IT SERVICES

	ITS INDUCTION PROGRAMME
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	NAME
	

	JOB TITLE 
	

	START DATE
	



	First Day – 27/02
	Owner

	
9 am
	
Start time – Meet Line Manager at reception.

	

	9.15 am
	Welcome and Introductions to Team
	
All


	
10 am – 1 pm

	
Tour of DeptW and Mile End Campus
	

	
1 pm – 2 pm
	
Lunch at The Curve

	

	
2 pm
	
Collect Laptop from G15, Bancroft Building

	

	3 pm

	
Workstation & Email set up/ IT Account Set Up / Security Pass

	

	28/02
	Owner

	9 am
	Insert Mandatory Training

	Insert New Starter Name

	9:05
	
Insert Activity

	Insert Owner

	9:30
	
Insert Activity

	Insert Owner

	12:00
	
Insert Mandatory Training

	Insert New Starter Name

	2:00
	
Insert Activity

	Insert Owner

	29/02
	Owner

	9 am
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Date
	Owner

	8.30 am
	
Start Time

	

	9 am
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Date
	Owner

	8.30 am
	
Start Time

	

	9 am
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Activity

	Insert Owner

	Insert Time
	
Insert Mandatory Training

	Insert New Starter Name

	Insert Time
	
Insert Activity

	Insert Owner
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