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       FIRST DAY INDUCTION CHECKLIST         



	 
NAME:

	
START DATE:



	INTRODUCTION TO SERVICE/FACULTY
	

	
	

	Arrange personal support for new starter (mentor if appropriate) 
	

	
	

	Meet other staff in Service/Faculty
	

	
	

	Workstation and related equipment
	

	
	

	Security arrangements
	

	
	

	Structure, size, profile etc of Service/Faculty 
	

	
	

	Telephone system including notification to Telephone Services
	

	
	

	IT systems, network, e-mail and ID password, including data protection issues
	

	
	

	Sustainability  - please complete the checklist attached

	

	
DOMESTIC ARRANGEMENTS
	

	
	

	Refreshment arrangements
	

	
	

	Location of nearest toilet facilities
	

	
	

	Travel to work – www.uwe.ac.uk/transport 
	

	

	

	
HEALTH AND SAFETY

Faculties and Services conduct Induction Training to their own arrangement in accordance with HSS03.

	

	

	

	CAMPUS
	

	
	

	Tour of campus
	

	
	

	Introduction to other staff
	

	
	

	Refectory facilities, shops, bank
	

	
	

	

	
	

	LEAVE AND ABSENCE
	

	
	

	Annual Leave
	

	 - leave card
	

	 - authorisation procedure
	

	 - any local rules
	

	
	

	Absence due to illness
	

	 - who to notify and when
	

	 - employee statements
	

	 - medical certificates
	

	
	

	
	

	EQUALITY AND DIVERSITY
	

	- Equality and Diversity information and schemes (E&D Unit website – www.uwe.ac.uk/equalityanddiversity)
	

	- Equal Opportunities Policy 
	

	- Equality Act – implications for service delivery and employees FFI: www.ecu.ac.uk 
	

	- Dignity at Work Policy and procedure/contacts – bullying and harassment
	

	- Disability and access to work (HR www.uwe.ac.uk/hr and E&D website) 
	

	- Stonewall Diversity Champion and LGBT-inclusive HR policies
	

	- Employee Assistance Programme http://eap.rightcorecare.co.uk   
	

	- Staff Networks  www.uwe.ac.uk/staffnetworks
	

	There are networks for black and minority ethnic staff, female staff, disabled staff  
and lesbian, gay, bisexual and transgender(LGBT) staff and staff with a religion 
and/or belief system. All staff are entitled to a maximum of 15 hours a year in their work time (pro-rata for part time staff) to participate in staff network activities, e.g. attend meetings etc. 
	

	
	

	
	

	
	

	THE POSITION
	

	
	

	Outline of the role
	

	
	

	Line management
	

	
	

	Relationships within work groups
	

	
(for Academic Staff): On-line assessment system explained

	

	Contacts outside work group
	

	
	

	Work cycles/time scales
	

	
	

	Jargon/special terminology
	

	
	

	Probation procedure
	

	
	

	Pay arrangements
	

	
	

	Pension form completion
	

	
	

	Work-life balance, family-friendly policies and flexible working arrangements
	

	
	

	Staff Intranet (particularly “new staff” page within the Human Resources Services site)
	

	
	

	Staff development and training
	

	
	

	Perdormance Development Review
	




	
MANAGER/TRAINER:

	
DATE:




UWE and Sustainability - staff induction


 (
Please go through this informati
on with the new member of staff,
f
ill
 in the section at the end and sign the form. 
)
 


Steve West  Vice Chancellor   ‘The university is committed to continually improve the way we manage our impact on the global environment and society.  Please support us by doing what you can in your area.’ 
	
UWE has over 3,000 staff and 30,000 students and together we have a massive impact on the environment.  We are improving the way we do things to save energy and resources but we need your help in 3 key areas.


Recycling

UWE spends just under a third of a million pounds annually on waste disposal 
and sends over 1000 tonnes of waste to landfill – that’s equivalent to filling 4 Olympic sized swimming pools with rubbish every year! In 2009/2010 we recycled 42% of our waste and reduced overall waste by 3%.
 
 (
Please do your bit by 
using the recycling bins provided.
Put 
the
 right thing in the right bin. 
If a bin has the wrong things in it
,
 eg coffee cups in the plastic bottle bins, the whole lot goes to landfill.
By using the bins correctly
,
 35% more waste could be recycled at UWE. 
)



Energy use
Energy used to heat and power our buildings is a large contributor to UWE’s carbon footprint – 34% of the overall total. It’s responsible for nearly 18,000 tonnes of CO2 per year – that’s equivalent to 18 million loaves of bread from the field to shop delivery. It costs UWE over £3 million per year.

 (
You can help
 
by making sure you use energy efficiently.
 
Think about:
y
our
 computer and screen
 - switch your screen off when 
not
 in use. 
p
rinters
 scanners and 
projectors 
 - ensure switched off when not in use and at the end of the day.
l
ights
 - check if 
you need them on and use n
atural light
 when you can.
 
heating
 - t
urn radiators down before opening windows.  
printing
 - p
rint less, double sided or booklet, use black and white.
)





Travel: the biggest impact on our carbon footprint
· A massive 35% of UWE’s overall carbon footprint comes from commuter  travel by students and staff. Much of this is by car.
· For drivers we provide and a car share scheme and priority parking in car park 1 at Frenchay for people who bring passengers.
· To make it easier for you to get here in other ways, UWE invests nearly £400,000 per year in cycle parking and a subsidised bus service Ulink.
· Walking cycling and taking the bus and train are better for the environment
· and you may be surprised, very often quicker and cheaper than driving eg
 the annual average cost of running a car is £2250 and annual bus travel costs £590 by Ulink  www.uwe.ac.uk/transport/cp_student.shtml
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Any issues in your area
Are there any sustainable work practices in your area which you need to know about or which need improving? Note them down here:

Staff taking action - want to find out more... 
Find out more from your contact www.uwe.ac.uk/environment/coordinators. 
Any ideas or questions sustainability@uwe.ac.uk  or tel 0117 3282658.



Signed …………………………. …….Signed……………………………………..
New staff member			      Induction staff member
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