[image: image1.jpg]Canterbury
Christ Church
University




Staff Development Office

Human Resources Department 

10 January 2011
Mr Malcolm Wink
Carbon Reduction Engineer
Estates and Infrastructure
Dear Malcolm,
We would like to welcome you to Canterbury Christ Church University and we very much hope that you enjoy your new role here.  We recognise that ensuring that you have a positive and useful introduction to working life here at the University is vitally important. This letter sets out what you can expect as a new member of staff and the support we provide for you. 
Initially, your department should provide a local induction for you to meet new colleagues and key contacts and also to inform you about local working arrangements. They may use a checklist to help plan this, a sample copy of which is included with this letter. The Faculty may allocate you a buddy or peer mentor to assist you in your early months here – ask your Head of Department for further information.
Getting to grips with the wider University aims and plans, processes and key people is supported by a number of events hosted by the University Staff Development Office which are set out overleaf.  These events offer a useful opportunity to obtain valuable information and contacts as well as to network with colleagues from across the University, so we look forward to meeting you there.  

Events marked with * are automatically booked for you and you simply need to confirm your attendance when requested and advise of any special requirements. Other events you may wish to book onto yourself can be viewed at: www.canterbury.ac.uk/support/staff-development/brochure/index.asp.
You may also find it useful to look at some of our web pages which contain specific guidance and information for new staff:  www.canterbury.ac.uk/support/staff-development/induction/essential.asp

If you require any advice or information, please do not hesitate to telephone us or contact us by e-mail: staff.development@canterbury.ac.uk.

Yours sincerely
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Tracy Bell-Reeves

Assistant HR Director (Development) 

Events for New Staff at Canterbury Christ Church University

	Event
	Description
	Date / Time

	Staff Orientation and Welcome *
Essential for all new staff

	Led by the Vice-Chancellor and members of the Senior Management Team introducing the University’s aims and plans, and the information fair to meet other colleagues and learn about University working life. 

	Wednesday 6th April
9.30am – 4pm

	Introduction to Equality and Diversity*
Essential for all
	Short session giving an overview of equality and diversity at the University. 


	Thursday 14th April
2pm –3.30pm

	Getting Started

Useful for all new staff
	Guide to essential University systems, procedures and processes especially useful for those in an administrative role.


	Tuesday 15th March
9.30am – 12pm

	Introduction to Teaching in HE

Session for all academic staff new to teaching in HE 
	Either as a standalone session or as a pre-cursor to the Post Graduate Certificate in Learning and Teaching.


	Thursday 14th April

12pm – 2.30pm

	Supporting Students Effectively
Essential for all staff whose role will involve liaising with students
	This session provides an overview of what we provide for students and your part in providing an excellent experience for our students.

	Thursday 26th May
2pm - 4.00pm


NB:  Do let us know if you have any special requirements, i.e. dietary, access, large print needed etc, in order to fully participate in these events by emailing: staff.development@canterbury.ac.uk  

To book events online please visit: www.canterbury.ac.uk/support/staff-development/brochure/index.asp
