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ACADEMIC STAFF INDUCTION PROGRAMME

Newbold College wishes its new employees to feel welcome, to be clearly informed from the
outset about the mission of the College, to understand how it functions, and to recognise the
expectations of them as colleagues.

In order to achieve these goals the College will provide an induction process for all

new academic staff. This process should be completed by the end of the second week of the
semester in which new colleagues join the staff.

Session 1

Orientation about Academic Department by the line manager
Department areas of responsibilities

Work areas, Office/Workstation (in liaison with the Chief Financial Officer)
Colleagues

Department procedures and culture

Role in organisational chart — lines of authority - reporting
Job description

Workload Policy

Work hours and annual leave entitlement

Mentor allocation

Department handbooks and similar documentation
Equipment / Resources

Planning procedures

Administrative procedures

Session 2

SRRl el

Orientation by the Principal, Academic Registrar and HR Manager
Ethos and mission

Organisational culture (incl. acronyms)
Organisational structure

Employees Handbook

Strategic plan

Curriculum areas

Staff worships

Social programmes

Campus tour

Committees —

a. Committee structure

b. Committee responsibilities

c. Decision-making procedures

d. Committee membership
Functions of various colleagues

Policy on professional staff development
Appraisal/feedback procedures
Grievance procedures

Local amenities

Session 3
Orientation by the Chief Financial Officer and HR Officer

1.

College Policy Book
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Contract of employment

Working (and housing) conditions

Health and safety

Functions of the Finance Office

Work station

Pay, allowances, annual leave

Meals

Work supervisor responsibilities and policies (if applicable)

Session 4
Role-specific training by the Academic Registrar and line manager

1.
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UK Higher Education

Module descriptors

Enrolment and module registration procedures

Tutorial system

Student assessment procedures

Library services - budget and ordering books for library
Extra-curricular expectations

Structure of the College calendar



