
	NCG JOB INDUCTION
	Induction training and development plan


INDUCTION TRAINING AND DEVELOPMENT PLAN
As a new member of staff, you may have training and development needs to help you fulfil your potential in your new role. This form should be completed through discussion with your line manager and an agreed action plan put in place.
	Name
	

	Job title
	

	College/Department
	

	Start date
	



	Identify any training needs below, together with agreed actions to address them
	Target completion date
	Review date

	Specific to the role

	
	

	Administrative

	
	{{DMIN_REVIEW}}

	Leadership, management/supervisory

	
	

	Other

	
	




SYSTEM TRAINING
• Confirm system access: use the table below to ensure you have access to all systems required for your role, as identified by your manager.
• Access training: training is available to help you gain proficiency in using the systems with confidence.
• Assess confidence: throughout training, evaluate your confidence level using the 1-4 rating scale.
• Discuss training needs: share your confidence assessment with your manager for a future discussion on any additional training needs.
	1. Requires training    2. Training in progress    3. Trained, requires support    4. Trained, confident



NCG SYSTEMS
	System
	Description
	Access
	Identify any training needs below, together with agreed actions to address them
	Rating

	Desktop
	Desktop access to Microsoft Office and department drives.
	☐
	
	

	VPN (FortiClient)
	The Virtual Private Network provides a protected network connection when using public networks.
	☐
	
	

	Microsoft 365
	Cloud access to Microsoft Office apps, including Word, Excel, PowerPoint, Outlook and OneDrive.
	☐
	
	

	Microsoft Teams
	Messaging app where all conversations, meetings, files and notes can be accessed in one place.
	☐
	
	

	Employee Self-Service (iTrent)
	Access, view and manage your personal and job-related information.
	☐
	
	




ROLE SPECIFIC SYSTEMS
Your manager will identify below which specific systems you need for your role. These may include teaching systems such as eTrackr, VQ Manager, Smart Assessor, Staff Advantage, The Source, ProAchieve, UniFrog and HE Core training, or manager systems such as Manager Self-Service, Networx and eProcurement.
	System
	Description
	Access
	Identify any training needs below, together with agreed actions to address them
	Rating

	
	
	☐
	
	

	
	
	☐
	
	

	
	
	☐
	
	

	
	
	☐
	
	

	
	
	☐
	
	




TWO-WEEK REVIEW
	To be completed by your line manager
	To be completed by you

	Name
	
	Name
	

	Date
	
	Date
	



	Manager comments

	



	Your comments

	



	After your initial two-week induction you will continue to be supported using this plan and have regular one-to-ones with your manager.
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