Induction Evaluation and Feedback Questionnaire 
Please ask your new employee to fill out the following questionnaire towards the end of their induction programme. Managers should retain a copy and act on the comments relating to their induction procedures.



	Were you personally introduced to your new colleagues, managers and other appropriate people during your first few days in post?
	YES ( NO (

	Comments:


	Has your induction helped you understand your job, responsibilities, and performance standards?
	YES ( NO (

	Comments:



	Have appropriate policies and procedures important to your job (e.g. health and safety regulations, work processes, annual and public holiday leave entitlements and how to apply for annual leave, FOI/Data Protection) been shown to you and explained to you?
	YES ( NO (

	Comments:



	Have you discussed/completed an induction programme?  

	YES ( NO (

	Comments:



	If appropriate, have you been able to access training or courses related to your role and/or the University?
	YES ( NO (

	If so, please list the courses you have attended as part of your induction:



	Have you been able to use required systems for your role?

	YES ( NO (

	Please list any significant systems issues:



	Do you feel there were any areas missing from your induction programme? 


	YES ( NO (

	If so, please list: 


	If there was one aspect of your induction that could be improved what would it be, and how might we improve it?

	Are you aware of the Human Resources web pages for staff?

	YES ( NO (

	Have you used the Human Resources web pages for staff?

	YES ( NO (

	What information did you need that was not covered?




	Any other comments:




	Manager’s signature:                                  

Employee’s signature:


	Date:


		


		








Work Area (School/College/Support Group/Team):





Start date:





Name: 		








