Subject: Welcome to Department/Faculty 
Dear
We are delighted you have accepted your offer to join our team in the [Department/Faculty/School] I am confident that your skills and experiences will be a great asset to our team.
We strive to create an environment that is both inclusive and welcoming. (EBE Vision 2050). We aim to ensure you feel comfortable and supported as you begin this new chapter with us. (EBE Induction Booklet)
You will start your position as a [job title] on [month and day]. Our regular work hours are 8h30 to 16h30. 
The […….building] is situated on[Madiba Circle/Engineering Mall] on upper campus. (map ) If you are travelling by public transport you can access a Jamie Shuttle which operates between UCT residences, all campuses and some public bus, train and parking facilities. More details on the service can be found here. You will need your appointment letter or staff card to gain access to the service. 
Should you be driving a car, you will need to stop at the Visitor’s Centre (map )  to get a visitor’s parking disc for the day. Parking is limited on upper campus, so we suggest you arrive early for your first day. 
Upon arrival you should head to the reception where you will be met by [staff member]. They will show you to your [workstation/office]. Please let us know if you have any requirements regarding access to the building.
Programme for first day
8h30 	Meet [staff member] at reception on [floor, building]
8h45	Tour of the department and meet-and-greet with colleagues
9h45	Meet your Line Manager, [name] to discuss job expectations, training requirements, ……….
10h00 	Tea in the staff room 
10h30 	HR Business partner, Nurunisa Hendricks to discuss condition of service and any other HR matters
11h00	Visit the Traffic Centre to get a parking disc (if required), and Access Control to get your staff card.
11h30 	Tour of upper campus and introduce you to colleagues in the other EBE departments.
12h30	Lunch break …………………
14h00	Faculty Onboarding video to introduce to the faculty executive, the finance section, undergraduate and postgraduate administration, and the services they offer.


 As part of your onboarding programme, you will be booked on:
·  An Introduction to UCT, a one-day programme which provides an opportunity for new staff to meet and interact with other new staff from across the institution as well as with key senior role players at the University. 
· A Benefits Session where you will hear about health care benefits and options as well as retirement benefits. 
· Faculty Induction programme
· Any training programmes that you will require for your job.
If you have any additional queries, feel free to email [email address] or call …….. at [021 650] .
I look forward to welcoming you to the [department/unit] in the Faculty of Engineering & the Built Environment.

All the best


Head of Department 

