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Summary 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Agency worker attends ward/unit booked in to 

Person in Charge identifies if Part 2 of the 
Agency Departmental Induction Checklist 

has been completed  

Part 2 
Complete

d Yes 

Part 2 
Completed 

No 

Kernowflex scan documents/save to P-file.  

Person in charge to send to Kernowflex either 
by post or electronically  

 

Person in Charge completes Part 1 
of the Agency Departmental 

Induction Check list with the worker  

Person in Charge to complete Part 
2 with the worker 
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1. Introduction 
1.1. The Royal Cornwall Hospitals Trust (the Trust) is committed to ensuring the 
highest standards of patient care and safety at all times throughout the services 
delivered. 
  
1.2. It is recognised that, in order to ensure the provision of services, agency 
workers may have to be appointed to cover variable periods of time.  Such cover 
may be necessary as a result of staff shortages through absence or vacancies. 

 

1.3. The Trust is accountable for demonstrating that all agency workers have 
received appropriate induction to the area in which they will provide work.   

 

1.4. This version supersedes any previous versions of this document. 
 

Data Protection Act 2018 (also known as General Data Protection 
Regulations – GDPR) Legislation 

 

1.5. The Data Protection Act 2018 (DPA18) covers how the Trust obtains, holds, 
records, uses and stores all personal and special category (eg health) information 
in a secure and confidential manner.  This Act covers all data and information 
whether held electronically or on paper and extends to databases, videos and 
other automated media about living individuals including but not limited to Human 
Resources and payroll records, medical records, other manual files, 
microfilm/fiche, pathology results, images and other sensitive data. 

 

1.6. The Trust has a duty under DPA18 to ensure that there is a valid legal basis 
to process personal and sensitive data.  The legal basis for processing must be 
identified and documented before the processing begins.  In many cases the Trust 
may need consent: this must be explicit, informed and documented.  The Trust 
cannot rely on opt out, it must be opt in. 

 

1.7. DPA18 is applicable to all staff: this includes those working as contractors 
and providers of services. 

2. Purpose of this Policy/Procedure  
2.1. The purpose of this guidance is to support managers in ensuring that agency 
workers attend a local induction to ensure compliance with the Trust’s policies, 
procedures and standards.   
 
2.2. It aims to ensure that Trust managers, external agencies and individual 
agency workers understand their responsibilities regarding local induction. 

3. Scope 
3.1. This policy is applicable to all employment agency staff engaged via the 
Kernowflex Booking Department. 
 
3.2. It does not apply to Kernowflex workers who will receive their induction via 
the Trust’s Management of Corporate and Local Induction Policy. 
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4. Definitions / Glossary 
▪ Agency worker – a person from an external source providing the Trust with 

necessary skills on an “as and when required” basis. 

5. Ownership and Responsibilities  

5.1. Role of external agencies  

External agencies are responsible for providing:  
 

▪ personal details for new agency workers 
 
▪ evidence of registrations and skills competencies for all agency workers 

 

▪ a minimum of four hours’ notice when cancelling a shift 
 

▪ RCHT quality standards to each worker. 

5.2. Role of the Kernowflex Booking department  

The Kernowflex Booking department is responsible for:  
 

▪ checking and recording registration details 
 
▪ checking the personal identification of the agency worker via mandate 

 

▪ notifying the Trust’s Security office to provide ID badge 
 

▪ checking photograph from the agency matches ID or passport/driving licence 
with agency worker present 

 

▪ notifying CITS to provide timely access to systems required 
 

▪ checking skills profile: 
 

Mandatory 
 

• conflict resolution 

• control of infection 

• aseptic non-touch technique 

• fire safety awareness 

• health and safety awareness 

• information governance 

• manual handling 

• safeguarding adults level 2 

• safeguarding children level 3 
 

Essential 
 

• e-observations 

• EPMA 

• intravenous therapy 
 

▪ checking specialist skills required when booking with specialist units 



 

Agency Workers - Induction Guidelines V3.1 

Page 8 of 19 

 
▪ creating an individual electronic personal file 

 

▪ maintaining records of the booking process 
 

▪ maintaining records of completion of the local induction checklist for agency 
staff (see appendix 2) 

 

▪ providing a minimum of four hours’ notice to cancel with agencies. 

5.3. Role of unit managers 

All unit managers are responsible for:  
 

▪ checking workers are carrying accurate ID for the Trust and their agency 
  

▪ completing part one of the agency local induction checklist (appendix 3) in every 
unit 

 

▪ completing part two on the agency worker’s first shift in the Trust unless 
assesses as necessary to complete both parts 

 

▪ returning the agency local induction checklist to the Kernowflex booking 
department. 

5.4. Role of agency workers 

All agency workers are responsible for: 
 
▪ ensuring they arrive at the time and on the unit they are booked into to perform 

their duties 
 

▪ ensuring they perform their assigned tasks and responsibilities to the standards 
of performance required including adherence to the Trust’s core values of care 
and compassion; trust and respect; working together; inspiration and innovation; 
pride and achievement 

 
▪ seeking clarification if they are unclear of any duties assigned to them 

 

▪ Midwifery Council (NMC) or Health and Care Professions Council (HCPC), 
ensuring they work within their professional guidelines 
 

▪ accepting redeployment to units according to patient acuity and dependency 
unless they have a justifiable reason. 

6. Standards and Practice 
6.1. Agency workers must be provided with local induction regardless of the 
amount of hours to be worked or days assigned. 

 
6.2. The agency local induction check list provided in appendix 3 is not 
exhaustive and it is the responsibility of the unit manager to ensure agency 
workers are fully aware of everything they need to know to perform the function 
for which they have been booked, to therefore ensure safety of patients, 
themselves and their colleagues. 
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6.3. There is sometimes an expectation that temporary workers can absorb 
organisational processes and procedures more quickly than substantive staff but 
this assumption must not be made and the individual needs to be appropriately 
supported and, where possible, provided with brief written guidance to 
complement the wealth of verbal information. 
 
6.4. Wherever possible, unit managers should have a prepared general 
information pack that can be issued to the individual.  If more appropriate, explicit 
guidance must be given as to where to access the information, eg in the ward/unit 
manager’s office.   

 

6.5. If the agency departmental induction checklist is not completed, the unit 
manager will be contacted by Kernowflex. 

7. Dissemination and Implementation 
7.1. This guidance will be published on the Trust’s document library.  The 
Kernowflex Booking department will bring its existence to the attention of the Trust 
and to external agencies via e-mail. 

 
7.2. The main users of this guidance include the Kernowflex Booking department, 
unit managers, matrons, divisional associate directors, agency workers and 
external agencies. 

8. Monitoring compliance and effectiveness  
 

Element to be 
monitored 

The process for checking that all agency workers complete local 
induction 

 

Lead Head of Kernowflex and e-Roster 
 

Tool Electronic roster – HealthRoster reporting tool, review of personal 
files. 

Frequency Monthly 

Reporting 
arrangements 

Non-compliance will prevent agency workers being assigned 
work at the Trust until satisfactory inductions are carried out. 

Acting on 
recommendations  
and Lead(s) 

▪ Head of Kernowflex and eRoster 
▪ Head of Resourcing 

Change in 
practice and 
lessons to be 
shared 

▪ Kernowflex workers will receive induction via the Trust’s 
Management of Corporate and Local Induction Policy while 
agency workers will receive induction via this guidance. 

▪ Unit managers, senior nurses, heads of department, senior 
managers to cascade to teams. 

9. Updating and Review 
9.1. This document will be reviewed by the Head of Kernowflex and e-Roster 
every three years or earlier if changes to legislation, practice, national or local 
standards dictate. 

 
9.2. Minor amendments may be approved by the Director of Human Resources 
and Organisational Development or their deputy. 
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10. Equality and Diversity  

10.1. General statement 

The Royal Cornwall Hospitals NHS Trust is committed to a Policy of Equal 
Opportunities in employment.  The aim of this policy is to ensure that no job 
applicant or employee receives less favourable treatment because of their race, 
colour, nationality, ethnic or national origin, or on the grounds of their age, gender, 
gender reassignment, marital status, domestic circumstances, disability, HIV 
status, sexual orientation, religion, belief, political affiliation or trade union 
membership, social or employment status or is disadvantaged by conditions or 
requirements which are not justified by the job to be done.  This policy concerns 
all aspects of employment for existing staff and potential employees.  

10.2. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is at Appendix 2. 
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Appendix 1. Governance Information 

Document Title Agency Workers - induction guidelines V3.1 

Date Issued/Approved: February 2019 

Date Valid From: 28 February 2019 

Date Valid To: 28 February 2022 

Directorate / Department 
responsible (author/owner): 

Michelle Robertson 
Head of Kernowflex and eRoster 

Contact details: 01872 253010 

Brief summary of contents 

This guidance outlines Trust, managerial, staff and 
external responsibilities for ensuring agency workers 
receive local induction during their first shift and 
orientation on every new unit worked. 

Suggested Keywords: Temporary, agency, Kernowflex, induction, skills 

Target Audience 
RCHT CFT KCCG 
✓   

Executive Director responsible 
for Policy: 

Director of People Services and Organisational 
Development  

Date revised: February 2019 

This document replaces (exact 
title of previous version): 

Agency Workers – induction guidelines V3.0 

Approval route (names of 
committees)/consultation: 

Joint Consultative and Negotiating Committee 

Divisional Manager confirming 
approval processes 

Deputy Director of People Services 

Signature of JCNC Chair or 
nominated deputy 

Original signed 

Signature of Executive Director 
giving approval 

Original signed 

Publication Location (refer to 
Policy on Policies – Approvals 
and Ratification): 

Internet & Intranet ✓ Intranet Only  

Document Library Folder/Sub 
Folder 

Human Resources 

Links to key external standards  

Related Documents: Care Quality Commission Outcomes 

Training Need Identified? No 

 

 
Version Control Table  
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Date 
Version 

No 
Summary of Changes 

Changes Made by 
(Name and Job Title) 

08 Feb 11 V1.0 
Insert  pages 2 and 3, First draft out for 
consultation  Jaki Law, Matron   

23 Feb 11 V1.1 

Contents list updated 
Reference to Policy & Procedure for booking 
medical locums inserted 
Medical staffing references removed  

Jaki Law, Matron 
Dale Travis Manager 

24 Feb 11 V1.2 
Addition of Dementia awareness and specialty 
specific  
Addition of Kernowflex to notify TREAD 

Jaki Law Matron   

6 May 11 V2.0 

Equality and Diversity/Equality Impact 
Assessment amended. 
Addition of references to other key Trust 
Human Resource policies. 

Tina Holden Grego 
HoD Kernowflex & 
eRostering 

9 Jun 11 V2.1 

Change of format to new Policy Template 
Scope re-worked to define inclusions and 
exclusions. 
Definitions/ Glossary added. 
Monitoring compliance and effectiveness 
amended. 

Tina Holden Grego 
HoD Kernowflex & 
eRostering 

23 May 12 V2.2 

Minor changes to NHS LA criterion standard 
Updating of Table of Contents 
Addition of process and escalation monitoring 
chart  

Tina Holden Grego 
HoD Kernowflex & 
eRostering 

10 Nov 15 V2.3 
Re-formatted to comply with Trust’s policy 
template pending completion of full review. 

Jaki Law – Head of 
Temporary Workforce 

7 April 
2016 

V2.4 
Requirement for staff to discuss skin care and  
use of safer sharps  as part of  the induction 
process  added to the policy 

Helen Lewis – Head 
of Learning and 
Development 

July 
2018 

V3.0 

Full review including: 
▪ change in policy title 
▪ scope amended to remove Kernowflex 

workers (to whom the Trust’s Management 
of Corporate and Local Induction Policy 
now refers) 

▪ addition to Section 5: role of external 
agencies 

▪ removal of temporary worker induction 
checklist (corporate) 

▪ amendment to local induction checklist 
(appendix 3) 

▪ removal of temporary worker’s feedback 
form 

 
 

Michelle Robertson- 
Head of Kernowflex 
and eRoster 
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Feb 2019 V3.1 
Appendix 3 amended at request of Deputy 
Director of Nursing, Midwifery and Allied 
Health Professions.  

Michelle Robertson- 
Head of Kernowflex 
and eRoster 

 
 
 
 

All or part of this document can be released under the Freedom of Information 
Act 2000 

 

This document is to be retained for 10 years from the date of expiry. 
This document is only valid on the day of printing 

 
Controlled Document 

This document has been created following the Royal Cornwall Hospitals NHS Trust 
Policy for the Development and Management of Knowledge, Procedural and Web 

Documents (The Policy on Policies). It should not be altered in any way without the 
express permission of the author or their Line Manager. 
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Appendix 2. Initial Equality Impact Assessment Form 
 

 

Name of the strategy / policy /proposal / service function to be assessed  
Agency workers - induction guidelines V3.1 

Directorate and service area: 
Human Resources/Kernowflex and e-Roster 

Is this a new or existing Policy? 
Existing 

Name of individual completing assessment:  
 
Michelle Robertson 

Telephone: 
 

01872 25 3010 

1. Policy Aim* 
 
Who is the strategy / 
policy / proposal / 
service function aimed 
at? 

To ensure temporary workers are assigned, work safely within the 
Trust and with adequate training. 

2. Policy Objectives* 
 

To ensure all staff are aware of the requirements of the Trust and are 
informed of the process to follow when using temporary workers in 
their management sphere of responsibility. To provide the Trust with 
an ongoing audit trail. 

3. Policy – intended 
Outcomes* 
 

All staff with responsibility for acquiring, recruiting, utilising and 
managing temporary workers do so in a consistent manner as 
approved by the Trust, ensuring the safety of patients, staff and 
temporary workers. 

4. *How will you 
measure the 
outcome? 

Monthly audits of documents designed to meet the above objectives 
and outcomes. 

5. Who is intended to 
benefit from the 
policy? 

Users of the Trust and staff. 
Temporary workers assigned to work within the Trust. 
The Trust reputation 

6a Who did you 
consult with 
 
 
b). Please identify the 
groups who have 
been consulted about 
this procedure. 

Workforce  Patients  Local 
groups 

External 
organisations 

Other  

✓     

HR Deputy Director 
Head of Resourcing 
JCNC 

What was the 
outcome of the 
consultation? 

In agreement 
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Are there concerns that the policy could have differential impact on: 
Equality Strands: Yes No Unsure Rationale for Assessment / Existing Evidence 

Age  x   

Sex (male, 

female, trans-gender / 
gender reassignment) 

 x   

Race / Ethnic 
communities 
/groups 

 x   

Disability - 
Learning disability, 
physical 
impairment, sensory 
impairment,  mental 
health conditions and 
some long term health 
conditions. 

 x   

Religion / 
other beliefs 

 x   

Marriage and 
Civil partnership 

 x   

Pregnancy and 
maternity 

 x   

Sexual 
Orientation, 
Bisexual, Gay, 
heterosexual, Lesbian 

 x   

You will need to continue to a full Equality Impact Assessment if the following have 
been highlighted: 

• You have ticked “Yes” in any column above and 

• No consultation or evidence of there being consultation- this excludes any policies which have 

been identified as not requiring consultation.  or 

• Major this relates to service redesign or development 

 

8. Please indicate if a full equality analysis is recommended.    No 
 

 
 

9. If you are not recommending a Full Impact assessment please explain why. 
 

 
There is no negative impact 
 
 
 
  

7. The Impact 
Please complete the following table. If you are unsure/don’t know if there is a negative 
impact you need to repeat the consultation step. 
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Signature of policy developer / lead manager / director 
 
Michelle Robertson, Head of Kernowflex and eRoster 

Date of completion and submission 
 
July 2018 

Names and signatures of 
members carrying out the 
Screening Assessment  

1. Michelle Robertson 

2. Human Rights, Equality & Inclusion Lead 
 

 

 

 
 

 
Keep one copy and send a copy to the Human Rights, Equality and Inclusion Lead  
c/o Royal Cornwall Hospitals NHS Trust, Human Resources Department, Knowledge Spa,  
Truro, Cornwall,  TR1 3HD     
 
This EIA will not be uploaded to the Trust website without the signature of the 
Human Rights, Equality & Inclusion Lead.                                                    
 
A summary of the results will be published on the Trust’s web site.  
 
 
Signed __Michelle Robertson_____________ 
 
Date ____July 2018____________ 
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Appendix 3. Agency departmental induction checklist  
 
 

 

 
 
Agency departmental induction checklist: 
This schedule is the orientation standard to be completed by: 

 
The person in charge and every agency worker who attends RCHT 
It is in no way intended to be exhaustive and the responsibility is with the person in 
charge of each unit to ensure agency workers are aware of everything they need to 
know to perform the function for which they have been booked. 

Part 1 - Complete for every new ward/unit 

 Initial 

Check RCHT identity badge  
Departmental policies and procedures  

Duties and responsibilities/limitations for the role  

Identify the person in charge on the shift and introduce to other personnel 
in the area 

 

Identify current doctors and patient groups common to the area  
Emergency procedures  
Crash trolley location  
Bleep system arrangements  
Fire safety details, exits, fire equipment, fire alarms and evacuation 
procedures 

 

Part 2 - First Unit of Work RCHT - Complete Once Only 

  Identify Trust policies and procedures  

Top Five Priorities: Clinical Areas  

1) Infection prevention and control:  
▪ hand hygiene 

▪ check all intravascular lines on every medication round and 
document twice daily on the line care plan which is in the patient 
folder/clipboard 

▪ abide by all aspects of ANTT.  
 

 

 
 

cont/d… 
 
 
 
 

2) Protection of patients’ skin:  
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▪ ensure that all patients’ skin integrity is checked and documented 
as per the Skin bundle  

▪ complete pressure ulcer prevention interventions and care planning 
for those at risk. 

 

 

3) Care rounding and visibility:  
▪ we promote two-hourly care rounds on all of our patients and some 

are assessed as needing more frequently.   Please provide these 
and document, each intervention is important to complete in full to 
maintain a patient’s comfort 

▪ remain visible with your group of patients, document at the point of 
care.  

 

 

4) Falls prevention:  
▪ all RNs need to ensure that their patients have been assessed for 

risk of falls and that all interventions are in place to prevent falls  

▪ provide enhanced care as prescribed and ensure that the 
enhanced care provider is alternated every two hours  

▪ follow all post falls action and complete a post falls RCA or huddle 
with learning. 
  

 

5) Quality standards/professionalism:  
▪ patient care details - all documentation to be legible, times, name 

signed and printed 
▪ documentation and assessments for admissions and ongoing care to 

be completed 
▪ arrive at the correct time and unit to perform duties and can receive 

your local induction 
▪ accept  redeployment to units according to patient acuity and 

dependency unless a justifiable reason is presented  
▪ three incidents of non-attendance which are unjustified will result in 

shifts not being assigned 
▪ carry RCHT identity (ID) and agency ID at all times 
▪ display a professional image /adhere to RCHT uniform policy - wear 

a clean, smart uniform and hair above the collar 
▪ adhere to RCHT values: Care and Compassion, Trust and Respect, 

Working Together, Inspiration and Innovation, Pride and 
Achievement. 

 

  
Resuscitation/ fire telephone number and procedures  
Fire safety procedures  
Rules on smoking and alcohol  
Medicine safety procedure, pharmacy and protocols including 
prescription, administration 

 

Incident reporting  
Food handling  
Waste disposal  

 
cont’d/…  
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COSHH details and ionizing radiation areas  
Familiarization and training with equipment and procedures  
Competencies to use equipment  
Sources of help, advice and mentorship  
Health and safety  
Manual handling procedures  
Lone worker details  

 
 

RCHT Site 

Ward/Unit 

Date 

Time 

Signed Person In Charge 

Print Name 

Signed Agency Worker 

Print name 

Received at Kernowflex by/ added to generic folder 
 
 
Date 

 

The department is required to retain a copy of this document. 

 

Kernowflex must be supplied with the document as part of their monitoring 
process to ensure induction has taken place. 

RCHT.kernowflexbookingoffice@nhs.net 

Lamorna House Ground Floor, Penventinnie Lane, Treliske, Truro 

 

mailto:RCHT.kernowflexbookingoffice@nhs.net
mailto:lexbookingoffice@nhs.net

