MEMORANDUM

	FROM:
	Academic Services 
Administrative Team


	TO:
	[name]

	DATE:
	[insert]
	TEL NO
	43377
	cc:
	

	EMAIL
	asadmin@contact.ac.uk
	
	
	
	


Welcome pack for new starter – [name]
Guidance for completion by line manager/nominees

Dear [name]

Please find the attached “welcome pack” for your new member of staff which contains useful information about the University and Academic Services.  The pack has been prepared by the Admin Team and is the responsibility of the line manager or nominee to ensure new staff receive the pack on their first day or as soon as practically possible thereafter.

The pack contains:-


1. New Starter Induction which is the actual induction document that should be discussed with your new starter over the coming weeks, signed off by both of you and returned to the Admin Team for follow-up.


2. Supplementary information on Academic Services and the University where appropriate, eg structure charts, phone lists, maps, divisional profiles etc.  Please add to this any division or section specific information that you feel necessary.

An automatic invitation to attend the Academic Services Welcome Briefing will be sent to [name] together with details of the next campus tour.

We look forward to meeting [name] during [his/her] first few weeks with us.

Regards

XXX
Academic Services

Administrative Team



Manager/Nominee Induction Checklist

	Name of new starter
	

	
	

	Job Title
	

	
	

	Start Date
	

	
	

	Name of Staff member responsible for local induction
	


The Admin Team will
	(
	
	Add new starter to the Academic Services Staff Database

	
	
	

	(
	
	Request an Email account to be set up via the IT Service Desk (see ‘Systems Access’ below for further details)

	
	
	

	(
	
	Compile an induction pack (to follow separately)

	
	
	

	(
	
	Book onto Welcome session 
	(
	Book onto campus tour


	Done
	Activity/Task
	Notes

	Before Arrival


	(
	Send ‘informal’ welcome letter to new starter at least 1 week prior to start date 
(template available on the staff resources section of the AS staff intranet)

	To include less formal info re who to report to and what time on first day, a brief outline of what will happen on first day, a reminder to bring along all documentation that HR advised to enable ‘sign-on’.

	(
	Inform relevant staff / other divisions about the new staff member.
	‘All staff’ email as appropriate to include job title, role, date of commencement, name, area of responsibility and/or a more specific email to relevant departments.

	(
	Obtain Welcome Pack from Admin Team including relevant information to read/review
	e.g. organisational charts, email addresses, job desc, calendar of events, list of key post holders, a/l sheet etc. Admin Team will initiate ‘Welcome Pack’ on behalf of Line Manager.

	(
	Create meeting plan and book required training

(template available on the staff resources section of the AS staff intranet)


	Please ensure you include mandatory training:-

· Sign-on with HR and ID badge production
· Fire Safety training with Health & Safety Unit

· “Welcome” to the University induction briefing
· “Welcome” to Academic Services induction briefing

· Academic Services campus tour

· PDR/SDR reviewer or reviewee (as appropriate)
Please ensure you include mandatory meetings

· Meetings with key staff in team/area

· Weekly 1:1s with line manager for first weeks

· Monthly probationary meetings for duration of probation

Suggested additional support/training
· Proactis (if applicable)
· Banner/BOXI (if applicable)

· Business Objects (if applicable)

· Meet Divisional Director

· Meet Assistant Director


	(
	Ensure all basic equipment / furniture is in place to enable staff member to perform duties and Display Screen Equipment (DSE) is completed (template available on the staff resources section of the AS staff intranet)
	To include: stationery, office key, phone, name plate on door (if necessary), diary/calendar.  Identify and prepare any “Access to Work” requirements if appropriate. 

	(
	Ensure workstation is ready 
	Configure computer. Obtain password and access to relevant applications/drives/load other programmes.

	(
	Systems Access: 
· BANNER, BIRMS, BOXI, TokOpen

· ADF Username and Password

	To arrange access for BANNER, BIRMS, BOXI, TokOpen, you will need to contact your Divisional Administrator in the first instance.  
Please note: access to BIRMS, BOXI, and TokOpen cannot be obtained without an ADF username and password.  It is therefore important to ensure the new member of staff contacts the IT Service Desk, asap, preferably on their first day, to arrange this.  A username and password cannot be requested by anyone other than the individual. 
Contact details for the IT Service Desk: 

Tel Ext: 47171 or if in person the IT Service Desk is located at the back of the Main Library in Zone GD.
Access to BANNER can be requested prior to start date. The new starter’s name, ID/Payroll number along with the member of staff whose permissions you will be copying will be required.

	(
	Email Lists
	Please advise the Admin Team which (majordomo) email lists the new starter needs to be added to.

	(
	Request a ‘buddy’ for the initial period of employment
	The Admin Team have a central list of AS buddies and one will be assigned if required. 

	(
	Complete any specific divisional administration including access to local systems
	Items to include/review
· Annual leave card and reporting/spreadsheet

· Flexitime spreadsheet

· Sickness/absence spreadsheet

· Structure chart update

· Telecoms and global address book update

· Security access to building(s)
· Update major domo (staff email lists)

	First day / week


	(
	Be there to meet and greet new staff member on arrival (or appoint nominee). Accompany new staff member to HR to sign on/obtain staff ID
	Ensure new member of staff has appropriate ID/documentation for appointment with HR.  If car driver and access to University car parks is required complete HAS online form.
http://www.has.bham.ac.uk/support/parking/staff/index.shtml

	(
	Demonstrate use of phone and voicemail
	Include: picking up other phones; standard greeting when answering; making calls internally and externally.

	(
	Introduce staff member to colleagues
	To also include colleagues in other departments if appropriate.

	(
	Introduce ‘Buddy’ (if assigned)
	An initial meeting should be arranged separately with the new staff member and buddy (via Admin Team).

	(
	Mini tour of building/work area including emergency procedures and assembly point

	Location of toilets, staff facilities for refreshments, shops etc.  Please ensure emergency procedures and assembly points are covered and the Induction Fire Briefing Checklist is completed:
https://www.intranet.bham.ac.uk/university/hsu/documents/hspolicy/4FS_F1.doc
Please return completed forms to the Admin Team, G30, Aston Webb.

	(
	Location of equipment
	Include fax, copier. Show how to use equipment and provide any passwords/security codes. 

IT Systems: internet, intranet, use of computers and email (policy).  Location of stationery supplies and how to order. Post: sending internal and external mail.

	(
	AS website
	Show how to navigate the site - locate own web section and intranet pages. 


	(
	Discussion of terms of employment
	Agree hours (start/finish times); tea/lunch breaks; Annual Leave and Study leave (if appropriate); Procedures for reporting absences, sickness, medical appointments.

	(
	Discussion of duties / job description
	Ensure that new staff member knows what is expected of them. Discuss expectations and standards, goals and objectives. Set context within the Division/Team and overall mission of AS. An awareness of how their role relates to the overall aims of AS and the University. A brief discussion of the annual cycle of events and what happens when throughout the year, including forthcoming events and tasks.

	(
	Discussion of the probationary procedure and staff development reviews (SDRs/PDRs) as appropriate.
	Diarise probationary review dates and initial weekly meetings to discuss progress; Outline immediate training and development needs and future staff development opportunities.

	(
	Allow time for reading of induction ‘Welcome Pack’
	Policies and procedures etc

	(
	Equal opportunities and Diversity
	Provide details of HR website for diversity and equal opportunities.

	(
	First tasks
	Assign and explain first tasks/duties, indicating where information and help can be obtained.

	(
	Governance / Reporting Lines / Meetings structures 
	Discuss Divisional management and meetings e.g. SMT meetings and any divisional /team meetings (meetings structure).

	(
	Allow time towards the end of the week for an informal ‘progress discussion’
	How is it going?

	First Month and beyond


	(
	Schedule regular meetings to discuss progress and clarify objectives (part of probation process)
	Work is assessed and discussed – review progress and provide constructive feedback via 1-1s. These meetings will feed into the probationary review procedure and future staff development reviews.

	(
	Review duties/responsibilities to ensure that they are still appropriate
	Check whether the new staff member has any specific requests regarding their job/role.


This checklist is designed to suggest general action points. There is a separate induction programme for all new staff which will enable regular reviews to be undertaken on the effectiveness of the induction process and ensure that staff members fully understand University and Budget Centre policy and procedures.
All new staff should also attend the centrally organised Induction briefings and campus tours and will automatically be invited as appropriate.  Details of forthcoming dates can be found on the staff intranet.
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