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Summary of key differences and main changes in this reviewed policy compared to 
the previous harmonised Northern and Eastern policies 

Staff are expected to review the complete policy’s contents. 

Section 

Ref. 
Key Differences / Changes 

1.0 Introduction indicates changes resulting from Transforming 
Community Services 

3.1 Corporate Induction provided at least monthly and linked to 
recruitment demands and processes 

3.2 Definitions revised and explanation of Workplace Induction Checklist 
incorporated here 

Appendix 
A 

A revised workplace induction checklist has been included with times 
for completion of checklist and return to Workforce Development.   

Appendix 
D 

Revised Minimum Content of Induction 

Process Induction process chart removed as covered in Policy 
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1. Introduction 

This document sets out Northern Devon Healthcare NHS Trust’s system for induction of 
staff.  It provides a robust framework to ensure a consistent approach across the whole 
organisation and supports our statutory duties as set out in the NHS Constitution.   

The purpose of induction is to welcome the employee to the Trust, help them to feel valued 
and most importantly to ensure that their practice is safe, efficient and consistent, through 
delivery of statutory and mandatory training elements relevant for their role. 

2. Purpose 

The purpose of this policy is to ensure that the Trust makes provision for access to 
appropriate induction opportunities for new staff, ensuring they are enabled to participate 
and also that attendance is monitored for this essential activity. 

We recognize the benefits and importance of a well-planned induction for new employees, 
employees moving to a new area of practice and temporary/locum staff.  The policy refers to 
the importance of staff having an appropriate induction.  

This policy applies to all staff employed by our Trust including temporary staff, volunteers 
and students on placement with the Trust but excludes contracted staff.  It applies to all staff 
on substantive contracts, fixed term contracts, honorary contracts and other formalised work 
placements or experience.  The policy details the support provided and the responsibilities 
of the Trust and staff to ensure that policy requirements can be met. 

An induction is “Mandatory” for all staff regardless of length of service or previous 
experience.  Induction must be tailored to the individual’s role; learning needs and include 
evidence of competency assessment where appropriate.   For the purposes of this policy, 
induction is categorised by three equally essential elements: 

Workplace (local) Induction: For staff new to our Trust and those moving to a new area of 
practice/job within the trust, and 

Corporate Induction (Trust Welcome Day): For employees directly employed by the 
Trust, including hospital bank staff however this excludes temporary / locum staff and those 
with an honorary contract.  

Moving & Handling: A healthcare setting can pose significant moving and handling 
challenges and risks to all employees.  Therefore it is necessary for staff directly employed 
by the Trust to undertake their appropriate moving and handling training session after their 
Trust Welcome day.   

Temporary, locum and honorary contracted staff are required to undertake Workplace 
(local) Induction and return either the relevant workplace induction checklist or sign the self-
declaration (see Appendices A and B ).  This will be recorded by Workforce Development.  
Staff who fall into this category are not required to attend the Corporate Induction day. 

The purpose of Corporate Induction is to ensure that directly employed staff are provided 
with essential knowledge, information and skills to enable them to function within the Trust 
and the wider NHS.  The purpose of the Workplace (local) Induction is to ensure that staff 
are safe, competent and familiar with the layout, systems and teams whilst ensuring that 
individual learning needs are identified and planned to be met in a timely way.  It should 
include tour of your department, what to do in an event of a fire (exits, evacuation points, 
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equipment etc), Health and Safety hazards, Infection Control, Safeguarding and Information 
Governance. 

Existing employees of the Trust who change role are not required to undertake Corporate 
Induction however their compliance with statutory and mandatory requirements for any new 
role must be checked by the manager upon commencement of new contract. 

All induction activity must be fully documented and be measurable for audit purposes:  

 Individual members of staff should hold evidence or ensure STAR learning 
records are up to date. 

 Line managers will also hold evidence of their staff in their personnel files.  

 Central records of attendance at Corporate Induction and completion of the 
Workplace (local) Induction will be held by Workforce Development with records 
updated following the return of the workplace induction checklist or self-
declaration forms.     

3. Definitions 

3.1 Corporate Induction – Trust Welcome Day 

This programme is provided at least monthly by the Trust and consists of elements 
of the statutory and mandatory items which must be provided, either by taught or 
eLearning events to every employee new to the Trust.  Induction is aimed to be 
provided on the first day of employment unless in exceptional circumstances.  Line 
managers are required to ensure their new staff attend/complete this unless the 
employee is an existing NHS employee. In these cases assurance of the currency 
relating to Statutory and Essential training should be evidenced and recorded within 
the Workplace Induction Checklist and completion of the Statutory & Mandatory 
exemption form should be completed and sent to Workforce development, in order 
for the employee’s records to be updated.  Please follow this link 
http://ndht.ndevon.swest.nhs.uk/wp-content/uploads/2016/06/Training-Exemption-
Form-Nov-2014.pdf  

3.2 Workplace (local) Induction 

This is the induction and orientation which takes place within the employee’s 
workplace, facilitated by the line manager or nominated deputy.  This will commence 
on day one of the job and should be completed as soon as possible and submitted 
within 6 weeks for permanent employees and on day one for all locum and 
temporary workers.  This induction is specific to the geographical area, the speciality 
or department, documents and procedures relevant to the role and skills of the 
individual.  It is the responsibility of the line manager (or nominated deputy), to 
facilitate this for all new staff (both those new to the Trust, those who have moved 
from a different area within the Trust, or those on a temporary or locum basis).    

Checklists are provided for this at Appendix A & B  Upon completion, either a copy of 
the Workplace Induction checklist or self-declaration document must be returned to 
Workforce Development for recording.  Compliance with this requirement will be 
monitored monthly by Workforce Development against new starters or other 
appropriate temporary workforce reports.  

  

http://ndht.ndevon.swest.nhs.uk/wp-content/uploads/2016/06/Training-Exemption-Form-Nov-2014.pdf
http://ndht.ndevon.swest.nhs.uk/wp-content/uploads/2016/06/Training-Exemption-Form-Nov-2014.pdf
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4. Responsibilities 

4.1 Role of the Trust 

 

The Trust is responsible for providing: 

 A recommended system of Workplace Induction which will be used by line 
managers or their deputy as the basis for local induction in their areas of 
responsibility. 

 A recruitment process linked with induction. Systems and processes will 
ensure the necessary checks on new employees and make staff aware of the 
statutory and essential training requirements to be covered at induction by 
offering essential information prior to appointment. 

 Study leave to enable all substantive and fixed term staff to undertake 
induction as required for their role, plus Moving and Handling induction 
training. 

4.2 Role of the Line Manager 

The Line manager (or named, nominated deputy) is responsible for: 

 Ensuring that the Workplace (local) Induction is planned in advance of the 
employee starting and that it commences on day one of employment. 

 Using the Workplace (local) Induction to record the local induction and to 
submit a copy to Workforce Development within 6 weeks of the individual 
commencing work. 

 Identifying the specific training levels for all individuals according to the role 
e.g. Safeguarding  training, resuscitation, manual handling and specific skill 
sets required.  A summary of all Statutory and Essential training needed for 
role click here. 

 Ensuring any locum, temporary workers undertake a Workplace (local) 
Induction upon arrival within the department and copies of evidence sent to 
Workforce Development. 

 Checking that access/completion of Induction takes place, action any 
notification of failure to attend, rebook and ensure evidence is recorded and 
notified to Workforce Development. 

 Ensuring that Appraisals/Development Reviews are arranged at 6 months 
and then annually to follow up the induction and check acceptable levels of 
competence are achieved and maintained. 

The roles of the manager are depicted in Appendix C. 

4.3 Role of the individual employee 

The employee is responsible for: 

 Attending induction sessions as required. 

 Informing the line manager and Workforce Development of any problems with 
inability to attend as soon as possible and ensuring they have agreed an 
alternative date. 

 Engaging and completing any Workplace (local) induction/familiarisation 
activity identified for them. 

 Reading the induction documentation provided to them by the Trust. 
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 Raising with their line manager any additional training they feel is required for 
them to be able to undertake their role. 

 Retaining a copy of their completed Workplace (local) Induction checklist. 

 Completing e-learning modules as identified for their role requirements. 

4.4 Role of Locum and Temporary staff 

All staff undertaking work within the Trust on a temporary or locum basis either 
directly or through an agency are responsible for: 

 Undertaking a Workplace (local) Induction. 

 Providing assurance that mandatory training is current. 

 Sign Workplace (local) Induction checklist or self-declaration and provide a 
copy to the manager or inducting individual and return the form to Workforce 
Development. 

5. Corporate (Trust Welcome Day) and Workplace (local) 
induction content  

The Trust will provide the opportunity for all new employed staff to attend mandatory training 
as identified.  

Staff will also be required to undertake specific training relevant to their roles.  To identify 
the levels of training required, managers must refer to click here .  This details all mandatory 
training requirements and additional learning should be identified within the Workplace 
(local) induction checklist.  

 All new substantive or fixed term employed staff must undertake Induction 
programmes and Workplace (local) induction.  

 Staff who move departments/jobs must undertake Workplace (local) induction.  

 Checklists or self-declarations for temporary staff must be sent to Workforce 
Development and retained by the member of staff and their line manager. 

For all junior and Trust Grade doctors, access is available to the Regional Shared Induction 
Process prior to commencing work.  Access to relevant e-learning will be communicated 
direct to those staff eligible and evidence of completion of the induction process will be 
forwarded on to Workforce Development for reporting purposes.  

 

6. Support for staff to attend necessary Induction  

Staff who may have particular difficulties in meeting the required attendance times e.g. due 
to carer commitments, should discuss this with their line manager and the Workforce 
Development team who will assist in making alternative arrangements if necessary to 
enable compliance. 

7. Specific Induction Information and Processes 

 Levels of induction are detailed in the table below by nature and terms of employee 

 
Substantive 

posts 
moving 

area within 

Fixed 
Term 
Posts 

moving 
area 

Substantive 
posts new to 

Trust 

Fixed Term 
Posts new to 

Trust 

Locum & 
temporary 
workforce 

working less 
than 12  
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Trust within 
Trust 

weeks 

Induction 
programmes 

X X   X 

Workplace 
(local) 
Induction / 
Self 
Declaration 

     

7.1 Bank, Locum and Clinical Agency staff   

All contracted agencies are responsible for the induction and preparation of the staff 
they employ to be safe and competent (this is monitored through 6 monthly audits).    
However, we must check that the knowledge and competence is relevant for the 
specific job for which the person is placed to deliver.  This will be done at the start of 
a shift by the local supervisor through completion of the relevant Workplace (local) 
Induction Checklist found in Appendix A and a copy of this should be held by the 
manager and sent to Workforce Development or a copy of self-declaration 
completed.   

Locum/agency/contract staff must be given instruction in the workplace for skills, 
equipment, procedures and health and safety issues pertaining to that area e.g. a 
lifting hoist with which they may not be familiar with, or the documentation system of 
care.     

All medical locums and temporary staff will have access to a DVD on arrival (or prior 
to arrival as this can be accessed externally via the Trust website).  All locums will 
be handed an induction pack compromising of internal policies & procedures to read 
and a staff ID badge. 

7.2 External Contractors  

Contractors working on site will be expected to have received statutory induction by 
their own employer or employing agency. This will initially be checked when 
commissioning services. Contractors will also be provided with Workplace (local) 
Induction/on site checklist when they arrive for work in an area linked to any known 
and documented risks. For example: a known hazard of asbestos for facilities 
contractors.  

7.3 Volunteers / Students 

Volunteers and students are valuable to us and are normally issued with an honorary 
contract and a workplace (local) induction must be undertaken.  Some volunteers / 
students will help us for a number of hours/days per week.  Therefore tailor made 
induction programmes are provided.   

 

Volunteers 
Work 

Experience 
students 

Work 
shadowing 
students 

Elective 
Students 

Project 
Search 

students 

Health & 
Care/Medics 

Academy 
students 

Tailored 
Corporate 
induction 

½ day  ½ day X 1 day 3 weeks ½ day 

Workplace 
(local) 
Induction / 
Self 
Declaration 

      

Professional students on clinical work placements with us will have received 
statutory and mandatory training with their Education institute.  The Trust is 
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responsible for providing a Workplace (local) Induction for each placement and also 
specific instruction on equipment and skills new to the student.  Work shadowing 
students must receive Workplace (local) induction and this will be facilitated by the 
nominated Supervisor and completed forms are returned to the Workforce 
Development Team. 

This will equally apply to work experience or professional students placed with our 
Trust. Local induction to the Workplace area, key equipment, skills and procedures 
remains the responsibility of the line manager or nominated deputy of each 
area/team, copies of all work based inductions performed must be forwarded to 
Workforce Development for recording. 

7.4 Junior Doctors in Training and Trust Service posts 

Junior medical staff joining the Trust on rotation will be expected to complete the 
HEE online regional induction along with the face to face training provided for 
resuscitation and manual handling.  Those requiring statutory updates will be given 
access to relevant e-learning via Training Tracker and information on booking any 
face to face updates.  This is facilitated through the Medical Education Department 
and is completed within the first month of work.  Completion of the induction 
programme is linked to access to study leave time and budget.  Records of 
completion are forwarded on to Workforce Development for monitoring of 
compliance.  

7.5 Senior Medical Staff and SAS Doctors 

Attendance at Induction is required if directly employed by the Trust in addition to 
Workplace (local) Induction.  This may be supplemented by accessing the e-learning 
material provided.  Their Workplace (local) Induction should be carried out by the 
Ward manager and a copy returned to Workforce Development. 

 

8. The Development of the Policy  

8.1      Prioritisation of Work 

This is the revised Induction Policy written to reflect the current processes and in line 
with the renewal date. 

8.2      Document Development Process 

As the author, the Training Manager & Apprentice Lead with lead responsibility for 
induction is responsible for developing the policy and for ensuring stakeholders were 
consulted with.  The advice of the Equality and Diversity lead must be sought. For 
NHS Litigation Authority (NHSLA) policies, the author must seek the advice of the 
Compliance Manager. 

Draft copies were circulated for comment before approval was sought from the 
relevant committees. 

8.3       Equality Impact Assessment  

The Trust aims to design and implement services, policies and measures that meet 
the diverse needs of our service, population and workforce, ensuring that none are 
placed at a disadvantage over others.  An Equality Impact Assessment Screening 
has been undertaken and there are no adverse or positive impacts  

9. Consultation, Approval and Ratification Process 

9.1      Consultation Process 

The author consulted widely with stakeholders, including: 
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 Workforce Development Managers 

 Medical Education Services 

 Human Resource Managers 

 Strategic Workforce Development Committee 

 Line Managers 

 Heads of Department 

 Compliance Manager 

 Staff side 

 
Consultation took the form of a request for comments and feedback via email. Hard 
copies were available on request. 

9.2      Policy Approval Process 

Initial approval was sought from the Workforce Organisational Development      
Committee. 

 

10. Review and Revision Arrangements including Document 
Control 

10.1 Process for Reviewing the Policy 

The policy will be reviewed every three years. The author will be sent a reminder by 
the Corporate Governance Manager four months before the due review date. The 
author will be responsible for ensuring the policy is reviewed in a timely manner. 

The reviewed policy will be approved by the Workforce Organisational Development 
Committee. 

If this policy has been identified as required by the NHS Litigation Service (NHSLA), 
the author will ensure the Compliance Manager is sent an electronic copy. 

The author must update the Document Control Report each time the policy is 
reviewed. Details of what has changed between versions should be recorded in the 
Document Control Report. 

10.2 Process for Revising the Policy 

In order to ensure the policy is up-to-date, the author may be required to make a 
number of revisions, e.g. committee changes or amendments to individuals’ 
responsibilities. Where the revisions are minor and do not change the overall policy, 
the author will make the amendments, record these in the document control report 
and send to the Corporate Governance Manager for publishing. 

Significant revisions will require approval by the Workforce Organisational 
Development Committee. 

For NHS Litigation Authority (NHSLA) policies, the author will notify the Compliance 
Manager when a revision is being made or when the document is reviewed. The 
Compliance Manager will ensure that the revised document meets the 
NHSLA/CNST standards. 

The author must update the Document Control Report each time the policy is 
revised. 
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10.3 Document Control 

The author will comply with the Trust’s agreed version control process, as described 
in the Trust-wide Guidance for Document Control. 

11. Dissemination and Implementation 

11.1 Dissemination of the Policy 

After approval by the Workforce Organisational Development Committee, the author 
will provide a copy of the policy to the Corporate Governance Manager to have it 
placed on the Trust’s intranet. The policy will be referenced on the home page as a 
latest news release and staff will be informed that this policy replaces any previous 
versions. 

Information will also be included in the weekly Chief Executive’s Bulletin which is 
circulated electronically to all staff. 

 

11.2 Implementation of the Policy 

Line managers are responsible for ensuring this policy is implemented across their 
area of work. 

Support for the implementation of this policy will be provided by the Workforce 
Development Department. 

12. Document Control including Archiving Arrangements 

12.1 Library of Procedural Documents 

The author is responsible for recording, storing and controlling this policy.  

Once the policy has been approved, the author will provide a copy of the current 
policy to the Corporate Governance Manager so that it can be placed on the Trust’s 
Intranet site. Any future revised copies will be provided to ensure the most up-to-
date version is available on the Trust’s Intranet site. 

12.2 Archiving Arrangements 

All versions of this policy will be archived in electronic format within the Workforce 
Development policy archive.  Archiving will take place by the Workforce 
Development Facilitator once the final version of the policy has been issued. 

Revisions to the final document will be recorded on the Document Control Report. 
Revised versions will be added to the policy archive held by the Workforce 
Development Department. 

12.3 Process for Retrieving Archived Policy 

To obtain a copy of the archived policy, contact should be made with the Workforce 
Development Department. 

 

13. Monitoring Compliance with and the Effectiveness of 
the Policy 

Compliance will be monitored through Divisions at monthly performance meeting held 
between the Divisions management and directorate team, overall Trust figures will be 
presented at Monthly CSEC meetings. 
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Equitable access to activity will be monitored through registers held within STAR monthly 
through the Workforce Development team.  

Records of specific activity will be provided as evidence for external reviews by the 
Commission for Health, Strategic Health Authority and Health & Safety Executive. 

13.1 Process for Monitoring Compliance and Effectiveness 

13.2.1    Monitoring and Reporting Arrangements 

 
Compliance of this policy against all minimum requirements in the NHSLA 
Risk Management Standards will be monitored on a continuous basis with 
a continuous rolling audit and assessment of complaints and incidents. 

 
 
Junior Doctors and Senior Medical Staff and Trust Grades are monitored 
monthly through the Medical Education Department. 

 
Monthly reports are updated against the Leaver List and the Workforce 
Development Team updates their records to reflect this information. 

 
 

13.2.2   Responsibility 

 
The Assistant Director of Workforce Development will be responsible for 
monitoring and reporting to the relevant Workforce Committee. 
 

13.2.3   Methodology 

 
Using audit tool attached (see Appendix G). 
 
 

13.2.4    Audit results 

 
The Workforce Organisational Development Committee will review and 
approve annually an action plan developed by the Trusts lead for induction 
to improve compliance and ensure improvements in performance occur.  
 
Action plans will be implemented by the Trusts lead for induction who is a 
nominated individual within the Workforce Development department to 
ensure learning takes place. 
 
The Workforce Development Managers Group will monitor progress of the 
action plan on a 6 weekly basis and exceptions will be reported via this 
group to the Workforce Organisational Development Committee.  Identified 
risks related to the non-compliance with this policy through audit will be 
registered on the Trust Risk Register system by the Risk Co-ordinator. 

 

14. References 

NHS Litigation Authority Standards  

 1.2.1 Corporate Induction 
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 1.2.2 Local Induction for Permanent Staff   

 1.2.3 Local Induction for Temporary staff 

 

Care Quality Commission Essential Standards of Quality and Safety 

 Outcome 14 Supporting Workers 

 Outcome 12 Requirements relating to Workers 

 The Health and Social Care Act 2008 (Regulated Activities) Regulations 2010 

 NHSLA Risk Management Standards   

 NHSLA Risk Management Handbook    

 Department of Health. (2004). Introduction to Today’s NHS: NHS Corporate 
Induction Programme. London: Department of Health. Available at: www.dh.gov.uk  

 Department of Health. (2007). Mental Health Policy Implementation Guide: A 
Learning and Development Toolkit for the whole of the mental health workforce 
across both health and social care. London: Department of Health. Available at: 
www.dh.gov.uk  

 NHS Employers. (2008). Staff Induction Packs. Available on request from: 
www.nhsemployers.org 

 NHS Employers and Department of Health. (2004). Guidelines for NHS Employers: 
Induction Programmes for Consultants and GPs Recruited From Abroad. London: 
Department of Health. Available at: www.dh.gov.uk  

 NHS Executive. (1997). Code of Practice in the Appointment and Employment of 
HCHS Locum Doctors. London: Department of Health. Available at: www.dh.gov.uk 

15. Associated Documentation 

A list of the policies and procedures to be read during the induction process is included in 
the Workplace (local) Induction Checklist and is updated as necessary.  

 

You will also be required to read specific policies relating to your area of work/department. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.nhsla.com/RiskManagement/
http://www.nhsla.com/NR/rdonlyres/C617DF6E-5607-4A68-8A25-8EA69875B7F4/0/NHSLARiskManagementHandbook201112.doc
http://www.dh.gov.uk/en/Publicationsandstatistics/Lettersandcirculars/Dearcolleagueletters/DH_4085659
http://www.dh.gov.uk/
http://www.nhsemployers.org/
http://www.dh.gov.uk/
http://www.dh.gov.uk/
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16. Appendix A - Work-based Induction Checklist 

 
Name 
 

Department 
 

Start date 

Job Title 
 

Supervisor/Line Manager 
 

General Information  Employee’s 
signature 

Date * 

IT Login details received and successfully logged into a Trust computer 
 

  

Timekeeping: Health roster / Local working patterns or shifts / Leave requests/ Absence 
reporting/ breaks/ lunch/ beverages 

  

Risk policy & the risks identified in your area of work 
 

  

Lone working policy (if applicable) & the department’s security arrangements e.g. buddy 
system, escalation plan 

  

Work within your own physical capability, physical skills/efforts (pushing trolleys/ move 
patients, furniture etc.) 

  

Discussion around the process of the Personal Development Plan.  Appraisal will be 
within 12 months (unless your manager wishes to undertake it sooner).   

  

You will be required to demonstrate how you are meeting our Trust Values at your 
appraisal.  There is a video guide for completing your appraisal on STAR  click here for 

link to STAR  

  

Your Working Environment 
 

Employee’s 
signature 

Date* 

Provided with local organisational chart and structure of the department  
 

  

Tour of Department  and introductions to colleagues incorporating  
‘Hello my name is……’ 

  

Supervision arrangements and team meetings (please ensure you book 6 weekly 
supervision meeting and obtain evidence of this in your portfolio or ask your line 
manager to keep a record in your staff file).   

  

Department’s communication systems -Telephone / voicemail, bleep/call systems, social 
media policy 

  

Fire: Do NOT put yourself at any unnecessary risk 
Who is the fire warden for your department? 
Your manager/supervisor has shown you the following:- 
Fire exits,  
Fire extinguishers & explained the use of them is only for those who are trained and 
confident in the situation they are faced with. 
Evacuation plan 
Department’s fire hazards 
Call points and assembly point 
Evacuation aids 
 

  

Security: 
Department security arrangements – alarms, restricted access, who has access to 
restricted areas, override for secure lockdown during an event (if applicable) 
 

  

https://nedevonnhs.kallidus-suite.com/KIP/SignIn.aspx?ReturnUrl=%2fKIP%2fSTS%2fIssueClaims.aspx%3fwa%3dwsignin1.0%26wtrealm%3dhttps%253a%252f%252fnedevonnhs.kallidus-suite.com%252fLMS%252f%26wctx%3drm%253d0%2526id%253dpassive%2526ru%253d%25252fLMS%25252f%26wct%3d2017-12-05T09%253a58%253a59Z&wtrealm=https%3a%2f%2fnedevonnhs.kallidus-suite.com%2fLMS%2f
https://nedevonnhs.kallidus-suite.com/KIP/SignIn.aspx?ReturnUrl=%2fKIP%2fSTS%2fIssueClaims.aspx%3fwa%3dwsignin1.0%26wtrealm%3dhttps%253a%252f%252fnedevonnhs.kallidus-suite.com%252fLMS%252f%26wctx%3drm%253d0%2526id%253dpassive%2526ru%253d%25252fLMS%25252f%26wct%3d2017-12-05T09%253a58%253a59Z&wtrealm=https%3a%2f%2fnedevonnhs.kallidus-suite.com%2fLMS%2f
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Safe storage of your personal belongings whilst at work   

Environmental hazards  relevant to working area  
(e.g. dealing with cleaning materials /spills, bodily fluids plus any others specific to your 
area) 

  

Anyone can report their concerns. Incidents must be reported. 
Reporting system for accidents. Incidents and near misses is via BOB: 
http://datixweb.ndevon.swest.nhs.uk/Datix/live/index.php  

  

Patient Facing Staff – Care Of The Patient  
 

Employee’s 
signature 

Date* 

Consent - ensure you have consent for everything you do with the patient/client. 
 

  

Respect - provide person-centred care and respect the person’s individuality and dignity.  
Your supervisor/line manager will discuss the Trust Values and how they demonstrate 
these in your work area 

  

Protection - protect patients/clients from infection, accidents, injuries and breaches of 
confidentiality 

  

Accountability - accept accountability for your actions and behaviour 
 

  

Communication & Duty of Candour – communicate in an honest, open, positive and 
friendly manner that is appropriate to the patient’s/client’s needs.  Explain to your 
supervisor / line manager your understanding of Duty of Candour.  This was covered on 
your Welcome Day 

  

Clinical Governance issues: including accountability, arrangements for handling 
complaints, patient feedback and incidents 

  

Local clinical procedures and protocols  
 

  

Local infection control procedures 
 

  

Observation - carry out basic observations safely and effectively.  
Reporting - record and report your findings accurately in the appropriate place 

  

Documentation or record systems used in area and Healthcare Records policy 
(confidentiality and Information Governance was covered during your Welcome Day) 

  

Clinical competencies applicable to your role, as identified by your manager 

 Medical device competencies applicable to your role, as identified by your 
manager 

 Completion of the self-assessment of competency document for medical 
devices 

  

A copy of this document should be handed to your manager for your personal file. 
With regards to the date column this should be the date you either:- 

 Discussed with your supervisor/line manager 

 Your supervisor / Line manager providing you with a demonstration 

 Attended your training/activity 
 
We confirm that the work- based induction is complete:- 
 
Employee     
 
 Name ……………………….  Signature ………………………………………………… Date ……………… 
 
Manager       
 
Name ………………………..  Signature …………………………………………………... Date …………… 
 
Please return this document, with the Statutory and Mandatory Exemption form (if applicable), to 
Workforce Development, Bideford Hospital within 6 weeks of commencing post. 
The exemption form will be validated by Workforce Development and, if approved, your training 
record will be updated accordingly. 
 
 
 
 

Workforce Development Use Only: 

 

Statutory and Mandatory Exemption Form received Y/N             Approved Y/N 

 

Statutory and Mandatory Exemption Form updated                     Date: …………………. 

http://datixweb.ndevon.swest.nhs.uk/Datix/live/index.php
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NHS Professionals Recommended Orientation Checklist for Flexible 
Workers 
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1.1.  
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1.3. 
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TEMPORARY WORKER WORKPLACE INDUCTION  

17. Appendix B: Locum and Temporary  Workers - Self 
Declaration Form 

 

Dear           

Re: Induction to Northern Devon Healthcare NHS Trust 

Firstly may we take this opportunity to welcome you to the Trust and hope that you enjoy your time 
with us. As a Trust, we endeavour to meet our statutory and essential obligations to the highest levels, 
which include a detailed introduction and induction to the Trust. The induction ensures safe practices 
and supports you in understanding the processes within the Trust. As part of this induction we ask you 
to complete the statutory declaration detailed below and return to the employment services team upon 
completion of your induction. 

STATUTORY DECLARATION 

I,____________________________Occupation__________________________ 

address__________________________________________________________ 

________________________________________________________________ 

make the following declarations: 

That I have been Given access to the Trust’s intranet* 

That I have accessed and read the locum handover toolkit (Medical Staff Only)* 

That I have watch the induction to Northern Devon Healthcare NHS Trust DVD* 

 *Delete those which have not been undertaken 

Signed: __________________________________________________________________ 

Date__________________ of 20___ 

Before me,  

<Signature of person before whom witnessed Declaration or delivered induction> 

Full Name___________________________Qualification___________________________ 
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Appendix B:Clinical Skills Training 

Request for Exemption from Attendance on Trust Clinical Skills courses 

 
The Trust provides a wide range of clinical skills training. Individual staff will require different skills 
depending on their clinical area to be able to fulfil their role. These clinical skills should be identified 
by the line manager.  
 

It is recognised that there are circumstances where an individual has attended courses external to 
the organisation e.g. via another NHS organisation which has covered the subject area in depth. 
Therefore, to avoid unnecessary time out of the workplace and duplication of learning, individuals 
may request exemption from attendance on certain Trust clinical skills training. 

 

This form should be completed by an individual who feels they should be exempt from attendance 
on one or more of the Trust’s clinical skills training courses.  The request must be authorised by the 
individual’s line manager who will be accountable for confirming that the details provided are 
correct. Evidence must be provided to support the exemption request, details of 
acceptable/required evidence is listed overleaf. 

 

T34 Syringe pump training cannot be exempt, as Trust policy states that staff must attend the 
NDHT training.  

 

Completed forms should be returned to the Clinical Training Team, who will check the information 
provided and determine if exemption applies.  Where the request is accepted STAR will be updated 
to reflect that the individual is compliant. 

 

Name of Applicant…………………………………………………………………………… 

 

Job Title……………………………………………………………………………………….. 

 

Department……………………………………………………………………………………. 

 

Directorate……………………………………………………………………………………... 

 

Contact Number………………………………………………………………………………. 

Email Address…………………………………………………………………………………. 

 

Managers Name………………………………………………………………………………. 

Managers Job Title…………………………………………………………………………… 

 

Please complete the table overleaf stating clearly the name of each course for which 
exemption if requested. Please note that this exemption request is for training ONLY and 

you will be expected to complete NDHT competencies for all clinical skills that are required 
for your role. 
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18. Appendix C: Guidance to Managers for inducting new staff 

  

Appropriate Person carries out 
Workplace (local) Induction and 

returns completed form or signed Self 
Declaration (Appendix B) 

Recruiting Manager identifies central 
induction requirement as part of 
recruitment process documentation 

Member of staff new 
to Trust? 

Recruitment/Workforce 
Development book staff onto 

corporate sessions and details are 
included in offer letter 

Workforce Development record 
completion of induction (corporate and 

local)  

On first shift in new location 
Manager agreeing agency or 

temporary workforce (or delegated 
shift leader) checks to ensures that 

identity is confirmed on arrival 

Local Manager carries out detailed 
Workplace (local) Induction using 

checklist (Appendix A) 

NO 

YES 

Permanent Staff Agency Staff / Locums 

Local Manager ensures new member 
of  staff attends corporate sessions as 
detailed in offer letter non-attendance 
notified by workforce development 

Temporary staff having worked in 
the area previously will not need 

further induction 
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19. Appendix D: Corporate Induction Minimum Content 
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20. Appendix E: Equality Impact Assessment Screening 
Form 

Equality Impact Assessment Screening Form 

Title Induction Policy 

Author Andrew Cox, Workforce Development Facilitator 

Directorate Personnel and Development 

Team/ 
Dept. 

Workforce Development 

Document Class 

Policy 

Document Status 

Review 

Issue Date 

October 2017 

Review Date 

October 2020 

1 What are the aims of the document? 

This document sets out Northern Devon Healthcare NHS Trust’s system for Induction 
Policy. It provides a robust framework to ensure a consistent approach across the 
whole organisation, and supports our statutory duties as set out in the NHS 
Constitution.  We recognise the benefits and importance of a well-planned induction 
for all new employees, employees moving to a new area of practice and 
temporary/locum staff.  The policy refers to the importance of all staff having both an 
appropriate Corporate and Workplace (local) Induction.   Induction to the organisation 
is essential and referred to within the Trust Training Matrix. 

The purpose of induction is to welcome the employee, help them to feel valued and 
most importantly to ensure that their practice is safe, efficient and consistent. 

2 What are the objectives of the document? 

The purpose of this policy is to ensure that our organisation makes provision for 
access to appropriate induction opportunities for all new staff and to ensure that staff 
are enabled to participate and attendance is monitored in this essential activity. 

3 How will the document be implemented? 

Implementation of this document will ensure that all staff employed or working within 
Northern Devon Healthcare NHS Trust are welcomed to the organisation, felt valued 
and most importantly ensure that practice is safe, efficient and consistent. 
 

4 How will the effectiveness of the document be monitored? 

Compliance of this policy against all minimum requirements in the NHSLA Risk 
Management Standards will be monitored on a continuous basis with a continuous 
rolling audit and assessment of complaints and incidents. 

 
Attendance at Corporate Induction, Moving and Handling training and Workplace 
(local) Induction is monitored monthly by the Workforce Development Team against 
the new starters list.  E-mails are sent to employees and managers informing them of 
DNA’s and the requirement to book onto another session.  On the third episode of 
non-compliance, an e-mail will be sent to the employee, Line Manager/Senior 
Manager, requesting them to reply to Workforce Development Facilitator giving 
reasons for non-compliance.   

 
Junior Doctors and Senior Medical Staff and Trust Grades are monitored monthly 
through the Medical Education Department. 
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Monthly reports are updated against the Leaver List and the Workforce Development 
Team updates their records to reflect this information. 
 
The Assistant Director of Workforce Development will be responsible for monitoring 
and reporting to the Workforce Organisational Development Committee. 
 

5 Who is the target audience of the document? 

All staff. 
 

6 Is consultation required with stakeholders, e.g. Trust committees and equality 
groups? 

Yes 

7 Which stakeholders have been consulted with? 

 

 Workforce Development Managers 

 Medical Education Services 

 Human Resource Managers 

 Workforce Organisational Development Committee 

 Line Managers 

 Heads of Department 

 Compliance Manager 
 

8 Equality Impact Assessment 

Please complete the following table using a cross, i.e. X. Please refer to the 
document “A Practical Guide to Equality Impact Assessment”, Appendix 3, on the 
Trust’s Intranet site (Bob) for areas of possible impact.   

 Where you think that the policy could have a positive impact on any of the equality 
group(s) like promoting equality and equal opportunities or improving relations 
within equality groups, cross the ‘Positive impact’ box. 

 Where you think that the policy could have a negative impact on any of the 
equality group(s) i.e. it could disadvantage them, cross the ‘Negative impact’ box. 

 Where you think that the policy has no impact on any of the equality group(s) 
listed below i.e. it has no effect currently on equality groups, cross the ‘No impact’ 
box. 

Equality Group 
Positive 
Impact 

Negative 
Impact 

No 
Impact 

Comments 

Age   X  

Disability   X  

Gender   X  

Gender 
reassignment 

  X  

Human Rights 
(rights to 

privacy, dignity, 
liberty and non-

degrading 
treatment) 

  X  

Marriage and   X  
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civil 
partnership 

Pregnancy, 
maternity and 
breastfeeding 

  X  

Race /  

Ethnic Origins 
  X  

Religion  

Or Belief 
  X  

Sexual 
Orientation 

  X  

 If you have identified a negative discriminatory impact of this procedural document, 
ensure you detail the action taken to avoid/reduce this impact in the Comments 
column. If you have identified a high negative impact, you will need to do a Full 
Equality Impact Assessment, please refer to the document “A Practical Guide to 
Equality Impact Assessments”, Appendix 3, on the Trust’s Intranet site (Bob). 

For advice in respect of answering the above questions, please contact the Equality 
and Diversity Lead. 

9 If there is no evidence that the document promotes equality, equal 
opportunities or improved relations, could it be adapted so that it does? If so, 
how? 

Completed by: 

Name Gail Richards 

Designation Training Manager & Apprentice Lead 

Trust Northern Devon Healthcare NHS Trust 

Date 5th October 2017 



Induction Policy                                                                                                                 

 

Workforce Development                                                                                                                       Page 27 of 28 
Induction policy V5.0 

Criterion: 2.1 - Corporate Induction 

2.2 - Local Induction of Permanent Staff 

2.3 - Local Induction of Temporary Staff 

Criterion lead:  

Criterion details  

(2.1)The organisation has an 
approved documented 
process for ensuring the 
corporate induction 
arrangements for all new 
permanent staff that is 
implemented and monitored. 

As a minimum, the approved documentation must include a description of the: 

a. duties 

b. minimum content of corporate induction programme(s) 

c. process for ensuring that all new permanent staff are booked onto corporate induction 

d. process for checking that all new permanent staff complete corporate induction 

e. process for following up those who fail to attend corporate induction 

f. process for monitoring compliance with all of the above. 

(2.2)The organisation has an 
approved documented 
process for ensuring the local 
induction arrangements for all 
new permanent staff that is 
implemented and monitored. 

As a minimum, the approved documentation must include a description of the: 

a. duties 

b. minimum content of local induction programme(s) 

c. process for checking that all new permanent staff complete local induction 

d. process for following up those who fail to complete local induction 

e. process for monitoring compliance with all of the above. 

(2.3)The organisation has an 
approved documented 
process for ensuring the local 
induction arrangements for all 
temporary staff that is 
implemented and monitored. 

As a minimum, the approved documentation must include a description of the: 

a. duties 

b. minimum content of local induction programme(s) 

c. process for checking that all temporary staff complete local induction 

d. process for following up those who fail to complete local induction 

e. process for monitoring compliance with all of the above. 
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