Taking care of new coworkers 

Before the arrival

Supervisor
	
	Inform the group, Jenny and Louise about the new person.

	
	Choose fume hood & desk; make sure they have been cleaned.

	
	Assign project and assistant supervisor.


The day of the arrival
Supervisor or Manager on arrival
	
	Introduce the group.

	
	Take the person to Louise for email address/SUKAT, access-card & info.

	
	Inform about research activities at the department.

	
	Show the website; go through internal info. 

	
	Info on group meetings, week plans and monthly reports.

	
	Give out a lab book and go through how to write it.

	
	Discuss the project. 

	
	Show fume hood, desk & introduce to lab boss.


The day of the arrival 
Assistant supervisor & Lab boss
	
	Take the person to Ola for computer account.

	
	Introduce the person to people at the department.

	
	Show the department, kitchen routines, SU store, library & Magnéli hall.

	
	Show the campus and pick up the entrance card.

	
	Show the lab & lab routines (lab boss).

	
	Go through lab safety, emergency exits & fire extinguishers (lab boss).

	
	Talk to Kristina about NMR introduction including safety check.


The first days
 
The group
	
	Make the person feel welcome!


