Starting a new job can be both exciting and nerve wracking.

We have a comprehensive 6-month induction plan for any new starters to ensure that your induction
and probation period are supportive and informative.



Preparing for your first day

Preparing for your
first day with us

Prior to your first day, you will have communication with the HR Officer who will finalise the recruitment process, including obtaining
references and a DBS check if needed.

The HR Officer will send you your contract of employment along with any documents that need to be completed, and anything that you
need to bring with you on your first day, such as your ID documents and any training or qualifications certificates.

Your Line Manager will also be in contact so that you know what time to arrive for work and any plans for your first day.



On your first day you will meet your line manager and receive a comprehensive role induction so that you know what to
expect during your probation period.

This will include introductions to your colleagues and anyone else that you will be working with.

Throughout your probation period you will receive ongoing support, training and wellbeing checks and will meet with your
line manager at regular intervals.



IT EQuipment
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IT Equipment

You will then meet the IT Manager and receive any IT equipment you need, including a mobile phone, and a fob to access the
building, along with an introduction to our systems.



HR and Healthy & Safety Induction

HR and Health & Safety Induction

Coventry Diocesan Board of Finance
Employee Risk Assessment

Coventry Diocesan Board of
Finance

HR Induction Booklet

In your first week, you will meet with the HR Officer who will go through a HR and Health & Safety induction with you.

This will include introducing you to other members of staff that you have not yet met and a discussion about the organisation chart
and anything else that you will need to know during your employment.

The HR Officer will work with you to create a personalised risk and needs assessment and will discuss which reasonable adjustments
you would like, to support you in your role.



Workstation assessment

DSE Assessment

Working with display screen
equipment (DSE)

A brief guide

ERGONOMICS AT WORK

You will then complete a Display Screen Equipment Assessment (known as DSE or VDU) to ensure that your workspace is set
up correctly and meets your needs.



Equality
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Unconscious
Bias
elLearning

There will be some mandatory eLearning for you to complete. These take around 30-45 minutes each and will be timetabled into your
induction plan.

These are about important topics such as Equality & Diversity, Unconscious Bias, Sexual Harassment, Cyber Security, GDPR, and
Safeguarding (if applicable).

There will be some in-person courses for you to attend at a later date which the HR Officer will organise with you.
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