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Local Induction
A Managers Guide
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Introduction

During the first quarter of 2010 new staff were invited to take part in a survey on their induction experience at Aston University[footnoteRef:1]. The majority of staff were satisfied with the induction received from HR and while there was satisfaction with local induction (induction provided by departments) staff had quite varied experiences. Making use of this guide should bring about a uniformity enabling all new staff to the university to have a relevant induction experience. [1:  Review and EVALUATION OF Staff induction at Aston University(2010_ Centre for Staff and Graduate Development
] 



[bookmark: _Toc293575513]Importance of Induction

The importance of induction has been well documented[footnoteRef:2] and induction is seen as an essential and effective way of integrating staff into an organisation. Not only should induction be seen as a way of informing staff about policies and facilities it should also be seen as an opportunity to discuss the organisation in terms of both values and culture[footnoteRef:3].At local induction there is an opportunity to discuss, for example, Aston First (Aston’s culture transformation programme). [2:  ACAS. (2007) Recruitment and induction. Advisory booklet. (Rev ed.) London: Acas. Available at: http://www.acas.org.uk

ARNOLD, J.T. (2010) Ramping up onboarding. HR Magazine. Vol 55, No 5, May.
]  [3:  ROBSON, F. (2009) How to… deliver effective inductions. People Management. 18 June.] 
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The purpose of local induction is to introduce new staff to their department, discuss their role and meet with their team. Induction also provides the manager with the opportunity to get to know their new colleague and to start developing a rapport with her/him. It is accepted that there is no ‘no one size fits all’ approach to induction but providing a structured local induction experience is of value to not only new staff but managers and the wider organisation.

Induction is as important for agency staff and casual staff  as it is for more permanent staff, even if they are going to be in the department for a short time. Managers need to make local judgments about the extent of induction necessary for these individuals, but it should be sufficient to ensure that they can work in a safe way and that they are able to do their jobs effectively. 
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Many organisations are now making use of induction buddies to help with the socialisation of new staff into the organisation. 

During their first few days new staff need to feel welcomed by and connected with the people around them. They need to know there is someone they can approach to explain things, or just to ask ‘silly questions’ and to get a feel for the place. An induction buddy is a member of the team and selection can be based on the following criteria

The induction buddy should be selected on a voluntary basis and should be:

· a person other than the line manager  
· a person who can be trusted to give accurate information on policies and procedures
· a person with an understanding of the physical layout of the university
· a person in a similar role and/or works in a similar area of the academic unit/service unit as the new member of staff 
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· to support the induction programme of the new member of staff 
· be a friendly face in the first few weeks of a new job 
· encourage sharing of information and answer any day to day questions about ‘how it works around here’ 
· act as a link with other staff members 
· help the new members of staff with their orientation into the departments working practices
· familiarise the new member of staff with their immediate surrounding as well as a tour of the campus 
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It is suggested that the manager agrees to see the new member of staff at least twice during their first month of employment. The following checklists are for guidance and should be used as appropriate dependent on the role of the member of staff. . 
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To be scheduled as close to the new member of staff starting as practical, guided by one or both of the suggested checklists above. Towards the end of the meeting the induction buddy can join and explain their role.
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The second meeting will allow the manager and the new member of staff to review the preceding weeks and deal with any issues which may have arisen.


[bookmark: _Toc293575523]Concluding comments[footnoteRef:4] [4:  Should you want to discuss your local induction plan further please contact Ray Power, Centre for Staff and Graduate Development r.power1@aston.ac.uk ] 


It is accepted that a well-planned and delivered induction is welcomed by new employers and has benefits for the individual, for the team and the organisation. Given the challenges facing Higher Education in general and Aston University in particular time spent on induction will help staff settle into their roles more quickly and enable them to make a meaningful contribution to the future success of the university.
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The first checklist refers to arrangements which need to be made prior to the first meeting with the new employee.



	Name
	

	Job Title
	

	Line Manager 
	

	Start Date
	



	PRIOR TO STARTING
	
	Date

	ISA 

	· Computer set-up including access to specific systems
	
	

	· Printer settings
	
	

	Telephone 

	· Account set up with Marianne Lynne 
	
	

	· Online phone directory entry 
	
	

	To be updated

	· Door sign 
	
	

	· Fire Safety Register 
	
	

	· Equipment Inventory
	
	

	Misc 

	· Preparation of workstation
	
	

	· Keys 
	
	

	· Name Badge
	
	

	· Timesheet
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This checklist is a guide for the first meeting between the manager and the new employee.

	FIRST MEETING
	
	

	Issue
	Comment
	Action

	Any outstanding issues resulting from the Induction provided by HR?
	
	

	Explain the principal goals and functions of the department.
	
	

	Provide information about the university’s history, culture and values, Aston First
	
	

	Clarification of job requirements, setting standards and agreeing objectives
	
	

	
The role of PDR
	
	

	
Your role as manager
	
	

	Training and Development opportunities
	
	

	The role of the induction buddy
	
	

	The objective(s) of the second meeting-here a manager could suggest a topic for discussion-Aston First for example
	
	

	Any other questions/issues
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Items listed in checklist 3 can be shared by the line manager and the induction buddy, depending on local circumstance. Some of the items listed could be covered at the first meeting. 

	DURING FIRST WEEK
	

	Location and facilities

	· Workstation 
	

	· Toilet facilities
	

	· Entrances and exits to be used
	

	· Opening and locking up of office and codes to rooms
	

	· Keys to rooms
	

	· Timesheet 
	

	· Admin facilities (e.g. photo copier, stationery)
	

	· Post system
	

	· Tour of campus
	

	· If new to Birmingham, directions to the city centre, provision of local information as required.
	

	· Staff intranet – availability of information 
	

	· [bookmark: _GoBack]Car parking
	

	· Access to Nursery
	

	Health and Safety

	· Show fire exits and assembly point
	

	· Location of First Aiders
	

	· Location of first aid box and procedure for reporting an accident
	

	· Security - role and telephone number
	

	· Provide HR Health and Safety Plan
	

	· DSE assessment on workstation 
	

	· Working alone
	

	Procedures

	· Flexi time and working hours
	

	· Sickness Absence and Lateness 
	

	· Annual Leave 
	

	· Probation
	

	· PDR
	

	· Car parking 
	

	Meeting Key Staff

	· Introduce to all colleagues 
	

	· Arrange meetings with key contacts in relevant departments
	

	Telephone & Computer Systems

	· Telephone 
	

	· Out of office responses
	

	· Forwarding phone
	

	· Setting voicemail message
	

	· Telephone directory on intranet site
	

	· Computer 
	

	· Email account working
	

	· Out of office responses
	

	· Access  to relevant drives
	

	· Agresso (if applicable)
	





	REFRESHER & REVIEW AFTER FOUR WEEKS
	

	Health and Safety

	· Show fire exits and assembly point
	

	· Location of First Aiders
	

	· Location of first aid box and procedure for reporting an accident
	

	· Security - role and telephone number
	

	· Provide HR Health and Safety Plan
	

	· DSE assessment on workstation 
	

	· Working alone
	

	Procedures

	· Probation
	

	· PDR
	

	Meeting Key Staff

	· Arrange meetings with key contacts
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