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Sample Timetable of First Week Induction for New Staff
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Monday 
Tuesday 
Wednesday 
Thursday 
Friday
All Day
Events
 

 

University Welcome Programme

 

 

9:00am
Meeting with Line Manager - welcome
  

  

  

  

9:30am
  

  

  

  

  

10:00am
  

Dept H & S person
  

  

Meeting with key personnel arranged
10:30am
  

  

  

  

11:00am
Departmental IT person

  

  

Meeting with key personnel arranged
  

11:30am
  

  

  

  

  

12:00pm
Mentor to advise on lunch

  

  

  

  

12:30pm
  

  

  

  

  

1:00pm
  

HR issues to be addressed

  

  

1:30pm
  

  

  

  

  

2:00pm
Admin/ mentor issues inc Library
  

  

  

Meeting with Line Manager – summarise + plan 2nd week
2:30pm
  

Meeting with Head of Department
  

Meeting with key personnel arranged
  

3:00pm
  

  

  

  

  

3:30pm
  

  

  

  

  

Tasks
  

  

  




