
 
 

 

Durham University Managers’ Checklist – 
 Pre-employment for New Staff 

 
This checklist provides guidance on preparation required prior to the start date of your new 
employee.   
 
Name of Employee:      ___________________________ 
 
Job title:                        ___________________________ 
 
 

  

Welcome Letter 

 Send “Your first day” welcome document to the new member of staff, 
including their start time and the name of the person who will contact them to 
welcome them on their first day. 
 

 

 Include information re the Relocation Manager if appropriate.  
 

 

Logistics 

 Request IT equipment via forms on the CIS Self-Service Portal 
Laptop Request   
(When using these forms please use Google Chrome or Internet Explorer) 

 

 Discuss the home working environment, ask the new starter if they require 
any additional support or reasonable adjustments - please contact your HR 
Business Partner or HR Adviser for guidance if required. 

 

 Check what equipment they may need. For example, they may have an office 
chair at home. Do they need a work mobile or do they need a headset?        
Request additional equipment via forms on the CIS Self-Service Portal 
IT Peripherals 
 

 

 Arrange for all equipment to be delivered to their home.  

 Ensure access and permissions is given to key files, drives and relevant IT 
software is installed on computer hardware.  

 

 Organise a convienient time to welcome the new member of staff on their first 
day and to carry out the induction virtually (via use of Teams / Zoom etc.) 

 

 Assign another individual who can stand in and deputise to take over from the 
line manager on the day in case of an emergency. 

 

 Ensure the Deputy is briefed and provided with the induction schedule (in the 
event that they do need to take over). 

 

 Inform the team of the new starters name, job title, start date and areas of 
responsibility. 

 

https://shib.dur.ac.uk/idp/profile/SAML2/Redirect/SSO;jsessionid=A60C11EE352B7BC281CE00826A79FF4C?execution=e1s1
https://dur.unidesk.ac.uk/tas/public/ssp/content/serviceflow?unid=dcdd84c80df441c883d3cf62b24302e6
https://shib.dur.ac.uk/idp/profile/SAML2/Redirect/SSO;jsessionid=A60C11EE352B7BC281CE00826A79FF4C?execution=e1s1
https://dur.unidesk.ac.uk/tas/public/ssp/content/serviceflow?unid=1dd04facfd4e41208628d1e0aa5f4e31


 
 

 

 

  

New Starter Mentor 

 Identify and assign an appropriate new starter mentor who will check in with 
the new starter on a regular basis for the first two/three months. 
Note: The mentor should be an individual on a similar grade and (as far as 
possible) undertaking a similar role, should not be the line manager or be 
acting in a supervisory capacity over the new staff member. Ideally the 
mentor should be a member of departmental staff but external to the team 
that the new member of staff works in. 
 

 

Induction Pack 

 Create the induction information for your own departmental area eg who is 
who, local practices and procedures, and compile an induction schedule 
(schedule may need to be extended for staff who work part-time hours). 
 

 

 Include the new starter on email distribution lists (if appropriate prior to start 
date). 

 

 Provide access to shared electronic drives and relevant folders (if appropriate 
prior to start date). 

 

 Create access to any shared calendars  (if appropriate prior to start date)  

 Arrange for the new employee to be added to Staff Telephone & Email 
Directory on the website. 

 

 Arrange signing authority - if required.  

 Apply for Purchasing Card - if required.  

 


