
 
 

Induction Checklist 
for Line Managers and New Staff 

 
 

        

 

This checklist is designed to assist line managers and to ensure that new staff have been provided with all the necessary 
information and support for a successful introduction to the University.  This will enable new staff to be productive at the earliest 
opportunity.  It is intended to support the Faculty/Directorate/Unit induction procedures and to ensure corporate induction 
requirements are met in a timely manner. 
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Before Start Date 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

About the University About the University 
People Operations Admin 
email 

 

Our Values Our Values 
People Operations Admin 
email 

 

University Structure  Horizon  

Information for new staff relocating from another area, 
or from outside the UK 

Directgov 
People Operations Admin 
email 

 

Our Campuses Campus Information 
People Operations Admin 
email 

 

Learning and Development Opportunities Horizon Learning 
People Operations Admin 
email 

 

Familiarisation with terms and conditions of 
employment 

 
People Operations Admin 
email 

 

Creation of University email/portal login  Line manager/ILS  

Introductory meetings with key staff arranged  Line manager  

Identification where appropriate of initial Student 
Records Systems training to be undertaken: i.e. Banner  

 Line manager  

Nomination of person to be responsible for welcome and 
induction 

 Line manager  

‘Buddy’ allocation is arranged  Line manager   

 

 

 

https://www.gre.ac.uk/
https://docs.gre.ac.uk/rep/communications-and-recruitment/staff-behaviours-guide
https://www.gov.uk/
https://www.gre.ac.uk/about-us/campus
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/learn-landing
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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  

Introduction to Horizon Help Desk  Line manager  

Introduction to the University Portal  
 

Portal Help 
New staff member/line 
manager 

 

 
Health and Safety Orientation (includes fire 
emergency procedure(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. 
 

 
Code of Practice for H&S 
Training 
 
H&S Induction presentation 
 
H&S Induction Video for Staff 
 

Line manager  

PD 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 

 

Booked onto New Staff Welcome and Induction with 
Senior Leaders 

 
Book via Horizon Learning  
 

New staff member/line 
manager and HR email 

 

Sickness absence reporting arrangements 
Sickness Absence Policy and 
Procedure 

Line manager  

Staff Wellbeing Hub (including Employee Assistance 
Programme) 

Wellbeing Support for Staff Line manager  

Staff car parking  Staff Car Parking Line manager  

 

https://www.gre.ac.uk/hr/new-starter
https://www.gre.ac.uk/it-and-library/teach/portal
https://www.gre.ac.uk/docs/rep/health-and-safety/health-and-safety-training
https://www.gre.ac.uk/docs/rep/health-and-safety/health-and-safety-training
https://docs.gre.ac.uk/rep/health-and-safety/h-and-s-induction-for-new-staff
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/catalog-details?launchedFrom=learn-landing&learningItemId=300001057411978&learningItemType=ORA_COURSE&tab=explore
https://www.gre.ac.uk/about-us/campus
https://www.gre.ac.uk/it-and-library/connect/greenwich-gateway-card
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/redirect?learningItemId=300000035224049&learningItemType=ORA_COURSE
https://docs.gre.ac.uk/rep/people/sickness-absence-policy-and-procedure
https://docs.gre.ac.uk/rep/people/sickness-absence-policy-and-procedure
https://www.gre.ac.uk/hr/occupational-health-and-wellbeing
https://www.gre.ac.uk/about-us/travel/parking-permits
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By End of Second Day 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

Date set for all probationary review meetings   Line manager  

Familiarisation with essential software packages  Line manager  

Campus bus and campus maps and business travel Travel and Transport 
Website  
(Line manager to support) 

 

Annual holidays, Christmas closure 
Useful dates  
 

Website  
(Line manager to support) 

 

Staff Benefits Hub: season ticket loans; computer 
loans; cycle loans; bike hire; eyesight tests; payroll 
giving; social clubs etc 

Information for new staff 
 
Staff Benefits Hub 
 

Website  
(Line manager to support) 

 

Academic Staff:  
 
Arrangements for supporting probation and  
blended learning  
Arrangements for enrolment on PG Cert (if 
applicable) 

Probation teaching support 
courses for staff that are new to 
HE, teaching or the UK context.  
Blended Learning 

Line manager  

Introduction to IT, Library Services and enrolment Information and Library Services Line manager  

Familiarisation with Email and Internet Usage Policy E-mail and Internet Usage Policy New staff member  

Reporting concerns under the University's 
'Whistleblowing' Policy 

Whistleblowing (Public Interest 
Disclosure)  

New staff member/line 
manager 

 

Reporting Safeguarding concerns 
Safeguarding (including 
Safeguarding Policy) 

New staff member/line 
manager 

 

Reporting concerns of harassment, bullying, 
discrimination, hate crime and sexual misconduct 

Report + Support 
New staff member / line 
manager 
 

 

Student harassment and sexual misconduct policies 
and resources 

Student harassment and sexual 
misconduct 

New staff member / line 
manager 

 

https://www.gre.ac.uk/about-us/travel
https://docs.gre.ac.uk/rep/people/useful-dates-people-directorate
https://www.gre.ac.uk/hr/new-starter
https://portal.gre.ac.uk/staff/staff-services
https://www.gre.ac.uk/learning-teaching/probationary-course
https://www.gre.ac.uk/learning-teaching/probationary-course
https://www.gre.ac.uk/articles/public-relations/glt-able-events
http://www.gre.ac.uk/it-and-library
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/human-resources/public-interest-whistleblowing-disclosure-policy-and-procedure
https://docs.gre.ac.uk/rep/human-resources/public-interest-whistleblowing-disclosure-policy-and-procedure
https://www.gre.ac.uk/about-us/governance/safeguarding
https://reportandsupport.gre.ac.uk/
https://www.gre.ac.uk/about-us/governance/student-harassment-and-sexual-misconduct
https://www.gre.ac.uk/about-us/governance/student-harassment-and-sexual-misconduct
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By End of First Week 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of 
delivery 

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

Booked onto training for use of essential software  
New staff member – 
endorsed by line 
manager 

 

Identification of any initial training needs 

Teaching and Learning  
 
Introduction to Teaching and 
Learning at Greenwich 
 
PULSE 
 
Horizon Learning 

New staff member/line 
manager 

 

Familiarisation with Inclusivity and 
Culture priorities including Equality and Diversity 
web pages, discussion of disability 
support/reasonable adjustments and 
University Staff Networks, Societies and Social 
groups.  
 
 

Equality and Diversity  
 
University Networks, Societies 
and Social Groups 

 
 
Line manager 

 

Chaplaincy Chaplaincy at Greenwich 
New staff member/line 
manager 

 

Familiarisation with sustainability, including; net 
zero, reducing waste, protecting nature and if 
academic staff integrating it into your teaching and 
research. 

 
 

Contact the Sustainability Team or follow 
sustainability social media 

 

Corporate sustainability website  
 
Sustainability strategy and 
policies. 
 
Energy and Carbon 
 
Waste and Procurement  
 
Our natural environments 
 

New staff member – 
endorsed by Line 
Manager 

 

https://www.gre.ac.uk/learning-teaching
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/redirect?learningItemId=300001120454987&learningItemType=ORA_COURSE
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/redirect?learningItemId=300001120454987&learningItemType=ORA_COURSE
https://pulse.greenwich.ac.uk/greenwich/#common/main/welcome,;
https://emtx.fa.em3.oraclecloud.com/hcmUI/faces/FuseWelcome?_adf.ctrl-state=11g48yr5d6_1&_adf.no-new-window-redirect=true&_afrLoop=4644385086378844&_afrWindowMode=2&_afrWindowId=null&_afrFS=16&_afrMT=screen&_afrMFW=1368&_afrMFH=801&_afrMFDW=1368&_afrMFDH=912&_afrMFC=8&_afrMFCI=0&_afrMFM=0&_afrMFR=192&_afrMFG=0&_afrMFS=0&_afrMFO=0
https://www.gre.ac.uk/hr/edi
https://vivup.co.uk/organisations/5607-university-of-greenwich/employee/local_benefits/16046
https://vivup.co.uk/organisations/5607-university-of-greenwich/employee/local_benefits/16046
https://www.gre.ac.uk/articles/public-relations/chaplaincy-at-greenwich
https://www.gre.ac.uk/sustain/team
https://www.gre.ac.uk/sustain/team
https://www.gre.ac.uk/sustain
https://www.gre.ac.uk/sustain/strategy
https://www.gre.ac.uk/sustain/strategy
https://www.gre.ac.uk/sustain/action-areas/energy-and-carbon
https://www.gre.ac.uk/sustain/action-areas/waste-and-procurement
https://www.gre.ac.uk/sustain/action-areas/natural-environment
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Food and Catering 
 
Sustainability in Research 
 
Green Greenwich Foundation 
Course 
 

Familiarisation with PD policies and procedures 
relevant to the role 

PD Policies Procedures and 
Guidelines 

Line manager  

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

 
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) 

Objectives set for probation with new staff member 
Horizon – probation checklist 
Probation Goals 

Line manager/new 
staff member 

 

Introduction to Organisation and People 
Development  

Staff Development and Training  Line manager  

Academic Learning Enhancement Summary and 
Events 

Events 
Academic Learning Enhancement 
Information  

  

Complete all mandatory training  
Mandatory and Essential Training 
Details 

Line manager/new 
staff member 

 

Bribery Prevention Anti-Bribery Policy   

Digital Accessibility  Digital Accessibilty    

Health and Safety Health and Safety Policy    

Records Management and Information Compliance 
Records Management and Information 
Compliance  

  

https://www.gre.ac.uk/sustain/action-areas/food-and-catering
https://www.gre.ac.uk/sustain/research
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/worker-journeys/journey?tab=myJourneys
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/worker-journeys/journey?tab=myJourneys
https://www.gre.ac.uk/about-us/policy
https://www.gre.ac.uk/about-us/policy
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Femtx.fa.em3.oraclecloud.com%2FfscmUI%2Fredwood%2Fgoals%2Fgoal-center%2Fgoals-summary&data=05%7C02%7CA.Ozzagli%40greenwich.ac.uk%7C0b7a649e69aa4b65b8c408ded81dc22e%7C3516f40a5ae94956bbab395162e589ce%7C0%7C0%7C639185819485459807%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=RxGHE44wjZnSKqubmfX0N8hJJse1oQwVQKd338uNeI8%3D&reserved=0
https://www.gre.ac.uk/hr/learning-and-development
https://www.gre.ac.uk/opportunities/opportunities-repository/information-and-library-services/continuing-professional-development
https://www.gre.ac.uk/learning-teaching/
https://www.gre.ac.uk/learning-teaching/
https://docs.gre.ac.uk/rep/human-resources/mandatory-and-essential-training-courses
https://docs.gre.ac.uk/rep/human-resources/mandatory-and-essential-training-courses
https://docs.gre.ac.uk/rep/human-resources/anti-bribery-policy
https://gre.cloud.panopto.eu/Panopto/Pages/Viewer.aspx?id=979053e0-19c7-4561-8257-abec010c2e02
https://gre.cloud.panopto.eu/Panopto/Pages/Viewer.aspx?id=979053e0-19c7-4561-8257-abec010c2e02
https://www.gre.ac.uk/about-us/governance/safety/policy
https://www.gre.ac.uk/about-us/governance/information-compliance
https://www.gre.ac.uk/about-us/governance/information-compliance
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Completion of Display Screen Equipment training 
and workstation self-assessment 

Hybrid DSE User Training (single sign 
on via Portal) 
DSE Self-assessment (single sign on 
via EVOTIX)  
 

Line manager, Local 
Safety Officer, DSE 
Assessor 

 

Completion of Fire Safety Awareness Training 
Fire safety training (single sign on via 
Portal) 

  

Procurement processes and financial regulations 
Finance 
Financial Regulations 

Line manager  

Room Booking System  Line manager  

Familiarisation with staff visa compliance policy Staff Visa Compliance Policy Line manager  

Familiarisation with corporate identity guidance Our brand  Line manager  

 

End of First Six Weeks 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

Training completed in use of essential 
software 

 Line manager  

 

End of First Three Months 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

First probationary review meeting  Probation Policy and Procedure 
Line manager/new staff 
member  

Academic/Research Staff Only: 
The Researcher Development team are here to 
provide opportunities for development for all 
career pathways at the University. Please follow 
the link to see what is available. 

https://www.gre.ac.uk/research/support 
 

New staff member – Moodle 
module 

 

https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/catalog-details?launchedFrom=learn-landing&learningItemId=300001057411927&learningItemType=ORA_COURSE&tab=explore
https://app.uk2.sheassure.net/UoG/p/uog383964hi/forms/category/1399
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/catalog-details?launchedFrom=learn-landing&learningItemId=300001057411953&learningItemType=ORA_COURSE&tab=explore
https://enterprise.gre.ac.uk/procurement
https://www.gre.ac.uk/docs/rep/vco/financial-regulations2
https://www.gre.ac.uk/docs/rep/people/uk-visas-and-immigration-ukvi-compliance-policy-and-procedure
https://www.gre.ac.uk/brand-guidelines
https://docs.gre.ac.uk/rep/human-resources/probation-policy
https://www.gre.ac.uk/research/support
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End of First Six Months   

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

Academic and Senior Management Staff: 
Second probationary review meeting  

Probation Policy and Procedure Line manager/new staff member  

 

End of First Nine Months 

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of delivery 

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

Academic and Senior Management Staff: 
Third probationary review meeting  

Probation Policy and Procedure Line manager/new staff member  

 

End of Probation Period  

Activity 
Web Link  
(where applicable) 

Who is responsible  
and method of 
delivery 

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

Final probationary review meeting and Probationary 
Form completed 

Probation Policy and Procedure 
Line manager/new 
staff member 

 

All essential training completed and noted on 
Probation Form. Passing probation is dependent 
upon completion of mandatory training including 
Equality, Diversity and Inclusion course/s. 

Mandatory and Essential Training Details 
  
To access these courses use Horizon Learning  
 
 

Line manager/new 
staff member 

 

https://docs.gre.ac.uk/rep/human-resources/probation-policy
https://docs.gre.ac.uk/rep/human-resources/probation-policy
https://docs.gre.ac.uk/rep/human-resources/probation-policy
https://docs.gre.ac.uk/rep/human-resources/mandatory-and-essential-training-courses
https://emtx.fa.em3.oraclecloud.com/fscmUI/redwood/learner/learn/learn-landing
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Academic/Research Staff Only: 
Staff on a research pathway to complete essential 
training provided by the Researcher Development 
Team and included on the Essential Training 
document at the end. 
 
https://www.gre.ac.uk/docs/rep/people/mandatory-
and-essential-training-courses. 
 

Please visit the link shown for details: 
 
https://www.gre.ac.uk/research/support/concordat-
to-support 

Line manager/new 
staff member 

 

 

https://www.gre.ac.uk/docs/rep/people/mandatory-and-essential-training-courses
https://www.gre.ac.uk/docs/rep/people/mandatory-and-essential-training-courses

