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LOCAL INDUCTION CHECKLIST
To be completed within your first week in your department.
Welcome to your new role with UHB. As a new colleague, we hope that your time with us will be enjoyable. 
This is your local induction checklist, to be completed with your manager during your first week in the department. It has been designed to help you become familiar with your new working environment and any policies and procedures that may be related to your job role. 
Please note that some of the questions may not be relevant to your position or may have been covered in other induction activities. If this is the case then please mark as completed/or disregard them as this is a generic form which has been designed to cover all bands and job roles within the Trust. There is a section at the end to enter any additional information should it be relevant to your particular role. 
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Your objectives and your personal development plan will be reviewed at six months, with a formal appraisal 12 months after start and every 12 months thereafter. These reviews are to check that you are progressing and have no concerns about your role.
	NAME OF NEW STARTER
	

	JOB TITLE
	

	DEPARTMENT/WARD
	

	DATE COMMENCED IN POST
	

	MANAGER / DESIGNATE
	


	Objective setting - Meeting Date and Time (within 6 weeks of start in department)


	

	Date and time agreed to meet for second review (6 months from start)


	

	Date and time agreed to meet for annual appraisal (12 months from start)


	


Please tick off as each activity is carried out:

	INTRODUCTION TO THE DEPARTMENT

	Introduction to colleagues, including line manager
	

	Overview of other departments and orientation to local environment and site – to include rest areas, and food and drink outlets.
	

	Home working guidelines where applicable 
	

	Care of personal property 
	

	Security pass/keys/ access codes 
	

	Role and function of your department – including your role within the team
	

	Organisational structure – overview
	

	Details of team meetings and any other meetings that may be relevant. How communication is cascaded within the team; including regular 1 to 1’s
	

	Identification (ID) badge issued if not already
	

	Details given re staff parking facilities, cycling, travel scheme and shuttle buses
	

	Noticeboards around the department
	

	Orientate to Resuscitation Equipment
	

	HOURS OF WORK

	Start and finishing times/shift systems/rotas/break times. 
	

	How to request leave – and shift preferences 
	

	On call arrangements where applicable Annual Leave and Sickness Allowances
	

	Timekeeping standards, behaviours and dress code and expectations discussed
	

	HEALTH AND WELLBEING

	Signposted to the intranet page uhbhome/social-and-personal.htm where a wide range of support, guidance and advice available. This includes health checks, priority physiotherapy, counselling, travel guidance, financial advice, and staff networks.
	

	Confirmed that Occupational Health clearance has taken place, and that staff member is aware of any restrictions on the duties they can undertake. If there are any problems with implementing the advice given this is to be discussed as part of this induction with manager or occupational health as soon as possible.
	

	Disability or Long-Term Health Conditions and Reasonable Adjustments - This is an opportunity to discuss any disability or long-term health condition that you wish to disclose and to discuss any support required. If any reasonable workplace adjustments are required, then refer to Access to Work. If any support or further information required, please contact the inclusion team (inclusion@uhb.nhs.uk)
	

	PAY

	Pay Dates; Extra duty claims; Expenses; Any other information which may be relevant.

	

	New Appointment Form completed and returned to the HR department (HR1 (QEH), ESR1 (HGS) - will require Tax Form P45 and Birth Certificate/ Passport or Biometric Resident Card to confirm date of birth
	

	LEAVE/ABSENCE

	Procedure for reporting absence (to include emergency situations)
	

	Process to request time for attending doctors, dentist, jury service etc.
	

	Annual leave request process and holiday entitlement


	

	Sickness entitlement
	

	PERFORMANCE

	Details of training and development opportunities – signposting to internal intranet site and other training that may be relevant to employee’s role.
	

	Setting up easylearning (once have payroll number) and selecting line manager Platforms (uhb.nhs.uk)
	

	Details of Mandatory and Statutory training required to be undertaken & setting of training dates as per the job role for example: infection control and information governance.
	

	Date set and agreed for six-week objective setting, six-month review and annual appraisal and explanation of the appraisal performance system at UHB
	

	Expectations and standards based on our Trust Values and associated behaviours to include: -Dress code; Customer Service standards; Use of telephone (to include private use)
	

	FIT TESTING

	All staff who are patient facing and have CPR as part of their Mandatory Training need to be trained on respiratory protection, you can now book Fit Test training by contacting the Fit Testing team through this email: FitTesting@uhb.nhs.uk . In your email, please state the site you are based on, and provide a couple of date and time availabilities. We will then allocate a slot for you.

Please ensure you:
1. Bring your assignment (payroll number) with you if it is known. If you do not have an assignment number, we will ask for your Date of Birth instead. 

2. Bring eye glasses/ goggles/visors if you usually wear them at work
3. Tie your hair back – as you would wear it for work (above your collar) as per dress code policy. 
Please note it is not possible to provide a compliant fit test for a FFP3 respirator mask if you; wear a head covering such as a turban or have facial hair. You can, however, wear a respirator hood. More information on hoods can be found here: https://www.uhb.nhs.uk/coronavirus-staff/loose-fitting-respirator-hoods.htm  
	

	RISK MANAGEMENT POLICY AND PROCEDURES

	How to access guidelines, policies, procedures, and standards required

	

	How to report a hazard/ how to report accidents and incidents
	

	Awareness of: -
· Safe moving – manual handling

· Control of slippery surfaces

· Safe use of equipment

· 
	

	FIRE PREVENTION/BOMB THREATS

	· Fire appliances- locations shown.
· Fire Exits, alarms Continuous / Intermittent), drills explained.
· Responsibility for patients

· Fire policy.
· Bomb alert procedure.
· Major incident procedure.
· In-Hospital emergency call procedure (Fire & Medical Emergency)


	

	HEALTH AND SAFETY

	The new staff member has read the “Health & Safety Policy Information for employees” which can be found on the intranet 
	

	Discussed any signage on wards/ depts used to identify what patients can eat and drink with an explanation of each– i.e. Nil by Mouth, Free Fluids, Clear Fluids, Solid foods only, speech and language guidance to safer swallowing, Eating and Drinking.
	

	Discussed COSHH - The Control of Substances Hazardous to Health Regulations and to identify policies additional training that are relevant to workplace or role - an example would be Formalin transport and use.
	

	DSE assessment completed, if applicable
	

	Departmental first aider(s) names and Location and use of first aid boxes
	

	MEDICAL DEVICES DISCLAIMER FOR HEALTHCARE PROFESSIONALS

	The Trust is committed to providing high quality patient care within a safe environment. Medical devices are a key element in the delivery of patient care.

The trust has implemented a process of risk classification and colour coding of medical devices in order to recognise risk, prioritise training and provide guidance for staff.

In order to minimise risk, the Trust policy states that you do not use any medical device unless you are competent to use*.

It is the responsibility of all employees to read and comply with the Trust Policy for the Management of Medical Devices and subsequent procedural requirements.

Healthcare professionals are individually accountable for their practice and the delegation of certain aspects of care delivery. They have a responsibility for ensuring they acquire, maintain, and disseminate knowledge and skills in the use of such medical devices.

This includes:

•
Familiarising themselves with the medical devices risk classification system

•
Attending training were identified.

•
Completing documentation to record that they have received training.

•
Completing competency statements

•
Ensuring all records are returned to line manager/link trainer to keep in personal files and forward copies to the Medical Device Training Team (meddev@uhb.nhs.uk)

•
Updating training as required and agreed by their Line Manager as part of the annual appraisal and in accordance with Professional Codes of Conduct. If applicable, you should confirm that you understand the information above and that you will not use any medical device for which you have not received the appropriate training and that you are not competent to use.

Name      ………………………………………………

Date: (dd/mm/yyyy)      ………………………………

*Refer to ‘Procedure for Training in the Safe Use of Medical Devices’ (Controlled document: 353)
	

	INFORMATION MANAGEMENT AND TECHNOLOGY

	Use of bleep system


	

	Laptops


	

	Blackberry


	

	Security and Confidentiality


	

	It is the Managers duty to ensure the correct IT and Clinical Systems Training has been

undertaken as per role for systems such as

· Clinical Portal

· Oceano

· Electronic Prescribing

	

	ADDITIONAL TO YOUR AREA

	Please type the items discussed in the boxes to include all Clinical and IT Systems that staff have undertaken training on and dates training completed.

     
     
	


	DATE OF COMPLETION
	

	NEW STARTER Signature
	

	MANAGER / DESIGNATE Signature
	

	Payroll number if known or National insurance number (required to log local induction as complete.
	Number :-

	Line manager has reported completion of induction using reporting tool: https://www.education.uhb.nhs.uk/induction/report-a-local-induction.htm and a copy of completed induction placed on personal file
	


This induction will then be recorded by the Corporate Education Team.

A copy of the completed and signed list must be placed on the personal file.
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