
	 
	 
	Liaise with the School/Unit Health and Safety coordinator if necessary: https://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Schoolsafetyco-ordinators/ 

	 
	Inform them who is in charge of first aid and safety (both within the School/Unit and in the EHSS Unit) and where to find the nearest first aid box and what to do if an accident or emergency occurs.
	 
	 
	 
	 

	 
	Know where to find/complete an accident form
	 
	 
	 
	http://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Forms/

	 
	Show location of health and safety policies on the University website
	 
	 
	 
	http://www.st-andrews.ac.uk/staff/safety/

	 
	Provide any necessary protective clothing etc.clothing, eye/hearing/foot/head/hand protection
	 
	 
	 
	Liaise with the School/Unit Health and Safety coordinator if necessary: https://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Schoolsafetyco-ordinators/ 

	 
	Identify specific Safety Training e.g. COSHH, Laboratory, workshop, electrical, computer ergonomics
	 
	 
	 
	Liaise with the School/Unit Health and Safety coordinator if necessary: https://www.st-andrews.ac.uk/staff/policy/Healthandsafety/Publications/Schoolsafetyco-ordinators/ 

	Information about the department
	Provide with:
A list of staff in the department, what they do, their telephone extensions and e-mail addresses;
Diagram of the School/Unit and University structure and where they fit in.
	 
	 
	 
	University overview: http://www.st-andrews.ac.uk/about/ 

	Telephone, Internet and Visitors
	Advise of any School/Unit procedures in dealing with visitors and answering the phone
	 
	 
	 
	 

	 
	Provide with their own extension number, fax number, pager number etc
	 
	 
	 
	 

	 
	Demonstrate the University website and the 'current staff' page
	 
	 
	 
	http://www.st-andrews.ac.uk/staff/

	 
	Demonstrate how to use the phone, voicemail system (if applicable) and fax
	 
	 
	 
	Voicemail system instructions: http://www.st-andrews.ac.uk/staff/tech/Telephones/Thetelephonesystem/Universityvoicemailsystem/ 

	Times of Work 
	Discuss and agree start, finish, lunch, break times and any other scheme involving hours, whilst maintaining cover for each other and the department
	 
	 
	 
	 

	Other
	If new to the University, inform them about their Union and how to join
	 
	 
	 
	 http://www.st-andrews.ac.uk/staff/policy/Equalopportunities/TradeUnionrepresentatives/ 

	 
	Amend the School/Unit's web-page to include the contact details for the new staff member
	 
	 
	 
	 


First week

	 
	Action
	Who
	Date
	Initials
	Manager's Guidance

	Learning and Development
	Initial identification of training needs and discuss how training will be provided
	 
	 
	 
	 http://www.st-andrews.ac.uk/capod/workshops/ 

	training need 1
	 
	 
	 
	 
	 

	training need 2
	 
	 
	 
	 
	 

	training need 3
	 
	 
	 
	 
	 

	training need 4
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	Agree a process to monitor the progress and completion of on-the-job learning (a check-list?, regular meetings?)
	 
	 
	 
	 

	Procedures
	Explain & demonstrate how the following systems work (if relevant);
Finance & expense claims
Stationery & equipment ordering
Leave & absence reporting
Mail collection & post
COSHH&HAZOPS safety regulations
laboratory/workshop/specialist techniques

	 
	 
	 
	 

	Facilities and equipment
	If new to the University, arrange a tour of the parts of the University they may use e.g. library, computer centre, Gateway, sports centre etc (NB this is also included in the University Induction course)
	 
	 
	 
	Contact CAPOD (x2141)

	 
	Ensure they have been allocated a place on the next University Induction course. Review other essential training e.g. diversity courses, IT courses etc 
	 
	 
	 
	Contact CAPOD (x2141)

	 
	Show them where the photocopier and other equipment is and how to use it.
Demonstrate how to operate equipment safely
Demonstrate the computer software packages they will be using
	 
	 
	 
	 

	Further Introductions
	Introduce them to any key members of staff outside the School/Unit
	 
	 
	 
	 

	Other
	If necessary, ask the new staff member to keep a list of things they feel the need to know. Their buddy should review this list on a regular basis
	 
	 
	 
	 

	 
	Provide them with an internal telephone book or show them where to locate one
	 
	 
	 
	Internal phone book: http://www.st-andrews.ac.uk/contacts/ 

	 
	Confirm that they're aware of the University Human Resources Policies (Equality and Diversity, Grievance Procedure, Disciplinary policy, Flexible working etc)
	 
	 
	 
	HR policies: http://www.st-andrews.ac.uk/staff/policy/hr/ 

	 
	Explain about the Q6 review and development scheme; what stage the scheme is at in the School/Unit and who their reviewer will be
	 
	 
	 
	Q6 information: http://www.st-andrews.ac.uk/staff/ppd/developyourself/q6/ 

	 
	Show them how to navigate the University website and where to find key information (e.g. Friday memos, events, HR policy page etc)
	 
	 
	 
	 

	 
	Ensure Academic members of staff have been allocated a mentor by their Head of School and told about academic probation
	 
	 
	 
	Refer to the 'probation' section on this web-page: http://www.st-andrews.ac.uk/staff/policy/employment/ 


First month and rest of probationary period

	 
	Action
	Who
	Date
	Initials
	Manager's Guidance

	Problems
	Meet with the new staff member and review how they're settling in. Deal with any problems e.g. clarification of role etc
	 
	 
	 
	 

	Diversity Awareness
	If the new staff member did not attend a University Induction day, they must complete an on-line version of the course instead. This takes approximately one hour to work through.
	 
	 
	 
	The online induction course can be accessed: http://www.st-andrews.ac.uk/staff/ppd/Courses/Coursecode,13172,en.html

	Things to Continue
	Buddy to monitor the induction process and continue to set aside time for discussion and questions
	 
	 
	 
	 

	 
	Consideration of further training and monitoring of training already provided
	 
	 
	 
	 

	 
	Schedule a Q6 meeting
	 
	 
	 
	 


Signature of new employee upon completion: 
Date:
Signature of Line Manager upon completion:
Date:
