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LOCAL INDUCTION CHECKLIST 
for Staff through Agency
To be completed on Day 1 in the Trust
	NAME OF NEW STARTER
	

	JOB TITLE
	

	DEPARTMENT/WARD
	

	DATE COMMENCED IN POST
	

	MANAGER / DESIGNATE
	


Welcome to UHB we really do hope that your time with us will be enjoyable. This is your local induction checklist, to be completed with your inducting manager.  It has been designed to help you become familiar with your new working environment and any policies and procedures that maybe related to your job role.
Please note that some of the questions may not be relevant to your position. If this is the case then please ignore them as it 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.

In conjunction with your inducting manager you will complete this programme during your first day in post.

Please mark each red box if the activity is carried out:

	INTRODUCTION TO THE DEPARTMENT

	Departmental guidelines, policies, procedures and standards required
	

	Introduction to colleagues
	

	Security pass/keys/ access codes
	

	Role and function of your department
	

	Organisational structure – overview
	

	Details of team meetings and any other meetings that may be relevant. How is communication cascaded within the team? e.g. Team meetings, Team Brief.
	

	Identification (ID) badge issued if not already
	

	Details given re staff parking facilities, cycling and shuttle buses
	

	Noticeboards around the department
	

	Overview of other departments to include Human Resources, Occupational Health and Trade Unions  etc.
	

	HOURS OF WORK

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

Use of Shift Allocation systems and Toil. 

On call arrangements etc.
	

	Timekeeping standards and expectations discussed
	

	LEAVE/ABSENCE

	Local procedure for reporting absence (to include emergency situations)
	

	PERFORMANCE

	Details of training that may be appropriate whilst at UHB
	

	It is expected that you are up to date with your own organisations mandatory training. 
If there are any gaps where training is required to safely undertake role in deployed area then please inform inducting manager. 
· Informed of emergency numbers and processes specific to UHB:- Fire, Resuscitation, medical emergencies, ICT systems, security, infection control, moving and handling equipment.
	

	Expectations and standards based on our Trust values 
· Dress code

· Customer Service standards
· Use of telephone (to include private use)


	


	FIRST AIDERS

	Departmental first aider(s)

Location and use of first aid boxes 
	

	RISK MANAGEMENT POLICY AND PROCEDURES

	Where to find local policies and procedures
	

	How to report a hazard/ how to report accidents
	

	· Care of personal property

· Safe moving – manual handling

· Control of slippery surfaces

· Safe use of equipment

· Resuscitation Equipment


	

	FIRE PREVENTION/BOMB THREATS

	· Fire appliances- locations

· Fire Exits, alarms, drills

· Responsibility for patients

· Fire policy

· Bomb alert procedure

· Major incident procedure

· In-Hospital emergency call procedure (Fire & Medical Emergency)


	

	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 is that you do not use any medical device for which you have not received training.

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 where identified

· Completing documentation to record that they have received training

· Updating training as required in accordance with Professional Codes of Conduct.
If appropriate to do so : 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) ………………………………

	

	COMPETENCY
	

	Declaration that you will only undertake duties or tasks that you are knowledgeable and competent to undertake
Name      ………………………………………………

Date: (dd/mm/yyyy)      ………………………………

	

	HEALTH AND SAFETY

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

	

	INFORMATION MANAGEMENT AND TECHNOLOGY

	Use of bleep system 

Laptops

Blackberry

Security and Confidentiality


	

	ADDITIONAL TO YOUR AREA

	Please type the items discussed in the boxes (only if required):

Access to IT Systems
	


	PLEASE ENTER THE DATE OF COMPLETION
	

	New Starter name please print
	

	Signature
	

	Manager name please print
	

	Signature
	


UHB/QEH
Upon completion, email scanned copies of this form to the Learning and Development department at training.administration@uhb.nhs.uk and to the inductee - Original copy to be kept locally on department
Local Induction Form for Agency staff

Version: 1.0


Issue Date:20.1.2022


