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	Departmental Induction Checklist
Permanent/Fixed Term
Professional & Academic Staff



Download and save a copy of this checklist. Complete a separate one for each new staff member.

	Name of Staff Member:

	Start Date:

	Position Title:

	Department:



	Pre-Start Preparations
	Process/Support
	Who
	When
	Status

	Discuss checklist with administrative support and work out task allocation.
	
	Hiring Manager
	At verbal offer
	

	Submit an ITSS request for help with “a staff movement request”. 
This covers hardware, shared drives, mailboxes. 
Username can be provided later.
	ITSS support request form 
	Admin
	At verbal offer
	

	Send initial welcome email to new employee
· Include link to onboarding site for new employees.  
· Confirm accessibility/health and safety requirements
· Include department contacts and organisation chart
· Provide contact name if questions before first day
· Include link to Our People section on department website

NOTE: if role requires cell phone, determine phone type (android/iPhone) now.
	

	Hiring Manager
	At offer acceptance
	

	Schedule key meetings / inductions required for first week of employment (Health & Safety, morning tea) 
What are DHSOs/DHSAs?
	List of DHSOs/DHSAs
	Hiring Manager/ Admin
	At offer acceptance
	

	Assign a mentor or buddy, if relevant. 
	
	Hiring Manager
	At offer acceptance
	

	Make necessary accessibility or health and safety arrangements with Occupational Health, if relevant. 
(Confirm requirements with new staff member.)
	Occupational Health
	Hiring Manager/ Admin
	At offer acceptance
	

	Organise business cards, door and department signage, if relevant.
	Painting & Signage
Business Cards
	Admin
	At offer acceptance
	

	Organise any equipment or protective clothing that may be required
	
	Hiring Manager/ Admin
	At offer acceptance
	

	Organise any materials or stationery that may be required
Wellington
Check Stationery store in Dept and level F - email Bevan Leevers if new or something special – bevan.leevers@otago.ac.nz
	
	Admin
	At offer acceptance
	

	Arrange access to University of Otago systems as needed.

Search for the new employee in MS Teams or Outlook to confirm username has been created.

(FinanceOne access requires training.)

Wellington
MedMoodle  
Email to: eu.elearning.uow@otago.ac.nz 
MedMoodle: https://medschool.otago.ac.nz/   
HSMoodle: https://hsmoodle.otago.ac.nz/   
Request access to OurDrive if entitled to CEL/CME Conference Leave 
	Blackboard, Moodle, Sojourn: ask@otago.ac.nz

More info/access:
Business Objects eVision
FinanceOne
OURDrive
SONIA
	Hiring Manager/ Admin
	As soon as username is in system
	

	Purchase licenced software as needed. (Some software is already provided - see link for details.)
	Software Procurement and Licensing
	Hiring Manager/ Admin
	As soon as username is in system
	

	Organise the workplace, building access, desk setup & phone 
(Dental School Dunedin, St. David II and Clocktower use Cisco phones)
	Cell phones
Desk phones
Door access

	Admin
	As soon as username is in system
	

	Organise any training required immediately after start, if needed.
	Training
	Hiring Manager/ Admin
	As soon as username is in system
	

	[bookmark: _Hlk104801680]Organise financial delegations if needed 
	Financial Delegations
	Hiring Manager/ Admin
	As soon as username is in system
	

	Request update of contacts/org chart on website. 
Include name and address of your area and the info to add.
	
 
	Admin
	One week prior to start date
	

	Send welcome email with logistics for first day
· Provide dress code information
· Parking information
· Bring photo ID for ID Card
· Provide schedule for first day appointments
· Provide information on where to go, what time and who to ask for
	

	Hiring Manager
	One week prior to start date
	

	Add to local ‘Teams’ sites and/or custom email distribution lists
Christchurch
Add to All-Staff Chch email list.  For Client Services, add to UOC Administrators, Portfolio 2, Client Services Information Teams, SONIA.
Wellington
Add to custom email distribution lists and appropriate moodle page.  For CSA add to Green Team
	
	Site/list owner
	Day prior to start date
	

	Update online phonebook
	Update online phone book
	Admin
	Day prior to start date
	

	Advise other staff of new employee 
	
	Hiring Manager
	Day prior to start date
	



	First Day/Week 
Introduction to the Department
	Process/Support
	Who
	When
	Status

	Welcome to the Department
	
	Hiring Manager
	First day
	

	Introduce to Head of Department/Senior staff/Colleagues
	
	Hiring Manager
	First day
	

	Familiarisation with location of place of work and support facilities such as toilets, tea and coffee making facilities.
	
	Hiring Manager/ Admin /Buddy
	First day
	

	Brief description of Department/ Division
	
	Hiring Manager
	First day
	

	Obtain ID card obtained and any building/room keys
Tour campus/building pointing out key locations & services
	New ID Card

	Hiring Manager/ Admin
	First day
	

	Explain building security access and procedures (if relevant)
	
	Hiring Manager/ Admin
	First day/week
	

	Request familiarisation with relevant policies and policy library
	Policy Library
	Hiring Manager
	First day/week
	

	Direct to telephone features (if relevant) 
(Dental School Dunedin, St. David II and Clocktower use Cisco phones)
	Cisco Phones
Desk Phone Options
	Hiring Manager/ Admin
	First day/week
	

	Introduce to the Kaiāwhina Māori and relevant policies (if relevant)
	Kaiāwhina Māori
	Hiring Manager
	First day/week
	

	Introduce to departmental mentor or buddy (if relevant)
	
	Hiring Manager
	First day
	

	Run Health & Safety induction
Wellington
Jane Anderson – Health and Safety Advisor, Jane.anderson@otago.ac.nz 
	List of DHSOs/DHSAs
	DHSO/DHSA
	First day/week
	

	End of day catch-up 
· Answer any questions the staff member might have  
· Outline plan for next day and rest of the week 
	
	Hiring Manager/New Employee 
	First day
	



	First day/week or second week Introduction to the Job
	Process/Support
	Who
	When
	Status

	Clarify job description and explain key outcomes
	
	Hiring Manager
	First day
	

	Issue Personal Protective Equipment (PPE), as necessary
	
	Admin
	First day
	

	Show employee Email Signature Generator
	Email Signature Generator
	Admin
	First week
	

	Set staff development goals for period until next PDR (Performance and Development Review)
	
	Hiring Manager
	First two weeks
	

	Organise training schedule including review meetings and progress towards PDR goals  
	Training
	Hiring Manager
	Following PDR Goals Setting
	



	First week 
Conditions of Service Information
	Process/Support
	Who
	When
	Status

	Clarify work conditions
· Hours of work, lunch, and tea breaks
· Absence, lateness (who to notify)
· Overtime/shift arrangements (if any)
· Holiday entitlements (procedures for applying for leave), Christmas shutdown
· Sickness (Entitlements, who to notify, by when, where to send certificates)
	Leave Information
	Hiring Manager
	First day/week
	

	Direct to online training for Web Kiosk
(For new hires managing staff, contact hrsystems@otago.ac.nz )
Request new employee complete equity details in Home -> EEO menu.
	Web Kiosk

Web Kiosk online training

	Admin
	First week
	



	Financial Responsibilities (if applicable)
	Process/Support
	Who
	When
	Status

	Complete relevant forms for financial responsibilities and arrange training
	Finance Forms
Financial Training
	Hiring Manager/Admin
	First month
	



	Academic Staff Confirmation Path 
(If applicable)
	Process/Support
	Who
	When
	Status

	Advise new employee to contact the relevant areas for an appointment as noted in the email template. (Edit email as necessary).

	

	Hiring Manager
	First month
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[Please read through this and make changes as they suit you. Remove all red text in square brackets before sending]

 

Kia ora [NAME],

 

Welcome to our department! We’re really looking forward to working with you.

 

I just wanted to touch base with you, and give you some information that can be useful to explore before you begin.

 

Welcome to New Staff website

If you haven’t had a look around our Welcome to New Staff/Kaimahi hou website, please do so. There’s a lot of curated content from our website, plus a lot of information of special interest to staff.

 

Health, Safety and Wellbeing

Please let me know if you have any accessibility or health and safety requirements, so I can make arrangements with Health, Safety and Wellbeing.

 

Staff in our department/area

Please note the staff pages in our website so you can become familiar with the rest of the team. [include link to URL]

 

IR330/Bank Details

If you have not submitted your IR330 and bank details, you won’t be able to access most systems. Please do submit those so we can get you fully set up before you start.

 

Any questions or concerns, please do not hesitate to contact me [OR OTHER PERSON].

 

Kind regards, 

[NAME/SIGNATURE]
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		To

		Web - Service Desk

		Recipients

		web@otago.ac.nz



Kia ora,

We have a new hire starting soon, so we would like to get our Staff pages updated.

Our department/area: 

Link to our staff pages:

New staff member’s name and details to add to page:
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[Please read through this and make changes as they suit you.]

 

Kia ora NAME,

 

We are looking forward to seeing you on DATE.

 

Where to meet

Please come to LOCATION at TIME and I/NAME will be there to greet you.

 

Dress code

We don’t really have a dress code in our department, but we tend to dress slightly more professional than casual.

 

Parking

Unfortunately, parking is not easy to find around the campus, so I recommend you come very early if you hope to find a free park on a street close enough to walk. Otherwise you can pay for a park in a building or on the street. If you will be riding a bike, get in touch so I can refer you to the best place to store it.

 

Any first day plans they should know about

We will go to the ID card Office first thing, so please be sure to bring a picture ID like your drivers licence. We have also arranged for a small morning tea to introduce you to the rest of the team. They are all looking forward to meeting you.

 

Again, if you have any questions or concerns, please do not hesitate to contact me.

 

Kind regards, 

NAME/SIGNATURE
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It is recommended that as a new confirmation path appointment you meet with the following areas.  Please arrange a convenient time to meet with staff in those areas.

 

 

Register for Human Resources Division’s introductory confirmation path workshop (Contact hrtraining@otago.ac.nz)

Confirmation Path

Meet with HOD to discuss confirmation standards and objectives

 

Contact PBRF & Publications/Outputs Office at publications@otago.ac.nz to ensure publications /outputs are added to the central University database.

PBRF & Publications/ Outputs office

Set up briefing with divisional Research Adviser.

Research & Enterprise

If role is Joint Clinical, arrange DHB induction.

 

 

 

 

 

 

 

 

 




