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INDUCTION CHECKLIST

	Your name
	     

	
	

	Your University Staff number 
	     

	
	

	Directorate/Faculty
	     

	
	

	Department 
	     

	
	

	When did you join the University 
	     

	
	

	Your line manager 
	     


This check list is given to you on starting work at Oxford Brookes.

· It can be completed in any order with some sections taking longer to complete than others
· It is a joint responsibility between you and your line manager to ensure that this checklist is completed within 3 months of joining the University 
· Your manager / team leader will help and support you work through the different elements

· When this has been completed and you and your manager have signed, a copy should be sent to your link HR manager to be placed on your personal file.

Why this check list is important 

· It provides evidence that the University has given you access to key information and has covered certain legal obligations. It also seeks to ensure that you know how to get information about the things that will affect you during your employment.
	An electronic copy of this form can be down loaded from www.brookes.ac.uk/services/hr/handbook/index.html

This is a form fill activated document. To deactivate the form go to Tools select unprotect: the password is password


	1
	Your line manager’s action points prior to your first day at work  

	
	
	Tick (for yes)

	1:1
	Contact staff member with first day time and place of arrival
	
	 FORMCHECKBOX 

	
	

	1:2
	Arrange some one to meet new colleague 
Name:      
	
	 FORMCHECKBOX 

	
	

	1:3
	Inform other colleagues of the start date
	
	 FORMCHECKBOX 

	
	

	1:4
	Arrange meetings with other staff to meet new employee
	
	 FORMCHECKBOX 

	
	

	1:5
	Obtain agreement of staff involved in induction programme
	
	 FORMCHECKBOX 

	
	Date 

	1:6
	Produce an induction timetable/programme
	
	 FORMCHECKBOX 

	
	Completed

	1:7
	Check on the allocation of office space, equipment etc.
	
	 FORMCHECKBOX 

	
	     

	If applicable 


	
	
	
	

	1:8
	Arrange for a initial day car park pass to be issued
	
	 FORMCHECKBOX 

	
	

	1:9
	Arrange attendance on Teaching & Learning skills course
	
	 FORMCHECKBOX 

	
	

	1:10
	Arrange for attendance on key training courses
	
	 FORMCHECKBOX 

	
	


This form should be given to the member of staff on their first day 

	2
	First day welcome 

	
	
	Tick (for yes)

	2:1
	Meet your line manager 
	
	 FORMCHECKBOX 

	
	Date

	2:2
	Meet other colleagues with whom you will be working 
	
	 FORMCHECKBOX 

	
	Completed

	2:3
	Initial orientation meeting and overview of induction content
	
	 FORMCHECKBOX 

	
	     


	3
	Overview of Oxford Brookes University

	
	
	Tick (for yes)

	3:1
	The Introduction Day (mandatory attendance) 

Date attended:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/ocsld/staffcourses/essential
	
	
	
	

	3:2
	I have an overview of the University 2020 strategy its mission, goals, key objectives and core values. 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/about/strategy 
Includes download for our strategic plan to 2010
	
	
	
	

	3:3
	Have you learnt about key University initiatives?

Including campus redevelopment ”Space to Think” and the reorganisation of the Schools
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/about/campuses/spacetothink
Go to www.brookes.ac.uk/about/strategy 
	
	
	
	

	3:4
	Have you learnt about the University calendar year:- key dates? 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/studying/teaching/calendar

	
	
	
	

	3.5
	Do you know how communications work at Brookes 

i.e. OnStream et al
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/staff/
Go to www.brookes.ac.uk/about/publications
	
	
	
	

	3.6
	Are you aware of the University’s branding protocols?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/about/identity 
	
	
	
	

	3:7
	Have you learnt about the University’s environmental and social responsibilities? NB: Information sent out  in pre joining pack
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/about/sustainability/ 
	
	
	
	

	3:8
	Have you received an overview of services and facilities available for staff?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/staff/services
	
	
	
	

	3:9
	Have you learnt about Union representation? 

Unison / University and College Union
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/staff/working/unions
	
	
	
	

	3:10
	..and the Association of University Administrators (AUA)
	
	 FORMCHECKBOX 

	
	

	
	Go to www.aua.ac.uk/
For current branch co-ordinator go to  www.aua.ac.uk/networks/branches/
	
	
	
	

	3:11
	..and the Administrators Forum(AdFor)
	
	 FORMCHECKBOX 

	
	

	
	Go to www2.brookes.ac.uk/committees/adfor/index_html 
	
	
	
	

	3:12
	As appropriate have you conducted a self or accompanied orientation tour of the University sites
	
	 FORMCHECKBOX 

	
	Date Completed

	
	For maps go to www.brookes.ac.uk/about/findus
	
	
	
	     


	Gipsy Lane site 
and sports centre
	Headington Hill
	Marston Road
	Wheatley
	Harcourt Hill
	Other

     

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	4
	Initial documentation for all staff 

NB Most of these elements are sent to you prior to joining as part of your welcome pack 

	
	
	Tick (for yes)

	4:1
	Welcome pack received 
	
	 FORMCHECKBOX 

	
	

	4:2


	Relevant terms and conditions 

· Terms and conditions – academic staff 

· A statement of terms and conditions – support staff
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/handbook/terms_conditions/conditions_of_service.html
	
	
	
	

	4:3
	Please read the University’s Health and Safety notice
	
	 FORMCHECKBOX 

	
	

	4:4
	Please read the University’s data protection policy 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/infosec/dpp.html
	
	
	
	

	4:5
	Please read the University’s Equal Opportunity and Diversity statement 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/eod/statement.html
	
	
	
	

	4:6
	Please read the University’s code of conduct 
	
	 FORMCHECKBOX 

	
	

	
	www.brookes.ac.uk/services/hr/handbook/terms_conditions/conduct.html
	
	
	
	

	4:7

	Managing absence from work due to ill health 
	
	 FORMCHECKBOX 

	
	

	
	www.brookes.ac.uk/services/hr/handbook/workinghours/sickness
	
	
	
	

	4:8
	Information sheets on use of staff data 
	
	 FORMCHECKBOX 

	
	

	4:9
	Information sheets on collection notice regarding data sent to the Higher Education Statistics Agency (HESA)
	
	 FORMCHECKBOX 

	
	

	4:10


	Handling redundancies and redeployments 
	
	 FORMCHECKBOX 

	
	

	
	www.brookes.ac.uk/services/hr/handbook/end/redundancy.html
	
	
	
	

	4:11
	Do you have a job description and person specification for your post?
	
	 FORMCHECKBOX 

	
	

	4:12
	Have you been issued with your staff ID card?
	
	 FORMCHECKBOX 

	
	

	
	Arranged with your department and issued via HR
	
	
	
	

	4:13


	Emergency contact details completed and returned to HR
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/handbook
	
	
	
	

	4:14
	Medical questionnaire returned to HR
	
	 FORMCHECKBOX 

	
	

	4:15
	Relevant pension information
For academic staff: “Guide to the Teachers’ Pension Scheme”

For support staff: “Local Government Pension Scheme” 
	
	 FORMCHECKBOX 

	
	Date

	
	For more info Go to www.teacherspensions.co.uk
Or  www.lgps.org.uk
	
	
	
	

	4:16
	Bank credit transfer form completed and returned
	
	 FORMCHECKBOX 

	
	Completed

	4:17
	P45 forwarded to HR
	
	 FORMCHECKBOX 

	
	     

	If applicable 


	
	
	
	

	4:18
	Car park pass /swipe card Wheatley / Harcourt 
	
	 FORMCHECKBOX 

	
	

	4:19
	Staff bus pass 
	
	 FORMCHECKBOX 

	
	

	4:20
	Swipe cards (various)

     
	
	 FORMCHECKBOX 

	
	

	4:21
	Intellectual property policy and regulations (for academic staff)
	
	 FORMCHECKBOX 

	
	

	4:22
	Home working forms
	
	 FORMCHECKBOX 

	
	

	
	Go to  www.brookes.ac.uk/services/hr/health_safety/homeworking.html
	
	
	
	


	5
	Health & Safety 

	
	
	Tick (for yes)

	5:1
	Introduction to Health & Safety at Oxford Brookes

(A mandatory training course (2 hours) which all staff must attend)
Date attended:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/ocsld/staffcourses/essential
	
	
	
	

	5:2
	Individual risk assessment completed (Including DSE)

Date Assessed:      
	
	 FORMCHECKBOX 

	
	

	5:3
	Have you found and looked at the Health & Safety manual? 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/index.html
	
	
	
	

	5:4
	Do you know how to summon first aid in an emergency?
Nearest first aiders:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/firstaid.html
Go to http://kmis.brookes.ac.uk/csms/wtel_dir.first_aider
	
	
	
	

	5:5
	Do you know who the local fire marshal is?
Name:      
	
	 FORMCHECKBOX 

	
	


	5:6
	Have you experienced the evacuation signal and testing?

Testing held every:      
	
	 FORMCHECKBOX 

	
	

	5:7
	Do you know the Fire Assembly area and fire escape routes

NB: Lifts not to be used in the event of fire
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/fire_assembly
	
	
	
	

	5:8
	You are aware that fire passageways are to be kept unobstructed?
	
	 FORMCHECKBOX 

	
	

	5:9
	Do you know the location of local alarm points and extinguishers? 
	
	 FORMCHECKBOX 

	
	

	5:10
	Do you know about our policy on driving safely? 

NB: including between campuses declaration requirements
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/docs/obuhsn41.html
	
	
	
	

	5:11
	Do you know how to report an accident or an incident?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/docs/obuhsn11.html
	
	
	
	

	5:12
	Do you know what the University’s occupational health service provides?
	
	 FORMCHECKBOX 

	
	Date 

	
	Go to www.brookes.ac.uk/services/hr/health_safety
	
	
	
	

	5:13
	Do you know about the University’s smoking policy?
	
	 FORMCHECKBOX 

	
	Completed

	
	Go to www.brookes.ac.uk/services/hr/health_safety/no_smoking.html 
	
	
	
	     

	If applicable 


	
	
	
	

	5:14
	Display Screen Equipment course 

(A mandatory training course (1½  hours) for all staff who use computers)

Date Attended:        

Local DSE Assessor is:       
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/ocsld/staffcourses/essential 
	
	
	
	

	5:15
	Manual handling training
Date attended:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/ocsld/staffcourses/essential 
	
	
	
	

	5:16
	COSHH assessment training
Date attended:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/courses.html
	
	
	
	

	5:17
	Personal Emergency Evacuation Plan Date:      
NB: Specific evacuation plan for staff members with particular disabilities 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/health_safety/docs/obuhsn08.html
	
	
	
	

	5:18
	Department specific Health & Safety Requirements 
	
	 FORMCHECKBOX 

	
	


	6
	Equality and Diversity 

	
	
	Tick (for yes)

	6:1
	Have you accessed the equal opportunities and diversity web pages? 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/eod
	
	
	
	

	6.2
	Have you learnt about your rights and responsibilities with regard to equal opportunities and diversity?
	
	 FORMCHECKBOX 

	
	Date Completed

	
	NB This is covered and highlighted in the compulsory Introduction day
	
	
	
	     

	Disability 

	6:3
	Have you checked whether you are covered by the Equality Act 2010 definition of disability? 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/eod/disability/disability_definition.html
or contact the Staff Disability Adviser for more information
	
	
	
	

	6:4
	Are you aware of the Staff Disability Adviser, whose role is to support disabled staff?  Please contact her to discuss possible disability support.
	
	 FORMCHECKBOX 

	
	

	
	To email the Staff Disability Adviser disabledstaffsupport@brookes.ac.uk
	
	
	
	


	7
	HR policies and procedures overview 

In addition to those found under section 4

	
	
	Tick (for yes)

	7:1
	Have you accessed the employment handbook?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/handbook
Go to www.brookes.ac.uk/services/hr/handbook/terms_conditions 
	
	
	
	

	7:2
	Have you learnt about leave entitlements? 
	
	 FORMCHECKBOX 

	
	

	
	Go to http://www.brookes.ac.uk/services/hr/handbook/workinghours/annual/
	
	
	
	

	7:3
	Have you learnt about our support for work life balance?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/staff/working/families
	
	
	
	

	7:4
	Informed on our policy relating to your probation? 
	
	 FORMCHECKBOX 

	
	

	
	www.brookes.ac.uk/services/hr/handbook/recruitment/induction_new_employees/probation.html
	
	
	
	

	7:5
	Have you read the discipline and grievance policy?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/handbook/index.html
	
	
	
	

	7.6
	Have you accessed the University’s reward system and understand how it works for you?
	
	 FORMCHECKBOX 

	
	Date Completed

	
	Go to www.brookes.ac.uk/services/hr/reward/
	
	
	
	     


	8
	Personal Development Review (PDR)

(To be completed with the manager within first two week of joining the University)

	
	
	Tick (for yes)

	8:1
	Initial PDR discussion and paper work completed  

Date for Initial PDR:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/hr/pdr/
	
	
	
	

	8:2
	Your PDR paper work is completed and signed? (PIP updated)
	
	 FORMCHECKBOX 

	
	

	8:3
	Have you been shown how to update your personal training records on PIP?
	
	 FORMCHECKBOX 

	
	

	8:4
	Have you accessed the staff development web pages of OCSLD? (Oxford Centre for Staff and Learning Development)
	
	 FORMCHECKBOX 

	
	Date Completed

	
	Go to www.brookes.ac.uk/services/ocsld/staffcourses
	
	
	
	     


	9
	Information Management  

	
	
	Tick (for yes)

	9:1
	Do you know what Computer Services help and support can provide?
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/services/cs
	
	
	
	

	9:2
	Local IT Support staff 

My key support staff are:      
	
	 FORMCHECKBOX 

	
	

	
	Go to www2.brookes.ac.uk/services/cs/whodoeswhat/whodoeswhat.html - 1
	
	
	
	

	9:3
	Is your PC set up with required software and hardware?
	
	 FORMCHECKBOX 

	
	

	9:4
	Have your passwords been set up and explained?
	
	 FORMCHECKBOX 

	
	

	9:5
	Are you connected to the required range of printers?
	
	 FORMCHECKBOX 

	
	

	9:6
	Do you have access to required networks and drives? 
	
	 FORMCHECKBOX 

	
	

	9:7
	Have you been given an overview of Personal Information Portal (PIP)? 
	
	 FORMCHECKBOX 

	
	

	9:8
	Have you accessed the Brookes Phone Directory? 
	
	 FORMCHECKBOX 

	
	

	9:9
	Have you been given an overview of Google? 

Incorporates email, calendar and document storage 
	
	 FORMCHECKBOX 

	
	Date

	9:10
	Have you been given an overview of the telephone system, including voicemail?
	
	 FORMCHECKBOX 

	
	Completed

	
	
	
	
	
	     

	If applicable 


	
	
	
	

	9:11
	Data Protection Act training 

Mandatory for staff who handle personal information
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/infosec/dpp.html!
	
	
	
	

	9:12
	Have you seen the information about copyright responsibilities for Brookes staff?
	
	
	
	

	
	Go to www.brookes.ac.uk/library/copyright/copyright.html
	
	
	
	

	9:13


	I know how to request AV (Audio Visual) Support 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/avservices/
	
	
	
	

	9:14
	I know how to make room bookings
	
	 FORMCHECKBOX 

	
	

	9:15
	Library ATHENS username and password 
	
	 FORMCHECKBOX 

	
	

	
	Go to www.brookes.ac.uk/library/athens.html
	
	
	
	


	10
	Systems and Applications


	Empty boxes for Faculty/Directorate, role  specific applications 
	Not Applicable
	Proficient
	Refresher Required
	Training

Required
	

	10:1
	eCSIS
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:2
	Brookes Virtual (CE6)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:3
	Google 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:4
	Microsoft Excel
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:5
	Microsoft Word
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:6
	Microsoft PowerPoint
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:7
	CEDAR
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:8
	Staff PIP
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:9
	TALIS
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:10
	End Note
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:11
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:12
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:13
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	10:14
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Date

	10:15
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Completed

	10:16
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


	11
	Department specific induction 

	
	
	Tick (for yes)

	11:1
	Have you been introduced to your key contact / buddy  

Name/s: 
	
	 FORMCHECKBOX 

	
	

	11:2
	Have you been introduced to the team?  
	
	 FORMCHECKBOX 

	
	

	11:3
	I have an overview of department objective and structures
	
	 FORMCHECKBOX 

	
	

	11:4
	Understand roles and responsibilities of other staff members
	
	 FORMCHECKBOX 

	
	

	11:5
	I have an overview of department communications and meetings 
	
	 FORMCHECKBOX 

	
	

	11:6
	I am aware of the tea / coffee lunch arrangements 
	
	 FORMCHECKBOX 

	
	

	11:7
	I know who to report to for sickness
	
	 FORMCHECKBOX 

	
	

	11:8
	I know how to obtain equipment and stationary etc.
	
	 FORMCHECKBOX 

	
	

	11:9
	I have been briefed on necessary procedural manuals 
	
	 FORMCHECKBOX 

	
	

	11:10
	     
	
	 FORMCHECKBOX 

	
	

	11:11
	     
	
	 FORMCHECKBOX 

	
	

	11:12
	     
	
	 FORMCHECKBOX 

	
	

	11:13
	     
	
	 FORMCHECKBOX 

	
	

	11:14
	     
	
	 FORMCHECKBOX 

	
	

	11:15
	     
	
	 FORMCHECKBOX 

	
	

	11:16
	     
	
	 FORMCHECKBOX 

	
	

	11:17
	     
	
	 FORMCHECKBOX 

	
	

	11:18
	     
	
	 FORMCHECKBOX 

	
	

	11:19
	     
	
	 FORMCHECKBOX 

	
	Date 

	11:20
	     
	
	 FORMCHECKBOX 

	
	Completed

	11:21
	     
	
	 FORMCHECKBOX 

	
	     


Induction checklist declaration

Staff member 

	I confirm that

Please select and tick below

	 FORMCHECKBOX 

	I have completed and understood all relevant items on the induction check list


	 FORMCHECKBOX 

	I have completed and understood most relevant items of the induction check list, except for those elements listed below.

	

	Please list any outstanding requirements from the induction check list.

     



I have been given sufficient instruction regarding general Health & Safety awareness including fire evacuation, accident reporting and ergonomics.

Signed   ……………………………………………….                      Date  ………………….

	Any other comments
     


Line manager  

	I confirm that the staff member 

Please select and tick below

	 FORMCHECKBOX 

	Covered all aspects of the induction check list


	 FORMCHECKBOX 

	Covered most aspects of the induction check list except those listed above



	

	Please list any outstanding actions (with dates) required to complete the induction check list. 

     



Signed   ……………………………………………….                      Date  ………………….



