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	Employee Name:
	

	Department :
	

	Date employment commenced:
	

	Job Title:
	


	General area to be addressed
	Useful resources / contacts
	√ 

	Tour of buildings and facilities 

· Department & local
· Campus map issued
	Line manager/Induction facilitator
	

	Work/Office location

· Keys / security

· Computing access / account

· Telephone & Voicemail

· Cathedral pass (Canterbury)
· SCR card
	Line manager/Induction facilitator

Facilities Management contacts /web pages 

Staff Association
	

	Introduction to work colleagues


	Line manager/ Induction facilitator
	

	Working hours / arrangements for :

· Absence and leave
· Breaks
· Keys and access 
· Other local useful information
	Line manager /Induction facilitator
	

	Introduction to key contacts outside department 

 
	Line manager /Induction facilitator
	

	Staff Development needs and  support 
	Line manager/ Induction facilitator

Staff Development brochure & web pages

Staff Orientation /Getting Started

	

	Job description, role requirements and expectations 


	Line manager /Induction facilitator
	

	University process for :

· Pay and benefits

· Expenses
	Human resources web pages
Finance Department web pages

	

	Trade union membership & staff representation

	Line manager
	

	HR documentation received: 
· Contract of employment

· Grievance procedure 

· Pension scheme
· Disciplinary procedure

· Equal Opportunities policy


	Human Resources web pages

Equality & Diversity web pages

	

	Health & Safety Information :

Health & Safety checklist

Health & Safety procedures


	Health and safety web pages
	


For additional useful information for new staff visit:

www.canterbury.ac.uk/support/staff-development/induction/essential.asp
	Date checklist completed
	

	Signature HOD/Line Manager
	

	Signature staff member 
	


Induction Checklist  








