	[image: ]
	For Managers: Preparing an effective induction & checklist



For many, the prospect of a new job in a new organisation or area is a daunting one. An employee’s first impressions of the University will have a significant impact on their integration within the team and their level of job satisfaction. A good induction programme will help integrate new colleagues into the University and help them settle in more quickly into their job, resulting in more effective performance at an earlier stage. Benefits of an effective induction include:
[image: 50% greater productivity levels from new starters  54% rise on retention rates of new starters  69% increase in likelihood of employees remaining with the company for at least 3 years]
Source: Acevedo & Yancy (2011)

Take the time and forward plan
There’s no getting around it, the induction process does take time to do well.  Getting it right ensures that your new employee is engaged and productive sooner and can prevent issues later on.  Before the new member of staff arrives, there is an opportunity to commence communication and plan the induction programme so that it runs smoothly throughout. Spend time now to save time later on!

Their first day
This should be a welcoming day – a chance to meet the team. The induction programme should be discussed and dates booked in. Only essential information should be given to ensure the new starter doesn’t feel overloaded. 

Pre-start
Ensure regular communication before the person starts, which may include a team meet-and-greet. Develop and personalise an induction plan and checklist for the new starter.





At 3-6 months
Regular formal reviews should be held to ensure that progress stays focussed, on track and any issues are dealt with so that probation can be completed. Check in on their experience of their induction to make improvements for the future.

Their first week
During the first week, further information should be given on the key aspects of the job, the goals and objectives of the team and University. They should have their first buddy meeting and have an initial discussion about their probation objectives.



At 1-3 months
Commence regular 1:1 meetings and discuss their learning needs to create their induction development plan. Begin to discuss personal objectives and development plan that will be agreed in their P&DR.






			Timely, organised and engaging
Lays foundations for important relationships
Provides necessary technical/role-specific skills
Sets out University history, vision, and strategic plan
Regular 1:1s to provide support and check-in
Defines key development objectives 
Key components of an effective induction
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	[image: Support for you: If you have any questions about appropriate learning objectives and learning activity for your new starters, there are various sources of information including: Your line manager, Manager's Essentials, Your People Partner, Talent Development]Managers Induction Checklist
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	This checklist is for managers to ensure you cover everything you need to at each stage of the induction process. This checklist should sit alongside the New Starter Induction Plan,  and can be used to populate the plan as necessary.  It is important to refer to this in advance of the new starter’s first day and when preparing their Induction Plan. 

The checklist outlines the areas that will typically form part of the induction process; you may add to this in order to incorporate local induction practices within your own department. If there is anything you are unsure of in this document, please speak to your line manager or local leadership team in the first instance. 
Items in italics = optional activities


	New starter details

	Name
	

	Job Title
	

	School/Department
	

	Start date
	



	Pre-arrival
	Tick when complete

	Welcome email and/or phone call including:

	

	· Start/finish time where applicable
· Office number and building
· Campus map
· An overview of their induction programme
	· Details on office attire/anything they should bring or prepare for their first day
· Options for hybrid/flexible working in the role and a request for the individual’s preference or requirements
	

	An email template is available to use as a reference.  
	

	Prepare the new starter’s Induction Plan 
	

	Prepare workspace and equipment e.g. desk, IT equipment, phone and phone line. Contact IT/place order if necessary. Where home working ensure this is delivered to the new starter on or before their first day. 
	

	Arrange introductory meetings with key people ahead of time (e.g. Head of Department, Department/School Leadership Team, other team members etc.)
	

	Arrange for new starter to attend local health and safety induction (if applicable)
	

	Organise welcome lunch with co-workers, if possible
	

	Assign a buddy
	



	First day – People Services set up
	Tick complete

	Visit People Services - completed starter documentation and ID checks
	

	Provide bank details
	

	Discuss pension options (including pension choice and auto-enrolment requirements)
	

	Obtain Colleague ID card
	

	Ensure necessary building access requirements
	




	First day –Local set-up
	Tick when complete

	IT and email account set up – discuss  IT Acceptable Use SOP for staff
	

	Telephone set up
	

	Microsoft Teams set up. Ensure they are added to relevant teams, channels and chats. 
	

	Determine which systems are required for their role and apply for access
	

	Consider their building access requirements and liaise with the appropriate business area/person to arrange for the necessary access
	

	Add new starter to listservs, shared drives, shared mailboxes, departmental website, structures and staff lists, leave planner – liaise with your local Operations team to do this, if required
	

	Conduct tour of workplace including fire exits and shared facilities (if working on campus)
	

	Introduction to work colleagues
	

	Obtained names and contact details for key contacts in School, Department, IT helpdesk, etc. 
	

	Add new starter details to the online directory
	

	Explain use of StaffNet and online directory
	



	First week 
	Tick when complete

	Discuss working hours, flexible working options, start and finish times (if applicable)
	

	Discuss logistics for home working (where relevant) and share the University’s Hybrid Working Principles. Agree any specific arrangements with the new starter.
	

	Discussed school/department customs & practices, dress code, communication channels, social activities
	

	Have a 1:1 meeting(s) with new starter; discuss job description, requirements and expectations. Share the new starter’s Induction Plan with them and give an overview of their induction period, and discuss objectives required for probation period, if required.
	

	Discuss policies and practices of particular importance to the area of work/School/Faculty/Department
	

	Explain Faculty / Department structure
	

	Introduction to key School/Faculty/Department contacts
	

	Arrange for new starter to attend any Departmental/School/business area welcome events
	

	Ensure key meetings are added to their diary
	

	Discuss the new starter’s learning needs and complete their Training & Development Plan (can be found at the end of their Induction Plan)
	

	Discuss Probation arrangements, expectations, objectives and review dates
	

	Complete the Health & Safety Checklist Ensure you discuss health and safety arrangements for home working where relevant. 
	

	Explain the approach for Performance Development Reviews 
	

	Explain sickness reporting procedures, who to contact, by when
	

	Explain how to book annual leave, departmental rules / cover arrangements
	

	Ensure new starter has read and understood Discipline and Grievance Procedures
	

	Ensure new starter has read and understood Equality and Diversity Policy
	

	Explain the University’s 2035 Strategy 
	

	Explain about the colleague benefits, discounts and facilities
	

	Ensure the completion of all essential online training, which includes:
	

	· Health & Safety
· Fire Awareness
· Data Protection & Cyber Security
· Sexual Harassment  
	· Diversity in the Workplace
· Unconscious Bias
· Disability Equity
· AI at the University
	

	Ensure the new starter has read and understood the University’s financial rules and regulations and the Code of Conduct for University Colleagues (Ordinance XVIII)
	

	Ensure the new starter has read and understood the University’s Fraud Response Plan
	

	For research / teaching and research and experimental officers staff only, ensure they have:
· Read and understood the Code of Good Research Practice Policy
· Read and understood the Code of Practice for Investigating Concerns about the Conduct of Research
· Completed the Research Integrity online training
	

	Visit Occupational Health (if required)
	

	University / Campus Tour
	

	Arrange for their attendance at Departmental social activities e.g. coffee mornings
	



	Months 1-3
	Tick when complete

	Commence regular 1:1 meetings / hold probationary meetings as appropriate
	

	Set some initial objectives and set expectations for their first few months in role
	

	New starter to attend a University Welcome Event.
	

	Ensure attendance to all relevant team meetings
	

	Ensure completion of supplementary online training, which may include:
	

	· PDR Information
· Introduction to Higher Education
· Recruiting Colleagues at Manchester

	· Managers’ Essentials 
· New Academics Programme
	

	Invite the new starter to attend a Campus Tour
	



	Months 3-9 months onwards
	Tick when complete

	Conduct Probationary Review meeting at appropriate point (probation periods vary for different roles – please check the policy)
	

	When applicable, ensure People Services are informed that new starter has passed probation period (and inform your new colleague)
	

	Provide ongoing feedback to the individual on their performance
	

	Set a series of SMART objectives and provide clear role expectations to be integrated into their P&DR
	

	Review this checklist to ensure completion
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Support for you

If you have any questions about appropriate
learning objectives and learning activity for your new
starters, there are various sources of information including:

Your line manager

Managers Essentials
Your People Partner
Talent Development
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