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Induction Checklist for new members of staff
Introduction	

This induction checklist has been designed to ensure that key information is covered with all new starters and can be used in a way that best suits individuals and their current working situation. This checklist provides a series of prompts to help Heads of Department, departmental administrators, line managers or others involved in producing local induction plans to ensure that key information is covered with new members of staff. It should be used in conjunction with the Welcome hub pages. Please ensure you are using the most up to date version of the checklist. You will find this on the Welcome hub.

The checklist does not provide an exhaustive list of every point that might be useful to cover with new members of staff, but it does cover the key topics and departments should add other relevant information or sections as appropriate.

The line manager/individual with the responsibility for developing the induction plan must ensure that:
· All relevant information is covered in the induction plan. 
· New starters complete all induction compliance training in line with the Welcome hub page and as identified locally as a requirement for the successful completion of probation.
· The completed document is kept in the department as a record demonstrating completion of the induction and required training, also to confirm receipt of the equipment listed on page 2.

To provide new starters with a good sense of working at Warwick, and to help them to integrate, it might be valuable for them to spend some time with an informal buddy (either in their own department or a different one), or for them to have a more formal mentor during the first few weeks or months of their induction period. Please consider and arrange as appropriate.
For those who have line management responsibility, please also look at T&D’s Managers Hub for additional information and resources. As a New Manager, we would highly recommend that you visit and bookmark the following link to support you in your first 100 days at Warwick.

This induction plan is for:

Name: _____________________________________________________

University ID:  _______________________________________________

Job title:  ___________________________________________________

Department: _____________________________________		

Start date: __________________________________________________

Plan prepared by: ____________________________________________

	

 Before new member of staff arrives

	Date Completed & 
Manager’s Initials

	Check new member of staff has accepted the post
	

	Prompt new member of staff to register for an IT account (give them staff number) 
	

	Advise new member of staff to update their photo on the system before their first day
	

	Set-up desk and nameplate
	

	
Assign and set-up IT equipment on desk: 
	

	Equipment issued
	Serial number
	

	Pedestal / Key number
	
	

	Desktop
	
	

	Laptop / iPad
	
	

	Mouse / keyboard
	n/a
	

	Mobile phone
	
	

	
Contact the IDG ServiceDesk to arrange: 
	

	1. Access to shared files 
	

	2. Access to Resource accounts (check who the owner is as they will need to request/authorise this)
	

	Signpost the Staff IT Induction
	

	Signpost learning about Moodle – our virtual learning environment and the introductory course to Moodle
	

	Check member of staff is on SuccessFactors, People Search and on structure chart 
	

	Inform the team about the new member of staff and start date
	

	Inform appropriate reception of new member of staff start date
	

	Arrange visitor car park pass (for first day) or inform member of staff where to park
	

	Car parking and permits
	

	Relocation (UK/Overseas) Moving to Warwick? Information for new staff
	

	Reward and Benefits
	

	Pensions
	


Section 1 – Before new member of staff arrives

	Add any local/departmental Induction requirements

	

	
	

	
	

	
	


Section 2 - Getting started at Warwick weeks 1-4
	Getting Set-Up

	Date Completed & 
Manager’s Initials

	Issue University ID card/badge/locker (noting that the University ID card is also a Library card, the library
	

	Tour of department including nearest kitchen/toilets etc.
	

	Introduction to new colleagues and Head of Department (HOD) etc. 
	

	Building/department access 
	

	Fire break-glass points/emergency exits
	

	Evacuation procedure and meeting point
	

	First aiders, nearest medical kits and first aid procedures
	

	Desk/work area/offices
	

	Security of personal belongings
	

	Usual start/finish times and any flexible working arrangements
	

	Tea/coffee/lunch break arrangements
	

	Telephones/email/website/voicemail
	

	Printer/stationery/shredder/recycling bin location and confidential waste policy
	

	Interactive maps of campus
	

	Car parking and permits
	

	Bus services to and from campus
	

	Job description and accountabilities for the role
	

	Supervision/objective setting/Personal Development Review (PDR)
	

	Probation period and objectives University  probation process / Academic probation
	

	Consider arrangements for informal buddy or mentor for the individual 
	

	Signpost learning about Moodle – our virtual learning environment
	

	Review and update your details etc. on SuccessFactors
	

	Booking rooms within the University
Committee Room Bookings
Central Timetabling
	

	Claiming expenses, Business travel 
	

	Learn more about the University Welcome Hub for New Staff
	

	Add any local/departmental induction requirements

	

	
	

	
	

	
	

	
	

	
	





	Staying in Touch

	Date Completed & 
Manager’s Initials

	University Insite
	

	Other ways to stay informed
	

	The Information and Digital Group (IDG) (including help guides, information on working remotely and training courses on LinkedIn Learning)
	

	MS Teams
	

	Hybrid working 
	

	Add any local/departmental induction requirements
	

	
	

	
	

	
	

	
	

	
	

	
	




	Staff networks and activities

	Date Completed & 
Manager’s Initials 

	Work and Professional Staff Networking Groups 
	

	Social Inclusion Staff Networks 
	

	Staff green champions 
	

	Informal staff social and recreational groups
	

	Sport and Wellness hub 
	

	LGBTQUA+ community
	

	Student Opportunity
	

	Employability and Skills
	

	Add any/local departmental induction requirements
	

	
	

	
	

	
	

	
	

	
	

	
	














	Support and development

	Date Completed & 
Manager’s Initials

	Staff wellbeing hub
	

	Employee Assistance Programme
	

	Talent & Development courses and support
	

	Coaching
	

	Social Inclusion 
	

	LinkedIn Learning and the IDG Learning Resources webpage 
	

	University probation process / Academic probation
	

	Reasonable adjustments
	

	Living Positively
	

	Student Engagement Toolkit
	

	Add any local/departmental induction requirements
	

	
	

	
	

	
	

	
	

	Trade Unions

	Date Completed & 
Manager’s Initials

	University Trade Unions
	





	Working at Warwick – key policies and procedures

	Date Completed & 
Manager’s Initials

	Annual leave 
	

	Flexible working 
	

	Dignity at Warwick 
	

	Sexual Misconduct
	

	Rewards and Benefits 
	

	Warwick Values and Behaviours 
	

	Governance policy zone
	

	ED&I policy 
	

	Familiarise yourself with the University's Ethical Approach and Ethical Assurance Framework: Ethical Assurance and the University's Ethical Approach
	

	Reporting procedure for: 
· Annual leave including policy.
· Absence and sickness.
Overtime and time off in lieu.
	

	Add any local/departmental induction requirements
	

	
	

	
	

	
	

	
	



	Managers Essential Training

	Date Completed & 
Manager’s Initials

	Managing Sickness Absence
	

	Personal Development Review
	

	Health and Safety 
	

	Report + Support
	

	
	

	
	

	
	

	
	




Section 3 – Compliance Training

As a new member of staff at Warwick, you are required to complete a number of training courses as part of your induction. Timely completion of these courses will ensure that you are able to:
· Work safely, effectively and confidently.
· Comply with legal and statutory obligations.

All temporary staff working for Warwick who connect to our network need an understanding of good information management and security awareness should complete the SIM training detailed below, general health and safety induction and basic Fire Safety training. Line Managers should specify all other training requirements as appropriate to the role.

This will ensure that you are aware of and comply with:
· University's policies and procedures.
· The University's expectations for all staff to work in a respectful and inclusive manner.

Action
Please select the appropriate compliance training checklist for your work area and if you are unsure, please check with your Line Manager, Departmental Administrator or local contact
· Academic staff.
· CCSG staff.
· Estates staff.
· Professional Services staff.


Academic Staff - Please refer to the Welcome hub when completing this section.
All staff are required to take the following training within weeks 1-2 of their induction
	Security and Information Management Training
	Date Completed & Manager’s Initials

	Information Security Smart
	



	
Health and Safety Training
	Date Completed & Manager’s Initials

	General Health and Safety Induction
	

	Fire Safety training
	

	Display screen equipment and assessment training
	



	Finance training
	Date Completed & Manager’s Initials

	Financial Regulations and procedures
	

	Anti-Bribery Essentials
	



All staff are required to complete the following training by week 4 of their induction
	Social inclusion training
	Date Completed & Manager’s Initials

	Warwick Principles and Social Inclusion (Recommended)
	

	Unconscious Bias: An Introduction
	

	Good Course Learning (Recommended)
	

	
	

	Climate Literacy module:
	

	Warwick Sustainability Induction
	

	Research specific training:

	Epigeum research integrity
	

	Research codes of Practice
	



Dependent on your role, you may be asked to complete additional training as identified below. Please check with your supervisor/manager
	Additional training
	Date Completed & Manager’s Initials

	Research Active Staff
	

	Professional Development for Research Active Staff
	

	Researcher Induction
	

	Returning to Campus training
	

	Staying safe at Warwick
	

	Managing Sickness Absence
	




	Additional Health and Safety training for PIs and managers
	

	In line with the Leadership and Management of Health and Safety at the University of Warwick document the following courses are strongly recommended:

	Risk assessment
	

	Accident investigation
	

	Please refer to the document for additional guidance on these courses and other training for supervisors and managers.

	

	Working with Students
	

	Student Visa Compliance
	

	Suicide awareness training 
	

	Charlie Waller Memorial Trust 
	

	Social Media Policy
	

	Recruitment Training 
	

	Unconscious Bias: Advanced
	

	Introduction to Recruitment and Selection
	

	The role of the Recruiting Manager
	

	
	



	Add in all other local/departmental training which must be completed
	Date Completed & Manager’s Initials

	Academic Heads of Department: Resources
	

	
	

	
	




CCSG Staff - Please refer to the Welcome hub when completing this section.
All staff are required to complete the following training within weeks 1-2 of their induction
	Security and Information Management Training
	Date Completed & Manager’s Initials

	Information Security Smart
	



	Health and Safety Training
	Date Completed & Manager’s Initials

	General Health and Safety Induction
	

	Fire Safety training
	

	Manual handling training	
	

	Display screen equipment and assessment training – desk-based staff only
	


	Finance training
	Date Completed & Manager’s Initials

	Financial Regulations and procedures
	

	Anti-Bribery Essentials
	



All staff are required to complete the following training by week 4 of their induction

	Social inclusion training
	Date Completed & Manager’s Initials

	Warwick Principles and Social Inclusion (Recommended)
	

	Unconscious Bias: An Introduction
	

	Good Course Learning (Recommended)
	

	Climate Literacy module:
	

	Warwick Sustainability Induction
	



Dependent on your role, you may be asked to complete additional training as required below. Please check with your supervisor/manager
	Additional training
	Date Completed & Manager’s Initials

	Return to campus training

	Staying safe at Warwick
	



	Additional Health and Safety training
	Date Completed & Manager’s Initials

	In line with the Leadership and Management of Health and Safety at the University of Warwick document the following courses are strongly recommended:

	Risk assessment for line managers
	

	Accident investigation
	

	Please refer to the document for additional guidance on these courses and other training for supervisors and managers.

	
	

	
Recruitment training 

	Unconscious Bias: Advanced 

	Introduction to Recruitment and Selection
	

	The role of the Recruiting Manager
	

	
	

	First Aid training

	First aid qualification
	

	Emergency first aid
	

	
	

	Food Safety training (Conferences and Retail staff only)

	Food safety essentials
	

	Food allergen essentials
	



	Managing Sickness Absence
	



	Add in all other local/departmental training which must be completed
	Date Completed & Manager’s Initials

	
	

	
	

	
	






Estates staff - Please refer to the Welcome hub when completing this section.
All staff are required to complete the following training within weeks 1-2 of their induction
	Security and Information Management Training
	Date Completed & Manager’s Initials

	Information Security Smart
	



	Health and Safety Training
	Date Completed & Manager’s Initials

	General Health and Safety Induction
	

	Fire Safety training
	

	Manual Handling training
	

	Sustainability
	

	Accident, incidents and near misses
	

	Display screen equipment and assessment training – desk-based staff only
	



	Finance training
	Date Completed & Manager’s Initials

	Financial Regulations and procedures
	

	Anti-Bribery Essentials
	



All staff are required to complete the following training by week 4 of their induction
	Social inclusion training 
	Date Completed & Manager’s Initials

	Warwick Principles and Social Inclusion (Recommended)
	

	Unconscious Bias: An Introduction
	

	Climate Literacy module:

	Warwick Sustainability Induction



Dependent on your role, you may be asked to complete the additional training as identified below. Please check with your supervisor/manager
	Additional training 
	Date Completed & Manager’s Initials

	Returning to Campus training

	Staying safe at Warwick
	

	Additional Health and Safety training
	

	In line with the Leadership and Management of Health and Safety at the University of Warwick document the following courses are strongly recommended & a moodle:
	

	Risk assessment

	Accident investigation
	

	Work Equipment Safety training
	

	Managing Sickness Absence
	

	Please refer to the document for additional guidance on these courses and other training for supervisors and managers.

	



	

	

	Estates induction webpage *coming soon*

	Link to web page coming soon
	

	
	

	Recruitment Training
	

	Unconscious Bias: Advanced
	

	Introduction to Recruitment and Selection
	

	The role of the Recruiting Manager
	



	
Add in all other local/departmental training which must be completed
	Date Completed & Manager’s Initials

	
	

	
	

	
	





Professional Services staff - Please refer to the Welcome hub when completing this section.
All staff are required to complete the following training within weeks 1-2 of their induction
	Security and Information Management Training
	Date Completed & Manager’s Initials

	Information Security Smart
	



	Health and Safety Training
	Date Completed & Manager’s Initials

	General Health and Safety Induction
	

	Fire Safety training
	

	Display screen equipment and assessment training
	



	Finance training
	Date Completed & Manager’s Initials

	Financial Regulations and procedures
	

	Anti-Bribery Essentials
	



All staff are required to complete the following training by week 4 of their induction
	Social inclusion training
	Date Completed & Manager’s Initials

	Warwick Principles and Social Inclusion (Recommended)
	

	Unconscious Bias: An Introduction
	

	Good Course Learning (Recommended)
	

	Climate Literacy module:
	

	Warwick Sustainability Induction
	



Dependent on your role, you may be asked to complete additional training as identified below. Please check with your supervisor/manager
	Additional training 
	Date Completed & Manager’s Initials

	Returning to Campus training

	Staying safe at Warwick
	



	
Additional Health and Safety training

	In line with the Leadership and Management of Health and Safety at the University of Warwick document the following courses are strongly recommended:

	Accident investigation
	

	Risk assessment
	

	Please refer to the document for additional guidance on these courses and other training for supervisors and managers.

	
	

	Working with students

	Student Visa Compliance 
	

	Consumer Law

	Applying consumer protection law   
	

	
	

	
Recruitment Training 

	Unconscious Bias: Advanced

	Introduction to Recruitment and Selection
	

	The role of the Recruiting Manager
	



	Managing Sickness Absence
	

	
	

	Add in all other local/departmental training which must be completed
	Date Completed & Manager’s Initials

	
	



Section 4 – Additional induction requirements for your team/department

	Additional induction requirements
	Date Completed & Manager’s Initials

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	







I confirm that I am in receipt of the equipment listed on page 2 which remain the property of the University of Warwick, and when I leave employment these will be returned on my last working day.

Print name: ____________________________________________
Signed: 								        Dated: 		




           Declaration

When fully completed, the new member of staff and the line manager/individual completing the plan must sign and date this form. Please retain this document on the employee’s personnel file within the department.

                Employee’s signature: __________________________________
                Job title: _____________________________________________
                Department:  _________________________________________ 

                Manager’s signature: ___________________________________
                Job title: _____________________________________________
Completion date: _                                                                               _
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