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My Induction Plan

	Name:
	
	

	Line Manager:
	
	

	Buddy:
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Welcome to the University of Manchester!  We are delighted that you have joined our team. We want to ensure that in these early days you are well supported and that there is a plan in place to assist you in learning about the work of University of Manchester and the role that you will play in achieving the organisation’s goals. 

Outlined for you below is your tailored induction plan. Many aspects of this plan are generic to all new colleagues and other aspects are specific to your role. Your line manager will work with you closely to review the plan and to keep it updated. Please take ownership for this plan and if things don’t quite happen as planned – which sometimes they won’t – please discuss this with your line manager.

At University of Manchester, all new starters are required to successfully complete their probation period of which the length depends upon your employment contract and role. This learning plan ensures that you are given the support and objectives required to successfully complete the probation period.  You will have on-going reviews with your line manager to discuss your progress. After successfully completing your probation period your line manager will formalise your objectives for the rest of the year and agree a personal development plan with you. This plan and your objectives are the two key components of our performance process.

There is a lot to learn, especially in the first couple of weeks and it may feel at times that you are overloaded with information.  You may feel overwhelmed by the complexity of the organisation and knowing who is who. Don’t worry – we appreciate the settling in period can be challenging and we will support you through it.  You’ll be assigned a fellow team member to be your Buddy so that you have someone to go to when you need help or have a question. Your line manager will be on hand to support and guide you and it’s a good idea to build your own network in the organisation – for example with other new starters you meet on the University of Manchester induction programmes. 

We hope you enjoy learning about the organisation and are excited about the role you can play in being part of the University of Manchester.

Key StaffNet links to refer to during your induction:
· First Day Essentials
· New Starter Pages
· Health & Safety Checklist
· Manchester 2035
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	New Starter Induction Plan
***Refer to the induction checklist (linked above) when creating this plan. 
Line manager to update and amend prior to sharing with new starter – then delete this text***


	Timeline
	Activity
	New Starter comments
	Manager comments

	Month One
In your first month of joining the University the focus of your induction plan will be on learning your way around your School/ Department and the University, familiarising yourself with key policies and responsibilities in role and meeting your team and key stakeholders

	
	Meeting with line manager to go through key information University and Department/Team information
	
	

	
	Meetings with the team
	
	

	
	Meetings with key people (define who and when)
	
	

	
	Shadow key events (define what and when)
	
	

	
	Key reading and important information relating to the role
	
	

	
	Complete training & development plan (see below)
	
	

	
	Complete essential online training
	
	

	
	Agree initial work objectives
	
	

	
	Complete the health & safety checklist
	
	

	
	Agree working arrangements including hybrid or flexible working 
	
	

	
	[Insert additional items and delete this text]
	
	

	Month Two
The focus of this month will be on gaining a deeper understanding of the organisation and of working relationships, knowledge and skills you will need to build to be effective in your role. 

	
	Attend a University Welcome Event
	
	

	
	Complete any supplementary online learning
	
	

	
	Attend a Campus Tour
	
	

	
	Start to pick up key responsibilities (outline what these are)
	
	

	
	[Insert additional items and delete this text]
	
	

	Month Three
The focus will be on further equipping you to be able to do your role. If you are completing your probation period at the end of this month you will have a formal discussion with your line manager to acknowledge this transition.

	
	Probation review meeting (if new starter is working to a 3 month probation)
	
	

	
	P&DR meeting and SMART objectives
	
	

	
	[Insert additional items and delete this text]
	
	

	Months Four to Six
The focus on this period will be on setting team and personal objectives as you start to perform in your role. These discussions will take place using the formal P&DR process as a foundation so that your activity starts to embed your activity into a vital member of the team.

	
	Handover of full responsibilities (outline what these are)
	
	

	
	[Insert additional items and delete this text]
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If you are new to the University or your role has changed, you are likely to have learning and development needs to enable you to perform and reach your potential in your new role. It is important to consider a range of development activities that include on-the-job learning, learning from others as well as undertaking a course or training programme.  This form should be completed through discussion with your line manager and agree an action plan to be put in place. Any actions agreed here should be added to your Induction Plan above. 
For more information on training and development available please contact Talent Development by emailing od@manchester.ac.uk
	

	Name
	

	Job Title
	

	School/Department
	

	Start date
	



	Identify any training needs below, together with agreed actions to address them
	Target completion  date
	Review Date

	Specific to the Role

	
	

	Organisation skills, Administrative, IT 



	
	

	Leadership, Management/Supervisory 

	
	

	Customer Service



	
	

	Health & Safety



	
	

	Other



	
	



	
	Name
	Signature
	Date

	Line Manager 
	
	
	

	Employee 
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