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	LOCAL INDUCTION GUIDANCE

	

	

	

	


This Induction is designed to give a formal introduction to the departmental processes. It is to be conducted by the Manager and/ or Team Lead of the new starter within the department.

The Local Induction should be completed within four weeks of commencing employment. A copy should be stored locally in the new starters personal file and a copy should be sent to the Training and Learning Department, scanned via email to Induction@bedsft.nhs.uk 
This Checklist must be completed and signed by the new starter and the Manager/Team Lead when you both agree that all elements have been adequately covered. Checklists submitted without signatures will be rejected.

If the new starter is working in multiple departments, across multiple sites, they must ensure that the local induction covers all areas.  

If you have any queries regarding completing the Local Induction Checklist, please contact the Training and Learning Team.

	


NAME: ____________________________________________
START DATE: _______________________________________
	Pre - Arrival
	Notes
	Date Completed

	Create local Induction Programme (schedule meetings with relevant Staff)


	
	

	Inform other members of the team of the new staff member arrival


	
	

	Organise any office equipment (e.g. Phone ,PC, Keys etc)


	
	

	Arrange with the IT Department for email address to be created & access to departmental shared drives


	
	

	Incorporate the Corporate Induction dates into the local induction schedule

(Allocate time for E Learning and Practical Sessions where applicable)

 
	
	

	Contact new staff member for uniform size and order in advance (IF APPLICABLE)

	
	

	Week before start date, Call new staff member to have an informal conversation in relation to arrival & first day in new role


	
	

	Organise & book appointments & work shadowing in advance, where possible


	
	

	First Week 
	
	

	Introduction to team colleagues 

· Team structure

· Key contacts

· Key meetings (e.g. Team briefings, other meetings that the staff member is expected to attend)


	
	

	Complete relevant starter paperwork with staff member:

· ID badge

· Parking permit

· Smartcard

· Staff appointment form

· Other 
	
	

	Discussion about the following:

· Annual leave & process for booking

· Sickness absence reporting & return to work procedures

· Incident reporting

· Departmental procedures

· Working hours & rest periods

· Data protection & record-keeping

· Dress code & uniform

· Supervision & appraisal date

· Review of job role

· Safeguarding Children and Adults policy and procedures

· Infection Control

· Moving and Handling

· Health and Safety Procedures

· Agree short-term objectives in new role (see Probation Period Policy)

· Any other applicable policies and procedures


	
	

	Tour of the department & wider hospital, where appropriate:

· Fire drill & meeting points 

· Key contacts in the role

· Photocopying & storage areas

· Rest room & catering facilities

· Key equipment

· Waste disposal


	
	

	Arrangements for protected time for e-learning for mandatory training topics (Core mandatory topics must be completed within 4 weeks of induction.)


	
	

	ADDITIONAL CLINICAL CHECKLIST 

	Additional orientation for clinical staff, for example:

· Nursing documentation

· Use of equipment
· 
Introduce MH/ Falls Champion for more support/ Manual handling equipment 

· Security

· Period of supervised practice, as required

· Allocation of mentor, as required

· Professional registration

· Revalidation

· Rotas & off-duty

· “On Call” & bleep arrangements

· Introduction to patients

· Medical Devices instruction/ training completed

· Other


	
	

	Resuscitation procedures:

· Equipment/Procedures

· Crash trolley location and call process

· Emergency telephone numbers
	
	

	Medicines management procedures

· Pharmacy and local protocols/ Prescriptions 

· Standard operating procedures/Administration Medicines common to area
	
	

	Infection control procedures: 
· Hand hygiene procedures/ Bare Below Elbows 
· Infection status of clinical setting 
· Reminder of Dress code policy 
· Personal Protective Equipment *Fit testing for a FFP3 mask assessment completed, if required. (ref to Policy)
	
	

	Where appropriate, arrangements for protected time for IT Clinical topic to be completed e.g

EPMA

ICE

Evolve

Extramed

DATIX
	
	


Please continue to page 6.
Local Induction Completion Statement
The following statement needs to be completed and signed by the staff member and line manager.  A copy of this statement needs to be sent to Induction@bedsft.nhs.uk
This will be recorded on the staff member learner profile as record of completion of the local induction process.

Please return the completion statement within 4 weeks of your new member of staff commencing in post with you.
	The induction completion statement is confirmation that the local induction process has been completed by both the staff member and Line Manager

	Staff Member’s name
	

	Department/Ward
	

	Signature 
	

	Date of Completion
	

	Line Manager’s name
	

	Signature
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