Starters Checklist
This checklist should be completed by the line manager and offers some general guidance for the majority of roles but may not be entirely applicable for all.  If in doubt speak to your HR advisor

	Action
	Completed

	Prior to start
	

	Ensure all equipment is available for them to start eg

desk, chair, pc(ensuring there is a spare network outlet), telephone, mobile etc.  Order if necessary
	

	Log a job with Communications so that their phone can be set up ensuring the new starters name is assigned to the number
	

	The User ID will be requested and the Server team will issue an envelope to the new starter with their log in details however either the line manager or individual will need to update their outlook properties with office location and telephone number. For further information see: http://www.bathspa.ac.uk/services/computing/network-information/comp-net-account-management/account-documents/staff-accounts-1.pdf

	

	Determine who will be their buddy/trainer and mentor on day 1 and plan their Induction.
	

	Speak to them beforehand to welcome them to BSU, tell them what you have planned, answer any outstanding questions and confirm day one arrangements 
	

	Day one
	

	Make time available to ensure team introductions are completed
	

	Ensure their buddy covers all essential items ie toilets, lunch, tea/coffee, fire exits, alarm and assembly points, accidents etc and issue them with a campus map http://www.bathspa.ac.uk/contact/

	

	Ensure basic website awareness and request car park permit
	

	Ensure they update ‘properties’ in their email account with phone number and room number
	

	Issue leave chart and explain the process for booking
	

	Advise employee of the Absence Management Policy and how to inform the line manager if off sick
	

	Advise employee of their obligations with regard to health & safety
	

	Communicate their appointment to any relevant personnel eg all staff or relevant stakeholders
	

	Ensure they take all relevant paperwork from their Contract starter pack, i.e. CRB, Passport, signed contract etc  to the HR Admin office (MH B03) 


	

	Ensure any references to the named person in this position on any notices (either on doors/posters or on the web)are updated


	

	Week one
	

	Ensure first week of planned training completed and check on new starters progress so far
	

	HR will invite new starter to the BSU Induction with the VC
	

	Clarify objectives of the role to the new starter and detail expectations in the first 6 months
	

	
	

	Every two months
	

	Schedule time to complete a probationary review as detailed on the probationary information issued by HR
	

	
	

	Six months
	

	Schedule time to confirm with the individual and HR successful completion of probationary period
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