Example Evidence Collation Tool 

Level 2 NHSLA Assessment
Criteria 2.2.1, 2.2.2, 2.2.3

	Criterion no.
	NHSLA Minimum requirements
	Statements made within policy
	Evidence provided to indicate compliance with policy
	Evidence to be collected from the following areas:
	Evidence to be collected from the following staff groups:
	Additional comments

	2.2.1

2.2.2

2.2.3


	checking that all new permanent staff complete corporate induction  
(2.2.1)
checking that all new  permanent staff complete local induction
(2.2.2)  

checking that all temporary staff complete local induction  
(2.2.3)

following up those who fail to attend corporate induction 
(2.2.1)
following up those who fail to complete local induction
(2.2.2, 2.2.3)
	Page 4, paragraph 2
The recruitment team notifies the training department when a new starter accepts an offer of employment, and a letter goes out before the individual starts, informing them of the time and date of their induction days.

There is a separate induction for junior medical staff, who are inducted on set days within August and September.  Those medical staff starting out of rotation are contacted by HR to attend a corporate induction and in addition are required to complete of an e-Learning package.  Directors and non-executives have two weeks of appointments with relevant individuals.

Page 6, paragraph 3
All new starters are required to complete local induction checklists (appendix a). These checklists have a core content, which is then added to and personalised by individual service areas.  A tear off slip at the bottom of the checklist is returned to the training department, and the returns are cross referenced with the new starter list.  Permanent staff have one month to complete and return their checklists, which must be signed by a line manager.  Temporary staff have one week to complete and return a shorter checklist (appendix b).  Those individuals who are to be within the organisation are to complete appendix c before they start their first shift.  This checklist too is sent to training department for monitoring.

Page 8, paragraph 1
The training department have accurate records of new starters, and are able via the training database to record those individuals who have and have not attended corporate induction.  By receiving the tear off slips of the induction checklist, it is possible to identify areas of non compliance.  Letters are sent to individuals and their managers either re-booking them onto corporate induction or asking them to return their completed local induction checklist.
Repeated non attendance (more than two missed corporate inductions and more than one month overdue local induction completion) will result in the individual not being able to access any other non mandatory training until the induction arrangements are adhered too. 
	· Training database 

· New starter list 

· Invitation letters 

· Flowcharts 

· Evidence of e-learning package completion

· Example of new director’s schedule for their first weeks of employment.

· Training database 

· Attendance sheets 

· Workbooks

· Signing in sheets 

· Induction programmes 

· Local induction checklists 

· Training database 

· Chase letters/emails 

· Training reports 

· Evidence of any sanctions taken for frequent non attendees 


	· By divisions/ directorates 

· Business units

· Different hospitals 

· Clinical areas 

· Ward/ departments  

Consider using specific timeframe 


	New director

2 entries of junior medical staff

Evidence from the last year of inductions on both sites.

Evidence of temporary staff returning checklists within 1 week.

Evidence of short term agency staff having completed the short checklist before their shift.
	CI runs twice a month therefore six months of evidence provided for corporate and local induction. Additional evidence can be provided if necessary. 

Evidence from X is limited as they are a new clinical service recently merged into our trust. 

Local induction checklists changed within the last two months therefore a mix of old and new provided for assessment.


	Criterion no.
	NHSLA Minimum requirements
	Statements made  within policy
	Practice to be monitored to indicate compliance with policy
	Description of report/audit 
	Action plan completed

Yes/No
	Evidence of actions achieved

	3.2.1

3.2.2

3.2.3


	checking that all new permanent staff complete corporate induction  
(3.2.1)
checking that all new  permanent staff  complete  local induction  
(3.2.2)
checking that all temporary staff complete  local induction  
(3.2.3)
following up those who fail to attend corporate induction 
(3.2.1)
following up those who fail to complete local induction
(3.2.2, 3.2.3)

	Page 14 Section 3
Each quarter the training department present a report to the HR sub committee which will inform the organisation what percentage of new starters had undertaken corporate induction.  The report will contain information from both sites and will cover all staff, including junior medical staff and medical staff who start out of rotation.

Page 14 Section 3
Each quarter the training department present a report to the HR sub committee which will inform the organisation what percentage of new starters had undertaken local induction.  This report will contain analysis on the percentage of locum/agency staff who have completed these induction arrangements.

Page 14 Section 4
A report detailing the % of non attenders will be presented, with information on whether the individual was successfully re-booked on a following corporate induction.  A report will be issued which would name persistent non attenders and their service area.

Page 14 Section 5
A report detailing the % of non attenders will be presented, with information on whether the individual successfully completed their local induction within an agreed extension period.  A report will be issued which would name persistent non attenders and their service area.
	Quarterly report

Check agendas to ensure that reports are standing items

Quarterly reportCheck agendas to ensure that reports are standing items

Non-attendance report

Persistent non attenders report
Non-attendance report

Persistent non attenders report

Check agendas to ensure that reports are standing items


	· By divisions/ directorates 

· Business units

· Different hospitals 

· Clinical areas 

· Ward/ departments  

Consider using specific timeframe 


	New director

2 entries of junior medical staff

Evidence from the last year of inductions on both sites.

Evidence of temporary staff returning checklists within 1 week.

Evidence of short term agency staff having completed the short checklist before their shift.
	CI runs twice a month therefore six months of evidence provided for corporate and local induction. Additional evidence can be provided if necessary. 

Evidence from X is limited as they are a new clinical service recently merged into our trust. 

Local induction checklists changed within the last two months therefore a mix of old and new provided for assessment.













