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LOCAL INDUCTION CHECKLIST         
Staff Member’s Name (PLEASE PRINT): 









Staff Member’s Team & Service Line: 









Manager’s Name (PLEASE PRINT): 










Corporate induction date:  
	COVER THE FOLLOWING ON THE DAY OF COMMENCEMENT
	COMPLETED

( 

	Introduction to work colleagues, buddy, mentor, clinical supervisor etc.  Using the “Hello my name is…………….” principles
	

	Orientation to department/ward & management structures
	

	Confirmation of hours of work, shifts, rotas, timekeeping standards etc.
	

	Explanation of uniform requirements, personal hygiene & dress code standards 
	

	Explanation of security arrangements, access codes and number to call if required EXT 3333
	

	Location of facilities, i.e. toilets, locker and rest breaks
	

	Departmental risks and health and safety responsibilities, including accident reporting, Datix etc 
	

	Agree arrangements for support during induction period
	

	Departmental fire evacuation, fire wardens, exits, equipment, alarm process and assembly points number to call if required EXT 3333
	

	Familiarisation with equipment including DSE and training requirements
	

	Demonstrate correct hand washing technique and application of alcohol hand gel
	

	Car parking arrangements
	

	Sickness reporting procedure
	

	Policy and protocols for Safeguarding Adults & Children
	

	Medical Emergency Procedures & Resuscitation arrangements including location, appropriate use and set up of equipment used in an arrest, and the number for notifying cardiac arrest   EXT 2222
	

	Data Protection  - refer staff to the IG page located on Staffnet
	

	Sources of help and advice – Local and Corporate 
(Freedom to speak up guardians, Pastoral and Spiritual Care etc)
	


	COVER THE FOLLOWING WITHIN ONE WEEK OF COMMENCEMENT
	COMPLETED

( 

	Annual leave entitlements and arrangements
	

	Location of Human Resources policies and how they can be accessed
	

	Local risk register and action plans

	

	Location of Trustwide and local policies and procedures, responsibility for reviewing and advice available
	

	Complaints procedure
	

	How to access the relevant medical devices user training
	

	Team Briefing & communication processes including bleep system
	

	Standing financial instructions/Fraud
	

	Occupational Health and Wellbeing facility
	

	Discuss job description for post, expectations of post, limitations of role 
	

	Communication – Ask Ann, Team Brief, Your Voice, Daily Email, Vital Signs
	

	Agree date for first appraisal meeting MUST BE WITHIN FIRST THREE MONTHS FOR ALL STAFF (WITH THE EXCEPTION OF MEDICAL STAFF)
	

	Access to relevant file share on Groups (G:) Drive (from your local file share administrator)

	

	Register for Password Self-Service (via IT Help on your desktop)
	

	Register for NHSmail account (via IT Service Desk) and configure Outlook to access your NHSmail account
	

	Added to relevant NHSmail distribution lists (via your local distribution list owner)
	

	Access IT Help & Guidance (via IT Help on your desktop)
	

	Access to relevant IT clinical systems and associated training (line manager to request via IT Service Desk)
	

	Printer fob, and registered to print (via IT Service Desk)
	

	If inoculation is required when is this scheduled for?
Please note the employee will have been informed by recruitment/OH if this is required
	Date:


To be completed by Clinical/Medical Staff only
	COVER THE FOLLOWING WITHIN ONE WEEK OF COMMENCEMENT
	COMPLETED

( 

	Location of Clinical Procedures and policies, responsibility for reviewing and advice available
	

	Datix to include Yellow Card reporting to Medicines & Healthcare Products Regulatory Agency when an incident occurs with a medical device on a patient.  For further information contact graham.middleman@nhs.net 
	

	Local protocols for Medicines Management & Pharmacy e.g. pod system, storage, prescription and administration of medicines, medication common to the area, patient group directives etc
	

	Familiarisation with policies surrounding Use of Antibiotics. Signpost written guidelines on Trustnet, availability of treatment and prophylaxis App (one click away on Trustnet) and credit care Aide memoir from Microbiology Department.
	

	Patient record keeping procedures and standards
	

	Policy and protocols for Safeguarding Adults & Children
	

	Observation Standards and Procedures
	

	Have you been made aware of how to use the Pneumatic Air Tube Transportation System?
	

	Are you aware of the Trust Specimen Transport Policy and where to find it? The Transport Policy is TRW.CLI.POL.815.2 and can be found at http://staffnet.plymouth.nhs.uk/Portals/1/Documents/Trust%20Documents/Clinical/Specimen%20Transport%20Procedure.pdf?timestamp=1515487779129 
	


DEPARTMENT/WARD FIRE SAFETY INDUCTION 
TO BE COMPLETED ON THE FIRST DAY OF WORK

The Trust Fire Safety Policy requires Heads of Departments/wards to arrange for all staff including agency, bank staff and those not familiar with the workplace to have fire induction training on their first day at work.  The points on the check list should be covered and explained by the workplace manager and the new staff member must sign to confirm they have received and understood each of the points.

NAME:………………………………………………...JOB TITLE:....................................................

(Please print)

PLACE OF WORK:…………………………………  DATE:………………………………………..

                                                                                                                       Yes       No
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Flexible worker (NHSP, Other agency) including non-Trust staff                

	
	
	Delete as Appropriate
	Signature

(of new staff member)

	1.
	I have read and understood the principals of the Fire Strategy and Procedure. Including the evacuation procedure “Progressive Horizontal Evacuation”

	Yes/No
	

	2.


	I have had explained the Action to be taken on Discovery of a Fire 

	Yes/No
	

	3.


	I have had explained the Action to be taken on hearing the fire alarm

	Yes/No
	

	4.
	I have had explained the Fire Bleep system, the location of the pager and the procedures to be carried out

	Yes/No/N/A
	

	5.


	I have been shown the location of fire call points for my area of work & had the method of operation explained

	Yes/No
	

	6.


	I have been shown and taken to the Fire Panel/ repeater panel and received basic instruction on how to interpret the panels information 

Enter locations here:


	Yes/No/N/A
	

	7.


	I have been made aware of the fire exits and escape routes in my area of work and the importance of keeping them clear.

	Yes/No
	

	8.


	I have been made aware of the location and identification number of any specific Fire Service Emergency entry points (EAP`s)

	Yes/No/N/A
	

	9.
	I have been made aware of the location of Fire Doors and their purpose explained

	Yes/No
	

	10.
	I have been instructed on the Trust’s No Smoking Policy

	
	

	11.
	I have been informed of the Location of fire extinguishers. (recommend staff to attend fire warden training) http://staffnet.plymouth.nhs.uk/LearningDevelopment/FireSafety.aspx

	Yes/No
	

	12.
	I have been briefed on basic fire prevention and hazards for my area of work.

	Yes/No
	

	13.
	I have been shown and informed how to operate the following isolation points:

Delete as required:

· Electricity

· Gas

· Piped Medical Gases

· Water

	Yes/No/N/A
	


By signing below both parties are agreeing that the above information/instructions have been both given and received and clearly understood.

Name of Workplace manager (please print):_____________________________________

Signature of Workplace manager: _____________________________________________

Name of Staff Member (please print):___________________________________________

Signature of Staff Member: ___________________________________________________

This Induction form will be kept on file and where applicable form part of the evidence of recorded local induction and Fire training.

ORIGINAL TO BE RETAINED ON LOCAL PERSONAL FILE & COPY TO BE SCANNED AND EMAILED 
TO:

THE WORKFORCE TEAM – plh-tr.WorkforceDevelopment@nhs.net 
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