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This checklist is designed to assist line managers (or another nominated Faculty/Directorate individual) with the induction of Job
Shop employees and casual workers. The checklist may also be adjusted to assist with induction of interns or those on work
experience, or temporary agency workers and contractors. The checklist is designed to ensure that these individuals are given the
information they need to support their introduction to the University.
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The line manager is responsible for ensuring these individuals understand their responsibilities in the essential matters of health
and safety, data protection and information security as well as behaviours around diversity and inclusion. The checklist should be
supplemented with reading of relevant policies and completion of on-line training where appropriate.

Line managers should comply with the University’s Code of Practice to ensure new joiners are aware of their responsibilities with
regard to data protection and information security.

Name of person responsible
for overseeing induction activities

Before Start Date

ST Web Link Who is responsible Date achieved and signature of new
Activity

(where applicable) and method of delivery staff member (where applicable)

About the University About the University People Directorate email

Our Values

Our Values and Behaviours Our Behaviours

People Directorate email

University Structure People Directorate email
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https://emtx.fa.em3.oraclecloud.com/hcmUI/faces/deeplink?objType=WLF_LEARN_LEARNING_ITEM&action=NONE&objKey=learningItemId%3D300000035254877
https://docs.gre.ac.uk/__data/assets/pdf_file/0010/1422919/Code-of-Practice-4-Distribution-of-or-access-to-personal-information.pdf
https://www.gre.ac.uk/about-us
https://www.gre.ac.uk/articles/public-relations/change-starts-here
https://www.gre.ac.uk/articles/public-relations/change-starts-here
https://docs.gre.ac.uk/rep/communications-and-recruitment/staff-behaviours-guide
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Our Campuses

Campus Information

People Directorate email

Creation of University email/portal login

Line manager/ILS

Introductory meetings with key staff arranged

Line manager

Nomination of person to be responsible for welcome
and induction/Buddy

Line manager

By End of First Day

Activity

Web Link
(where applicable)

Who is responsible
and method of delivery

Date achieved and signature of new
staff member (where applicable)

Welcome to the University and introduction
to immediate colleagues

Information for new
staff

Line manager

Health and Safety Orientation (includes fire emergency
prodedure(s), fire alarms, exit routes, assembly points,
fire risk summary information, fire wardens, first aiders,
accident/incident reporting and referral to H&S Law
document). Initiation of discussions on disability support
/ reasonable adjustments and a Personal Emergency
Evacuation Plan (PEEP) if required. Smoking Policy.

H&S Induction
Information for all

Campuses

H&S Induction Video
for Staff

H&S Induction
presentation

Line manager

People Directorate and payroll documentation completed
and returned

New staff member/line
manager

Orientation of campus and local amenities

Campus Information

Line manager

Acquisition of University ID card

Obtaining Your Staff
ID Card

New staff member/line
manager
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ttps://www.gre.ac.uk/about-us/campus
https://www.gre.ac.uk/hr/new-starter
https://www.gre.ac.uk/hr/new-starter
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-inductions
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-inductions
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-inductions
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-inductions
https://youtu.be/NjrXMpC8jVw
https://youtu.be/NjrXMpC8jVw
https://docs.gre.ac.uk/rep/health-and-safety/h-and-s-induction-for-new-staff
https://docs.gre.ac.uk/rep/health-and-safety/h-and-s-induction-for-new-staff
https://www.gre.ac.uk/about-us/campus
https://www.gre.ac.uk/it-and-library/connect/greenwich-gateway-card
https://www.gre.ac.uk/it-and-library/connect/greenwich-gateway-card
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Sickness absence reporting arrangements

Managing Attendance
and Wellbeing Policy

and Procedure

By End of Second Day

Activity

Line manager

Web Link
(where applicable)

Who is responsible
and method of delivery

Date achieved and signature of new
staff member (where applicable)

Familiarisation with essential software packages

Line manager

Campus bus and campus maps

Travel and Transport

Website
(Line manager to support)

Familiarisation with Email and Internet Usage Policy

E-mail and Internet

Usage Policy

New staff member

Identification of any initial training needs (inc. Moodle
training to access training modules)

New staff member/line
manager

Familiarisation with Data Protection policy (plus on-line
training where appropriate)

Data Protection Policy

Data Protection

training

New staff member/line
manager

Information Security Awareness

Information Security

training

New staff member/line
manager

By End of First Week

Activity

Familiarisation with Equality and Diversity web pages,

discussion of disability support/reasonable adjustments

(and on line training where appropriate)

Web Link

(where applicable)

Equality and Diversity

Equality and Diversity
Essentials

University of Greenwich, a charity and company limited by guarantee, registered in England (reg. no.986729). Registered Office: Old Royal Naval College, Park Row, Greenwich, London SE10 9LS

Who is responsible

and method of delivery

New staff member/line
manager

Date achieved and signature of new
staff member (where applicable)



https://docs.gre.ac.uk/rep/human-resources/managing-attendance-policy-and-procedure
https://docs.gre.ac.uk/rep/human-resources/managing-attendance-policy-and-procedure
https://docs.gre.ac.uk/rep/human-resources/managing-attendance-policy-and-procedure
https://www.gre.ac.uk/about-us/travel
https://docs.gre.ac.uk/rep/information-and-library-services/policy-for-acceptable-use-of-email-internet-and-cloud-facilities
https://docs.gre.ac.uk/rep/information-and-library-services/policy-for-acceptable-use-of-email-internet-and-cloud-facilities
https://docs.gre.ac.uk/rep/vco/data-protection-policy
https://docs.gre.ac.uk/rep/vco/data-protection-policy
https://moodlecurrent.gre.ac.uk/course/view.php?id=31758
https://moodlecurrent.gre.ac.uk/course/view.php?id=31758
https://moodlecurrent.gre.ac.uk/course/view.php?id=22826
https://moodlecurrent.gre.ac.uk/course/view.php?id=22826
https://www.gre.ac.uk/hr/edi
https://moodlecurrent.gre.ac.uk/course/view.php?id=51943
https://moodlecurrent.gre.ac.uk/course/view.php?id=51943
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Familiarisation with Bullying and Harassment policy

Policies Procedures and

Line manager

Completion of Display Screen Equipment training and
workstation self-assessment

and self-assessment

(single signh on via
Portal)

Guidelines
Essential Faculty/Directorate specific Health .and Safety Line manager, Local Safety
arrangements relevant to the role. Introduction to H&S Officer. DSE Assessor
Local Officer and DSE Assessor ’

WorkRite DSE trainin

Line manager, Local Safety
Officer, DSE Assessor

By End of First Month

Activity

Web Link
{(where applicable)

Who is responsible
and method of delivery

Date achieved and signature of new
staff member (where applicable)

Health and Safety

Health and Safety
Policy

New staff member

Completion of Fire Safety Awareness Training

FireRite fire safety
training (single sign on

via Portal)

Records Management and Information Compliance

Records Management

and Information
Compliance

New staff member

Introduction to the University Portal

Portal Help

New staff member
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https://docs.gre.ac.uk/rep/human-resources/bullying-and-harassment-policy
https://docs.gre.ac.uk/rep/human-resources/bullying-and-harassment-policy
https://app.workrite.co.uk/SecureLogin/SecureLogin.aspx
https://app.workrite.co.uk/SecureLogin/SecureLogin.aspx
https://app.workrite.co.uk/SecureLogin/SecureLogin.aspx
https://app.workrite.co.uk/SecureLogin/SecureLogin.aspx
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-policy
https://docs.gre.ac.uk/rep/health-and-safety/health-and-safety-policy
https://app.workrite.co.uk/securelogin/samlgateway.aspx?id=0926768e-72a8-463b-b673-858d2edf50d5
https://app.workrite.co.uk/securelogin/samlgateway.aspx?id=0926768e-72a8-463b-b673-858d2edf50d5
https://app.workrite.co.uk/securelogin/samlgateway.aspx?id=0926768e-72a8-463b-b673-858d2edf50d5
https://www.gre.ac.uk/about-us/governance/information-compliance
https://www.gre.ac.uk/about-us/governance/information-compliance
https://www.gre.ac.uk/about-us/governance/information-compliance
https://www.gre.ac.uk/it-and-library/teach/portal

