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Examples of the Checklist for the Review and Approval of Procedural Documents, Version Control Sheet, Plan for Dissemination and the Equality Impact Assessment can all be found within the Organisation-wide Document for the Development and Management of Procedural Documents on the NHSLA website.
Please Note the Intention of this Document

This document has been developed with the aim of providing a ‘model document template’.  However, any policy subsequently produced must follow its own rules and include details of all the requirements set out in sections 1-9, where relevant.  The organisation may use this template and adapt it to reflect procedures within the organisation or alternatively use one already in existence.  Whichever approach is used the organisation must ensure it is compliant with the minimum requirements of the relevant National Health Service Litigation Authority (NHSLA) Risk Management Standards.
It is important that the document should follow any pre-existing guidance within the organisation in relation to style and format of documentation.  Please note that a template document entitled An Organisation-wide Document for the Development and Management of Procedural Documents can be found on the NHSLA website which may provide the organisation with additional guidance. 
1 Introduction
Give an overview of the importance of ensuring that all staff employed within the organisation receives appropriate corporate and local induction upon joining the organisation.  
2 Purpose

Within this section an explanation regarding the intent/aim of the document should be described. This should include the rationale for development of the procedural document and an outline of the objectives and intended outcomes of the induction process, this may include:
· a statement regarding the organisation’s commitment to ensuring attendance at corporate and local induction;
· overview of the intent/aims of corporate and local induction programme(s);
· what the objectives of the organisation are in relation to corporate and local induction;
· organisation’s stance with regard to non compliance with the corporate and local induction procedural document(s).
3 Definitions
List and describe the meaning of the terms used within this document where it is considered necessary. The following list is a guide to issues which could be considered within this section and should be added to where appropriate:

· corporate induction 
· local induction 

· staff groups (e.g. clinical, non-clinical, temporary, permanent)
· operational management
· strategic management
· document control
· non-attendance
· audit

4 Duties
Give a detailed overview of the strategic and operational roles and responsibilities for the implementation of the organisation’s induction procedures. Please note that within the NHSLA Risk Management Standards a specific criterion in relation to local induction of temporary/voluntary staff has been introduced. The organisation must therefore ensure local induction arrangements for temporary/voluntary staff are incorporated into this document.  The following list is a guide of issues which could be considered within this section and should be added to where appropriate:

4.1 Duties within the Organisation

Duties of the Committee with Overarching Responsibility
The roles and responsibilities of the committee that is instrumental in implementing effective corporate and local induction should be documented.

Individual’s Responsibilities

It is anticipated that there are different approaches to the management of induction within organisations and this will result in differing individual responsibilities.  Some example responsibilities have been identified below, however, these should be considered within the context of the individual organisational structure.  
Chief Executive

The roles and responsibilities of the chief executive in relation to ensuring there are effective corporate and local induction systems in place should be documented.

Duties of Nominated Director(s)
The roles and responsibilities of the nominated director(s) with responsibility for ensuring effective corporate and local induction should be documented.  
Duties of Education Manager
This section will need to identify the roles and responsibilities of the individual who has overall responsibility for the day to day management of induction.  

Duties of Education Staff
This section will need to identify the roles and responsibilities of all those involved in the day to day delivery of corporate and local induction.
Duties of Administration Staff
This section should include those staff responsible for recording and monitoring all induction training activity within the organisation.
Duties of Manager(s)
The roles and responsibilities of managers involved in the process for ensuring staff receive corporate and local induction should be documented.  This section should include a description of their specific duties relating to the implementation of the induction programme.

Duties of Individuals
This section should define the responsibilities of all staff.  It should emphasise the individual responsibilities of all staff in relation to complying with the objectives of the organisation. 

5 A Systematic Approach to Corporate and Local Induction
This section should describe the processes in place to ensure all staff receive an appropriate corporate and local induction to the organisation. This may be demonstrated in the form of flowcharts or template documents.  Examples can be found within the appendices.  This section may include the following issues; this is not an exhaustive list.
5.1 Content of the Corporate and Local Induction Programmes 
This section should describe the agreed minimum content of both the corporate and local induction programmes.  Examples of the programmes may be included within the narrative of the document or the programmes themselves attached as appendices. If there are specific programmes for certain staff groups the minimum content of their induction should also be agreed and described.
5.2 Booking Process for Corporate Induction  
This section should provide a description of the process for booking people onto the appropriate corporate induction and how the organisation ensures attendance.  If separate corporate inductions are held for certain staff groups this should be identified and the booking process for these staff groups described.  
5.3 Recording Completion of Corporate and Local Induction
This section should provide a description of the process by which the organisation ensures that employees attend/complete the relevant induction programmes as and when required.  This may include the use of attendance sheets, workbooks, and checklists as well as an electronic database to record centrally that the induction cycle has been completed.  The responsibility for attending induction should not be left with employees and their line managers alone.  The onus is on the organisation to continually monitor and record the process, and to ensure corporate and local induction is consistently completed in a timely manner.

5.4 Non-attendance at Corporate and Local Induction
This section should provide a description of the process by which the organisation follows up those employees who fail to attend/complete corporate and local induction.  By implementing a robust monitoring system, organisations will be able to recognise at an early stage when employees have failed to attend.  Organisations should consider the actions to be taken in cases where employees habitually fail to attend/complete corporate and local induction.  Positive and negative incentives could be used, for example, the organisation may prevent an employee from undertaking any desirable training until all the required elements of induction have been completed.

6 Equality Impact Assessment 

The organisation should identify who will undertake the Equality Impact Assessment    which is required to consider the needs and assess the impact of this document in accordance with the Organisation-wide Document for the Development and Management of Procedural Documents.  The Equality Impact Assessment Tool found at Appendix E of the Organisation-wide Document for the Development and Management of Procedural Documents could be completed and form part of the body of the document, but as a minimum a statement should be included within the document to demonstrate that an Equality Impact Assessment has been carried out and that the document does not discriminate, highlighting any areas of good practice or risk areas requiring attention.

7 Monitoring Compliance with the Document 
7.1 Process for Monitoring Compliance
This section should identify how the organisation plans to monitor compliance with the Organisation-wide Document for the Management of Corporate and Local Induction.  As a minimum it should include the review/monitoring of all the minimum requirements within the NHSLA Risk Management Standards.  The following list is a guide to issues which could be considered within this section and should be added to where appropriate:

· monitoring arrangements for compliance, i.e. audit, review etc.;
· responsibility for conducting the monitoring/audit;
· methodology to be used for monitoring/audit;
· frequency of monitoring/audit, i.e. quarterly on a rolling basis etc.;
· process for reviewing results and ensuring improvements in performance occur.  
7.2 Standards/Key Performance Indicators
This section could contain auditable standards and/or key performance indicators (KPIs) which may assist the organisation in the process for monitoring compliance.

8 References
This section should contain the details of any reference materials reviewed in the development of the procedural document. 

9 Associated Documentation
This section should provide a cross reference to any other related organisational procedural document(s).
Appendix A - Template for Local Induction Checklist (Permanent Staff)

Name




………………………………………………………..…

Post Title



………………………………………………………..…

Department



………………………………………………………..…

Directorate



…………………………………………………………..
Date of Appointment (and start date if different)
…………………………………………

Name of Line Manager

……………………………………………………..……
This checklist is to ensure that all aspects of your induction are covered in a timely and effective manner.  As each item is discussed it will be signed off by the person providing the information, and by yourself, once you feel the information has been adequately covered.  If any item does not apply to your post please mark N/A. If you feel that any area has been missed, and you require further information, please bring it to the attention of your line manager.

Once the induction is complete, you and your line manager (or equivalent) should sign the checklist. The complete and signed checklist will be placed on your personal file. A copy will be forwarded to you for your own records. 

The tear off slip should be forwarded to H.R. as evidence of completion and in accordance with trust policy [insert policy name]
The following must be completed and signed off by the line manager (or equivalent) prior to commencing duties:
	EMPLOYMENT DOCUMENTATION CHECKS

The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Comments 

	References 
	
	
	

	Proof of registration
	
	
	

	CRB checks (where appropriate)
	
	
	

	Record/proof of qualifications
	
	
	

	Arrange issue of security cards, IT access
	
	
	

	Driving licence (where appropriate)
	
	
	

	Identity check (on ward/department)
	
	
	


The following must be completed and signed off by the line manager (or equivalent) ASAP on the first day working within the department:
	THE WARD/DEPARTMENT
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Signature of Employee
	Date

	Orientation to the ward/department and any other areas within the organisation relevant to post
	
	
	
	

	Introduction pack received and discussed
	
	
	
	

	Security pass, key, name badge, access codes, etc.
	
	
	
	

	Car parking, catering and washroom facilities 
	
	
	
	

	Explain the function and structure of the ward/department
	
	
	
	

	Introduction to key individuals within the ward/department
	
	
	
	

	Confirm hours of work and shift patterns where applicable
	
	
	
	

	On Call and bleep arrangements
	
	
	
	

	Resuscitation procedures: 

· equipment

· procedures 

· crash trolley location

· emergency telephone  numbers  
	
	
	
	

	Fire safety procedures and assembly points:        

· fire exits

· equipment

· alarms

· emergency telephone numbers

· evacuation procedures
	
	
	
	

	Moving & handling procedures:

· equipment

· procedures

· lifting and handling regulations
	
	
	
	

	Medicines safety procedures:

· pharmacy and local protocols 

· prescription  

· administration

· standard operating procedures

· medications common to area
	
	
	
	

	Incident reporting procedures:

· location of incident forms 

· completing the forms 

· reporting arrangements 
	
	
	
	

	Infection control procedures:

· hand hygiene procedures

· infection status of clinical setting
	
	
	
	

	Health and safety procedures:

· security 

· waste disposal  

· VDU regulations  
	
	
	
	


The following must be completed and signed off by the line manager (or equivalent) within the first week working within the department:
	THE WARD/DEPARTMENT
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Signature of Employee
	Date

	Explanation of the key documents used within the ward/department:
· care pathways 

· patient records

· observation charts 
	
	
	
	

	Explanation of the key equipment used within the ward/department and training requirements:
· monitoring equipment 

· specialist equipment 

· decontamination
	
	
	
	

	ROLES & RESPONSIBILITIES  
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Introduction to mentor/supervisor
	
	
	
	

	The specific duties and responsibilities of the post
	
	
	
	

	Expectations and limitations of the post
	
	
	
	

	KEY POLICIES AND PROCEDURES

The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Resuscitation policy 
	
	
	
	

	Fire safety policy 
	
	
	
	

	Moving and handling policy 
	
	
	
	

	Medicines management policy 
	
	
	
	

	Incident reporting policy 
	
	
	
	

	Infection control policy
	
	
	
	

	Health and safety policy
	
	
	
	

	SICKNESS/ABSENCE

The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Explanation of the local procedures regarding sickness and absence:
· reporting   

· return to work procedures 

· reporting to occupational health
	
	
	
	


	COMMUNICATION
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Signature of Employee
	Date

	Use of the organisation’s intranet/ email system 
	
	
	
	

	Location and use of general organisation policies  
	
	
	
	

	SUPERVISION
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Explanation regarding the length of supervised practice 
	
	
	
	

	Explanation of the organisation’s  appraisal and review system 
	
	
	
	

	Plan a date (within one month ) to review induction document
	
	
	
	

	ANNUAL LEAVE
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Explain annual leave entitlement 
	
	
	
	

	Explain process for booking annual leave  
	
	
	
	

	TRAINING 
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	
	
	
	

	Booked onto required mandatory/desirable training:

· Corporate Induction

· Hand Hygiene Training

· Moving and Handling Training 

· Protecting Vulnerable Adults Training

· Slips, Trips and Falls Training

· Inoculation  Incident Training
· Violence and Aggression Training
· Bullying and Harassment Training 
· Medicines Management Training 

· Blood Transfusion Process Training 

· Resuscitation Training 

· Infection Prevention  and Control Training  

· Investigation of Incidents, Complaints and Claims Training

	
	
	
	


The following must be completed and signed off by the line manager within the first month working within the department:
	SUPERVISION/KSF/REVIEWS        

The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Signature of Employee
	Date

	Planned date for appraisal 
	
	
	
	

	Review learning from corporate and local induction 
	
	
	
	

	Agree a personal development plan 
	
	
	
	

	Check that corporate induction has been completed
	
	
	
	

	SPECIAL RESPONSIBILITIES

The list and should be personalised according to the roles and responsibilities of the individual.
	
	
	
	

	E.g. explanation of the role of the lead consultant for risk management 
	
	
	
	

	SPECIALIST WARD/DEPARTMENT INDUCTION INFORMATION 

This section should be personalised according to the requirements of the specialist area.
	
	
	
	


________________________________________________________________________
Tear off slip – please return to H.R. upon completion of local induction
Checklist completed one month after start date

Staff members name ………………………………………………………………………………

Staff signature ……………………………………………… Date ……………………………....
Department …………………………………………………………………………………………
Job title ………………………………………………………………………………………………

Start date ………………………………………………………………………………………….…

Date corporate induction completed …………………………………………….………….…...

Date local induction completed    ……………………………………………….……...………...
Managers name………………………………………………………………………………….….
Signature …………………………………………………….…Date ……………..…….…………
Appendix B - Template for Local Induction Checklist (Temporary Staff)

Name of Agency/Temporary Worker
………………………………...…………………………
Post Title



……………………………………………………………

Department



……………………………………………………………

Directorate



.……………………………………………………….….
Date of Appointment (and start date if different)
………………………………………..…

Name of Line Manager

……………………………………………………………
This checklist is to ensure that all aspects of your induction are covered in a timely and effective manner.  As each item is discussed it will be signed off by the person providing the information, and by yourself, once you feel the information has been adequately covered.  If any item does not apply to your post please mark N/A. If you feel that any area has been missed, and you require further information, please bring it to the attention of the person completing the induction with you.

Once the induction is complete, you should both sign the checklist. The completed and signed checklist will be kept by the Human Resources department and a copy will be forwarded to you for your own records. 

The tear off slip should be forwarded to H.R. as evidence of completion and in accordance with trust policy. [Insert policy name]
The following must be completed and signed off by the line manager (or equivalent) prior to commencing duties:
	EMPLOYMENT DOCUMENTATION CHECKS

The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Comments 

	Confirm the following have been received and reviewed centrally:

References 

Proof of registration  

CRB checks (where appropriate)

Record/proof of qualifications
	
	
	

	Confirm an emergency contact telephone number
	
	
	

	Identity check (on ward/department)
	
	
	


	THE WARD/DEPARTMENT
The list below represents examples of topics to be covered in this section.  It is not an exhaustive list and should be personalised according to the requirements of the organisation.
	Signature of Line Manager
	Date
	Signature of Employee
	Date

	Orientation to the ward/department and any areas within the organisation relevant to post
	
	
	
	

	Security pass, key, name badge, access codes, etc.
	
	
	
	

	Car parking, catering and washroom facilities 
	
	
	
	

	The specific duties and responsibilities of the post
	
	
	
	

	Confirm hours of work and shift patterns where applicable
	
	
	
	

	On Call and bleep arrangements
	
	
	
	

	Resuscitation procedures: 

· equipment

· procedures 

· crash trolley location

· emergency telephone  numbers  
	
	
	
	

	Fire safety procedures and assembly points:        

· fire exits

· equipment

· alarms

· emergency telephone numbers

· evacuation procedures
	
	
	
	

	Moving & handling procedures:

· equipment

· procedures

· lifting and handling regulations
	
	
	
	

	Medicines safety procedures:

· pharmacy and local protocols 

· prescription  

· administration

· standard operating procedures

· medications common to area 
	
	
	
	

	Incident reporting procedures:

· location of  incident forms 

· completing the forms 

· reporting arrangements 
	
	
	
	

	Infection control procedures:

· hand hygiene procedures

· infection status of clinical setting
	
	
	
	

	Health and safety procedures:

· security 

· waste disposal  

· VDU regulations  
	
	
	
	

	Any additional local information essential to the ward/department 
	
	
	
	


NB: If the individual will be working within the ward/department greater than one week the full induction checklist should be completed. 
_________________________________________________________________________

Tear off slip – Line manager (or equivalent) to make a copy, provide copy to staff member and send original copy to H.R. within one week of working date. 
Checklist completed on the day and sent to H.R. within one week of working date

Temporary staff members name..……………………………………………………...……….

Staff signature……………………………………………………Date………………..………..
Department name…………………………………………………………………………….…..

Job title……………………………………………………………………………………….……

Working date……………………………………………………………………………..….……

Date local induction completed …………………………………………………………….…..

Managers name………………………………………………………………………….….……

Signature……………………………………………………….…Date…………………….……

Appendix C - Flowchart for Corporate Induction 
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Directorates to address any local issues arising from the quarterly reports





Governance committee to address any organisational issues arising from the quarterly reports





Quarterly report forwarded to the governance committee and directorates for action





HR produce quarterly reports on attendance at corporate induction 











Anyone failing to attend corporate induction on a second occasion (without valid reasons) will be reported to the divisional head/HR for further action











Attendance data for the corporate induction is entered onto the training database by HR








All non-attendees will be sent a reminder letter and will automatically be booked onto the next corporate induction (cc to manager)











 Attendance records are collected following the corporate induction and forwarded to HR











New staff member appointed and attends the corporate induction





HR to automatically send invite letter to the organisation’s   corporate induction (cc to manager)





Staff member appointed





To directorates for follow up and action





Given local induction checklist to complete and


undertake local induction





Attend trust corporate induction





Local induction checklist completed with line manager


(day one, week one, month one)





Manager and new staff member sign form to confirm local induction has been completed within one month of commencement





Anyone failing to complete the local induction checklist (without valid reasons) will be reported to the divisional head/HR for further action











Form returned to HR 





HR to maintain ongoing record of new starters and collate                                                      returned checklists





To governance committee for information and action





Quarterly report by HR department produced 





Staff member appointed





Given local induction checklist and form to complete





Local induction checklist completed with line manager (or equivalent)





Manager and new staff member sign form to confirm local induction has been completed on the working day





Anyone failing to complete the local induction checklist (without valid reasons) will be reported to nurse bank, medical staffing or equivalent for further action











Form copied - one provided to worker and original returned to HR 





HR to maintain ongoing record of temporary staff and collate                                                      returned checklists.





To nurse bank, medical staffing or equivalent for follow up and action





To governance committee for information and action





Quarterly report by HR department produced 
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