THE UNIVERSITY OF BIRMINGHAM

INDUCTION CHECKLIST
-
identify local safety officer(s)
(
-
more detailed explanation of
(
(to be completed by the nominee of the Head of School/
-
identify first aider(s)
(
local health & safety & procedures

Budget Centre and returned to Personnel Services)
-
identify any particular health and 
-
arrange registration for email, computing
(


safety risks in the department
(

services & library as necessary
(
Name:
……………………………..

-
arrange to collect identity card
(

Fire procedure explained or pointed out as follows:

Job Title:
……………………………..
-
action to be taken on hearing alarm
(
CAMPUS

-
fire alarm point/notices location
(
-
copy of map given to new member of staff
(
Dept/School:
……………………………..
-
means of escape seen
(
-
tour of campus and facilities
(

-
assembly point seen
(
info on car parking, sports centre

Start Date:
……………………………..
-
how to raise alarm
(
· location of fire appliances
(
FIRST DAY AT WORK
Tick Boxes
-
location of fire doors and purpose
(
STAFF DEVELOPMENT

when complete
-
particular fire risks
(
-identify any training needs in relation to job
(


-
identify local fire warden(s)
(
-give copy of Staff Development guidelines
(
welcome and introductions to
(


- SMART Learning & Development objectives 




VISIT PERSONNEL SERVICES AND
have been set
(

Dept/School/Unit staff

PENSIONS
-
tour of Department
(
(to arrange sign-on to payroll/give number)
(

     COMMUNICATIONS
-
cloakroom and toilet facilities
(



Inform XXXXof tel ext


(
-
telephone cover and policy re
(




-
private phone calls
FIRST WEEK


-
policy on private post
(
IN THE DEPARTMENT

-
sickness reporting procedures
(
-
grievance/disciplinary/University
(
-
annual leave requests
(

rules and procedures


Signed: …………………………………………...
-
confidentiality
(
-
office procedures
(

(new member of staff)
-
supervision
(
-
copy of job description/outline of  project
(


Dated: …………………………………………….
-
hours of work
(
-
specific discussion on new entrant’s
(
   
Signed: …………………………………………...
-
rules on smoking
(
own job and the standards expected
(


(Head of School/Dept or nominee)
HEALTH AND SAFETY

- SMART work objectives have been set
(
-
explanation of role of mentor as applicable
(

probation procedures explained (if applicable)
(


Dated: ……………………………………………
-
awareness of local policy rules 
(
- 
function of department explained and where it
(
-
how to raise health & safety concerns
(
- fits in University structure
-
bomb procedures
(
- IT Services Environmental checklist
(
<[Type text]>

