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1. Introduction 

1.1. Induction is vital to help new staff understand the organisation, its values and its 
corporate approach, and also to providing some specific information and training 
relating to the organisation.  For this reason, all new staff must attend Corporate 
Induction (with the exception of Locum and emergency cover medical staff who have 
their own arrangements managed through the medical staffing department in Human 
Resources).  Doctors joining the Royal Cornwall Hospitals NHS Trust (again with the 
exceptions already given for medical staff in short term cover), other than as part of 
the main annual intake, are also required to attend Corporate Induction.  

1.2.  Local induction is carried out at the individual department to which the new staff 
member, or doctor, is attached and this is also a mandatory requirement. 

1.3. Appointment Procedure – managers should read the Recruitment Policy 
document in conjunction with this policy. 

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

2. Purpose of this Policy 

2.1.  This policy aims to support managers in ensuring that all newly appointed staff 
attend and complete a full induction to ensure compliance with Trust policies and 
procedures, and to comply with the relevant Care Quality Commission regulations as 
well as any legislative requirements for practice. 

2.2.  The purpose of this policy is to ensure that: 

 there is Board level commitment to ensuring that all staff joining the Trust 
undertake both Corporate and Local Induction 

 the combination of Corporate and Local Induction is intended to give all new 
staff a range of outcomes including a formal welcome from the Chief Executive, 
a range of training that is considered essential to the role being undertaken, 
awareness of the Trust’s values and objectives and information on policies and 
services available to support staff  

 the objectives of Corporate and Local Induction include contributing to 
strengthening the retention of staff, providing a consistent and clear vision of 
what the Trust is aiming to achieve, ensuring that the Trust discharges its 
responsibilities towards its staff correctly in terms of providing appropriate 
knowledge and training, ensuring that they have been given the information 
required for them to undertake their job role with confidence and competence 
and working towards becoming an employer of choice by communicating the 
high standards that the Trust sets towards patient care and the development of 
its staff  

   the Trust utilises the Electronic Staff Record (ESR) to monitor attendance and 
completion of Corporate and Local Induction.  Non-attendance is communicated 
to managers through regular ‘did not attend’ (DNA) reports and quarterly 
assurance reports provided for executive scrutiny. 
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3. Scope 

3.1.  This policy applies to all Trust staff involved in the recruitment and induction of 
new starters.  The only exceptions will be for short term emergency cover medical 
staff and short term medical locums who have arrangements in place through the 
medical staffing department in Human Resources.  This Policy also excludes all 
agency staff, who are covered by the Policy for the Induction of Temporary Workers. 

3.2.  Some junior Doctors starting on the annual rotation will have their own induction 
procedure to follow through Medical Education. 

4. Definitions / Glossary 

4.1.  Corporate induction is normally provided to all new staff on their first day of 
employment and includes the formal welcome by the Chief Executive and 
introduction to the values, aims and objectives of the Trust.  The rest of the day 
contains a range of risk management training that is considered as mandatory for all 
staff to undertake. 

4.2.  Local induction is the opportunity provided to local managers to properly 
integrate the new member of staff into their new work environment and provide 
information and training on issues that have local importance.  It culminates with the 
new staff member’s first Performance Development Review. 

4.3.  Staff groups - this policy is applicable to all staff groups with the permitted 
exceptions stated in three above. 

4.4.  Non-attendance relates to the non-completion of any individual element of the 
corporate and local induction programme or the programme as a whole. 

4.5.  Audit monitoring of compliance with attendance and completion of this policy will 
be through the use of registers that are entered into ESR and compliance reports that 
are produced from there. 

5. Ownership and Responsibilities 

5.1. Role of the Trust Board 
 Ensure compliance with Care Quality Commission (CQC) and other controls 

assurance requirements. 

 Consider any recommendations made from time to time that seek to improve 
induction and compliance with this policy. 

 Receive reports and comment on the effectiveness of the policy and process. 

 Ensure sufficient funding and resources are available to directly provide or 
commission agreed statutory, mandatory and role specific training required to 
meet this and other associated Learning and Development policies. 

5.2. Role of Human Resources Team 
 To ensure an appropriate process is in place within the Trust that encompasses 

the requirements of the CQC. 

 To ensure an appropriate process for monitoring, recording and reporting 
compliance is in place. 
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 To ensure that a process is in place to alert managers to non-attendance and 
non-completion. 

 Advise the Human Resources Business Partners (HRBPs) to escalate within 
their division and Payroll Team, for alert where an individual does not attend all 
of their Corporate Induction. 

 Escalate issues concerning compliance. 

5.3. Role of Senior Management 
 To comply with the provisions of the policy and promote compliance with it 

through ensuring that sufficient opportunity is planned for new starters to 
undertake induction in line with the timescales set out. 

 To follow up any non-attendance and non-completion reported to them with 
their management teams to ensure that appropriate and timely actions are 
taken to resolve any issues. 

 Personally ensure that the responsibility on the Line Manager and new starter to 
complete and return the Induction Checklist (Appendix 3) is reinforced, and the 
obligation complied with.  If it is not, then disciplinary action may be instigated. 

5.4. Role of Line Managers 
 To comply with the provisions of the policy and plan for new starters to 

commence employment in line with the schedule published for Corporate 
Induction. 

 To ensure full attendance and completion in line with the timescales published. 

 To correct any issues that may arise in an appropriate and timely way. 

 To support and encourage their new starters through the process. 

 The final responsibility for the satisfactory completion of the Local induction 
process rests with the Line Manager. Once the three month Local Induction is 
completed, the Line Manager should meet with the new employee and talk 
through their local induction to ensure all is satisfactory. Following this the Line 
Manager should sign the ‘Completion of Induction Sign Off Sheet’ (Appendix 4) 
and return it to Learning and Development. 

5.5. Role of New Starters 
 To undertake the induction process and complete all modules that they are 

booked to attend. 

 To report any attendance issues to both their Line Manager and Learning and 
Development in line with the appropriate Trust policy. 

 To be pro-active in terms of asking for support and clarification.  Raise any 
questions about areas that they are not clear about. 

 If working part-time, to make arrangements to be at work for Corporate 
Induction, even if it falls on days that would usually not be worked.  Time off in 
lieu or payments will be made where extra hours are worked. 

 Complete each section of the Induction Checklist and get each signed off by 
either the line manager or nominated ‘buddy’. 

 Following Corporate Induction and Local Induction, to hand back to their line 
manager the Induction Checklist, so that it can be retained on the P-file. 
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5.6. Role of the Buddy 
 Help the new starter to feel ‘at home’ in their new role and within the department 

and the Trust as soon as possible.  This entails obvious steps such as 
introducing the new starter to colleagues as well as arranging a tour of the 
department and areas outside the department as appropriate. 

 Ensure that the new starter’s personal Induction Checklist is satisfactorily 
completed.  Buddies may be required to explain certain procedures within their 
sphere of competence or, in other cases, direct the new starter to the 
information they require. 

 Support and encourage the new starter to complete relevant e-learning and 
educational booklets (where they form part of Local Induction). 

 Record that the Local Induction process is taking place.  (Each section of the 
Induction Checklist should be signed as it is completed and understood by the 
new starter, and countersigned by the ‘buddy’). 

6. Standards and Practice 

6.1. Start Dates  

All new starters are required to attend Corporate Induction before commencing in 
employment of their job role.  Day one of Corporate Induction will become the first 
paid day of employment for all new starters.  Corporate Induction normally runs twice 
each month and lasts for up to two days, and these dates will become the standard 
employment start dates for all new employees within the Trust. 

6.2. Corporate Induction & Training (see flowchart in Appendix 5) 

6.2.1.  Corporate Induction lasts for one day and is held on a Monday, normally 
every two weeks.  It will include a welcome and introduction to the Trust from 
the Chief Executive or an Executive Director and a range of legislative and 
mandatory training.  In addition, a range of essential and mandatory reading 
materials will be made available to all new starters prior to joining and these 
must be read before attending Corporate Induction.  The new starter is required 
to bring a sign off form with them to Corporate Induction that confirms they have 
read and understood these reading materials. 

6.2.2.  Some new starters will be required to complete up to two further days of 
essential, role specific training designed to provide the mandatory training 
required for their clinical and non-clinical roles.  New starters required to attend 
these additional dates will be advised of the dates they are booked onto, in their 
offer of employment.  (Tables 1 and 2 below, outline the staff groups that are 
required to attend each day and the content of the day). 

6.2.3.  All appointment forms for new starters and other appropriate new starter 
documentation must be completed on day one of Corporate Induction.  This is 
essential to ensure that the Payroll Team receive necessary paperwork in time.  
Failure to comply with this will result in a delay in payment to new staff, so it is 
imperative that this is achieved and managers are advised to read the 
recruitment process sent to them when they start a recruitment campaign. 
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TABLE 1 – Corporate Induction as it applies to different staff groups 

Day 1 All new starters on their first day of employment (except doctors 
joining the Trust as part of the annual intake – see above) must 
attend this day 

Day 2  

Date to be advised 
in the offer of 
employment 

New starters in clinical occupations, and specified non-clinical 

Front-line staff on their second day of employment 

Nurses and Midwives and Specialist nurses 

Healthcare Support Workers/Operating Department Practitioners & 
Assistants (ODPs & ODAs) 

Therapists (Physiotherapy, Occupational Therapy, Speech & 
Language, Podiatrists) 

Radiographers and Clinical Imaging Staff Phlebotomists, ECG and 
EEG technicians etc Porters 

Exceptions: Medical Laboratory Scientists and junior doctors 

Day 3. 

Date to be advised 
in the offer of 
employment. 

Specialist roles 

 
TABLE 2 – The Corporate Induction & Essential, Role Specific Training Programme 
Corporate Induction - Day One (all new employees) 9.00 am - 4.30 pm 

Arrival, registration and administration at the Knowledge Spa 

Host welcome and introduction 

Chief Executive welcome and introduction to the Trust 

Health and Safety, including Fire Safety Awareness and Manual Handling Theory 

Safeguarding Children Level 1, Safeguarding Vulnerable Adults Level 1 and 
Dementia Awareness 

Prevention and Control of Infection 

Confidentiality, Media Handling and Information Governance 

Customer Care, including Diversity 

Summary of the day 

Corporate Induction – Day Two (most clinical and front line staff) 

Basic Life Support 

Safeguarding Children Level 2 

Manual Handling 

Essential, Role Specific Training – Day Three (new clinical & role specific staff) 

Blood Transfusion 

Medical Devices 

Safeguarding Vulnerable Adults Core 1 (inc Mental Capacity, DOLS & Human 
Rights 
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Medicines Management 

Conflict Resolution 

6.3. Local Induction (see flowchart in Appendix 6) 

6.3.1.  All new starters entering a new ward or department for the first time will 
be required to work through the department/local induction for their new area.  A 
template for this is provided in Appendix 3. 

6.3.2.  The department/local induction commences on the first day that the new 
starter begins in their new area.  The departmental/local induction is set up to 
ensure that new starters are satisfactorily orientated into their new areas and 
are fully aware of what is required of them in their new post. 

6.3.3.  It is strongly recommended that line manager delegate local induction to 
specified members of their teams.  These individuals (‘Buddies’) should be 
carefully briefed to undertake their role 

6.4. Advice & Information 

Staff from the following departments are available on day one of Corporate Induction 
to provide advice and information; new starters are encouraged to visit all the stands 
available at Corporate Induction: 

Learning & Development  Human Resources Payroll & Pensions 

Library Services Unions & Staff Associations Parking & Travel Arrangements 

6.5. Non-Attendance and/or Non-Completion of Induction 

6.5.1.  Attendance at Corporate Induction is mandatory to ensure that newly 
appointed staff are appropriately inducted into the Trust and thus receive the 
appropriate mandatory training as appropriate for their role. 

6.5.2.  Non-attendance will be notified to the Recruiting or Line Manager and a 
date re-booked for attendance.  Monthly exception reports will be used to 
monitor attendance.  Non-attendance will result in non-payment for the 
individual and may lead to disciplinary action against the individual and/or line 
manager. 

6.5.3.  New starters must not commence work until they have completed the 
Corporate Induction specified for their job role.  New starters who fail to attend 
the parts of Corporate Induction specified for their role will not be paid.  The 
only exceptions to this will be as agreed through local agreements, which will be 
held by the Recruitment Team. 

6.5.4.  Corporate Induction is not held at West Cornwall Hospital and St. 
Michael’s Hospital.  Recruiting managers from those hospitals will need to make 
special arrangements for their staff to complete documentation prior to them 
attending induction at the Royal Cornwall Hospital on day one of Corporate 
Induction. 

6.6. Kernowflex New Starters 

6.6.1.  Kernowflex new starters will attend induction on day one (and if 
appropriate, days two & three). 

6.6.2.  No payment will be made to the Kernowflex worker for attendance at 
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Corporate Induction. Payment will however be made when attending 
Mandatory Training the following year, provided six shifts/days have already 
been worked. 

6.7. Booking Process for Induction 

6.7.1.  All new starters joining the Trust are recruited through the Recruitment 
Services Team who are part of Human Resources.  As part of the recruitment 
process, the team book staff due to start with the Trust onto a Corporate 
Induction course and agree the date of this with the recruiting Line Manager.  
Please see the Recruitment Policy. 

6.7.2.  Details of this booking are sent to the new starter and to the recruiting 
Line Manager. 

6.8. Recording Completion of Induction 

6.8.1.  Confirming attendance and completion of induction is managed with a 
register system.  New Starters are greeted at the beginning of the day and 
asked to sign the register on arrival.  They are asked to re-sign this register 
after lunch to confirm they have attended all sessions. 

6.8.2.  This register is then entered into ESR to create a permanent record on 
the new starter’s electronic record. 

6.8.3.  Local Induction is managed in a similar way, utilising the ‘Induction 
Checklist’ (Appendix 3) in place of the register.  New starters complete the 
‘Completion of Induction Sign Off Sheet’ (Appendix 4) with their line manager 
and forward to Learning & Development within 6 weeks of commencement to 
confirm completion.  The Learning & Development team then enter this into 
ESR to form a permanent record on the new starter’s electronic record. 

6.8.4.  The registers and Induction checklist are retained in accordance with the 
appropriate Trust policy. 

7. Dissemination and Implementation 

7.1.  This policy is sent to all recruiting managers during the recruitment process 
(along with the appointment form) so that appropriate negotiation can be 
undertaken with new starters with regard to start dates. 

7.2.  It will be implemented by recruiting managers of new starters following the 
policy, new starters undertaking the training and being pro-active about their role in 
induction and the support of ‘buddies’. 

7.3.  It will also be hosted on the Trust documents library on the intranet. 

8. Monitoring compliance and effectiveness 

Element to be 
monitored 

Attendance at Corporate Induction is monitored through
booking, attendance at the event and non-attendance follow-
up. 

Lead Head of Learning and Organisat ional  Development 

Tool Recruitment team generate a list of new starters who are booked 
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on to Corporate Induction.  Registers are used to monitor 
attendance at Induction.  Completed checklist is exception-
managed after Induction has finished. 

Frequency Every non-attendance at Corporate Induction is individually 
managed and followed up after every fortnightly delivery of 
Corporate Induction. 

Reporting 
arrangements 

ESR system reporting functionality is used to generate reports that 
are cascaded as appropriate through the organisation.  Reports 
will be available for both Corporate and Local Induction and 
include: 

 DNA Report – a report to confirm to line managers that a new
starter was expected to attend and did not.  This requires the 
line manager to discharge their responsibilities to manage 
attendance and ensure attendance at the re-booked session. 
This report is produced following each Corporate Induction. 

 Monthly Exception Report – Divisional Managers will receive a 
report to flag up any outstanding compliance issues that have 
not been resolved by the DNA reporting. 

 Quarterly Exception Report to Governance Committee. 

 Repeated non-compliance with this policy may be managed in 
accordance with the Trust Disciplinary Policy. 

 

The following KPIs and RAG ratings are to be used to report 
against: 

 Attendance and Completion of Corporate Induction for all 
applicable staff in line with policy.   

Green = > 90%  Red = < 90% 

 Those not completing Corporate Induction in line with policy
are re-booked and complete within two months of start date. 

Green = 100%  Red = < 100% 

 Completion of Local Induction within three months. 

Green = 80%  Red = < 70% 

The Trust Board monitors monthly mandatory training
compliance as detailed in Corporate Induction monitoring. 

Acting on 
recommendations 
and Lead(s) 

The Head of Learning and Organisat ional  Development is 
responsible for overall monitoring of the policy through regular
inspection of the Divisional and Organisational compliance
reports.  It is the Head of Learning and Organisational 
Development’s responsibility to determine management action
where deficiencies are determined.  Where deficiencies are
determined, actions should be put in place at the end of each
reporting month. 

Change in practice Any changes to the system will be communicated through the 
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and lessons to be 
shared 

weekly L&D newsletter, particularly where this relates to 
management actions to improve compliance.  Also in the RCHT
all-users bulletin, weekly Team Lead meetings and HR
briefings.  Systemic learning from regular changes will be 
reflected in the updates to the policy itself. 

9. Updating and Review 

This policy will be reviewed at least once every three years.  Minor amendments may 
be made with the authority of the Executive Director of Workforce. 

10. Equality and Diversity 

10.1. General statement 

This document complies with the Royal Cornwall Hospitals NHS Trust service 
Equality and Diversity statement which can be found in the 'Equality, Diversity & 
Human Rights Policy' or the Equality and Diversity website. 

10.2. Equality Impact Assessment 

The Initial Equality Impact Assessment Screening Form is in Appendix 2. 
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Staff 
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V3.7 
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Controlled Document 
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Policy on Document Production. It should not be altered in any way without the 
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Management of Corporate and Local Induction Policy 

Page 15 of 25 

Appendix 2.  Initial Equality Impact Assessment Screening 
Form 
 

Name of service, strategy, policy or project (hereafter referred to as policy) to be 
assessed: Management  of Corporate and Local Induction Policy 
Directorate and service area: Human 
Resources , Learning and Development 

Is this a new or existing Procedure? 
Existing 

Name of individual completing assessment:  
Ruth Bardell, Head of Learning and 
Organisational Development 

Telephone:  01872 25 8176 

1. Procedure Aim* 
To provide a consistent method of delivering induction to new 
staff. 

2. Procedure Objectives* 

To ensure that all new staff undertake an appropriate 
induction and that the content is in line with their role. 

To ensure that all new staff are trained to an appropriate level 
for the role they are employed to undertake. 

3. Procedure – intended 
Outcomes* 

That all new staff complete the Trust corporate and local 
induction in a timely way. 

That all new staff are compliant with their core training 
requirements in a timely way. 

4. How will you measure 
the outcome? 

Recording completion of induction and reporting on it. 

5. Who is intended to 
benefit from the 
Procedure? 

All staff and patients. 

6a. Is consultation 
required with the 
workforce, equality 
groups etc. around this 
procedure? 
 
b. If yes, have these 
groups been consulted? 
 
c. Please list any groups 
who have been consulted 
about this procedure. 

No 
 
 
 
 
 
 
 
 

n/a 
 

 
 

Human Resources & Corporate Records 

 

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

Sex (male, female, trans-
gender / gender 
reassignment) 

   

Race / Ethnic 
communities /groups 

   

7. The Impact 
Please complete the following table. 
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Disability - 
Learning disability, physical 
disability, sensory impairment 
and mental health problems 

   

Religion / 
other beliefs 

   

Marriage and civil 
partnership 

   
 

Pregnancy and maternity    

Sexual Orientation, 
Bisexual, Gay, heterosexual, 
Lesbian 

   

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 service redesign or development 

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

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

 

Signature of policy developer / lead manager / director Date of completion and submission 
 

Names and signatures of 
members carrying out the 
Screening Assessment  

1. Veda Gilbert 
2. 

 

 
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 
 
A summary of the results will be published on the Trust’s web site.  
 
Signed _______________ 
 
Date ________________ 
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Appendix 3.  Induction Checklist 
 
TO BE COMPLETED AND RETAINED IN PERSONAL FILE (P-FILE) 

 
PERSONAL DETAILS 

Directorate:  

Department:  

New Employee:  

Line Manager:  

Start date:  

Corporate Induction 

Session Required Signature of employee to confirm attendance 
Day 1 (all staff)   

Day 2 (certain clinical and 
non-clinical staff, as outlined 
in Table 2 above) 

   

Day 3 (certain clinical and 
non-clinical staff, as outlined 
in Table 2 above) 

   

 

In line with the Care Quality Commission and NHS Litigation Authority requirements for 
Trust Induction, and as part of the Trust’s external assessment, managers may be 

required to present this completed document as evidence throughout the audit process. 
 
The first day in new work area, or as part of ‘Buddy’ tour 

    Please date and initial 
when completed 

    Manager Employee 
1 Welcome & Introduction    

2 Principles of Customer Care explained in context    

3 Check that received, read and understood 
Professional Code of Conduct and/or 
Managers Code of Conduct (where relevant).

   

4 Ensure received and read information 
regarding Standards of Business Conduct and 
understand their responsibilities under it. 

   

5 Emergency Contact details obtained    

6 Hours of work detailed, including rest breaks, 
timesheets, travel claims and e-rostering (if 
applicable) 

   

7 Explain Contract of Employment    
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8 Explain facilities: 
 Occupational Health 
 Staff Restaurant/Coffee Bars 
 Changing areas 
 Toilets 
 Car parking arrangements 
 Public transport 
 Kernowflex 
 Hospital shops 
 Uniform 
 Laundry and repairs 
 Other facilities relevant to this post - 
 please state: 

   

9 Sickness reporting and certification.  Inform 
employee of where they can access a copy of 
the Attendance Management Policy and 
Procedure. 

   

10 Confirm job description, person specification 
and Knowledge and Skills Framework (KSF) 
profile and work required of job, including: 
 What is expected of the employee 
 Standard of job performance expected  
 Level of supervision/support available 

Development/training required to fulfil the 
role 

 Any specific targets/objectives to be 
achieved throughout the coming year 

   

11 Introduction to Directorate/Department structure  

12 Local Health and Safety regulations – 
prevention of accidents and fire/evacuation, 
including: 
 Location of, and routes to fire exits 
 Importance of keeping fire exits and  routes 

clear and available at all times 
 Location of fire alarm call points and how to 

sound the alarm 
 Types and location of automatic fire 

detectors (heat and smoke) 
 Type and location of fire fighting equipment 
 Procedures to follow if you suspect, or 

discover, a fire 
 What to do if the fire alarm sounds 
 Know how to carry out the evacuation of 

patients and visitors 
 Purpose and importance of fire doors 
 Local fire routine. 

   

13 First Aid Procedures    

14 Brief the employee about emergency plans for 
the department 
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15 Local and Trust rules (for example): 
 No smoking policy 
 Telephone calls 
 Standards of Business Conduct including 

Gratuities/Gifts 
Scheme of Delegation 

   

16 Highlight location of employment policies    

17 Confidentiality principles discussed    

18 Security measures discussed, i.e. ID Badge, Key 
Holders, Security Codes, etc. 

   

19 Enter employee details onto the Trust Telephone 
Directory 

   

20 Explain procedure for claiming expenses/ 
subsistence 

   

21 Confirm arrangements for Line Management 
Supervision 

   

22 Discuss the protection of vulnerable 
adults/child protection, and completion of DBS 
Check – Disclosure Application Form, where 
appropriate. Where DBS check not finalised, 
confirm arrangement for working under 
supervision.

   

23 Ensure appropriate Manual Handling training 
is complete prior to carrying out any manual 
handling 

   

24 Discuss the principles of effective hand care, 
identifying access to hand creams. Advise of 
process if skin conditions occur

   

25  Ensure appropriate training in the use of safer 
sharps devices and sharps disposal bins has 
been completed and that staff member has 
completed declarations on ESR 

   

26 Ensure newly appointed managers and 
supervisors understand that they must 
complete the manager’s passport including 
the payroll module 

   

27 Ensure that all staff involved in the 
management of patient pathways (both 
referral to treatment and planned care) are 
aware of the Trust’s Patient Access Policy and 
their responsibilities within, and that training 
on this will be provided at PAS training. If any 
further training is required please contact the 
Patient Access Team on x 5084. 

   

If applicable 
28 Please refer to the Core Training Matrix for other 

role specific and specialist training for this role 
and consider any other local training needs. 
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During the first week in the new work area 
    Please date and initial 

when completed 
    Manager Employee 

1 Arrangements for holiday/special leave    

2 Explain/highlight where to access policies in 
general. 
Specifically review the following policies: 
 Health & Safety, Disciplinary, Grievance 
 Accident & Incident 
 Data Protection, IT Security, Standing 

Orders 
 Infection Prevention & Control 
 Dignity at Work 
 Raising Concerns in the Public Interest 

(Whistle blowing) Policy 
 Consent Policy 
 
Include any other policies that are especially 
relevant to your department or the role of the 
new starter. 

   

3 Carry out practical ANTT and blood transfusion 
assessment, if required. 

   

4 Bleep Arrangements    

5 Locker Arrangements explained    

6 Completion of any forms required for systems 
training, e.g. EROS, etc. 

   

7 Department Communication explained, i.e. 
Notice boards, Team Briefing, Daily Bulletins and 
Newsletters, etc. 

   

8 Membership of Trade Unions/Professional 
Associations. 

   

9 Ensure the employee is aware of Improving 
Working Lives 

   

10 Conduct on-the-job practical assessment of 
patient handling. (N.B. Assessment must be 
carried out by a key trainer. Corporate Induction 
is NOT sufficient.) 

   

 

During the first month in the new work area 
    Please date and initial when

completed 
    Manager Employee 

1 Discuss/highlight Royal Cornwall Hospitals Trust 
structure 

   

2 Health Promotion    

3 Pay and conditions    

4 Spiritual and Pastoral Care Centre    
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5 Role of Voluntary Services    

6 Personal Safety Training (if applicable)    

7 Inform of the Legal Department and services 
offered, and of the obligation on staff to 
cooperate with the department during 
investigations/legal proceedings. 

   

8 Explain the role of Kernowflex    

9 Highlight the department’s local clinical and 
corporate Governance Lead and arrangements 

   

Management Guidance for development of new starter during the first 12 months 
from commencement of employment 

   

   

1 Hold a Performance Development 
Review (PDR).  This should include: 
 Setting personal objectives that are in line with departmental objectives 

Discussion and planning of any personal development needs 
 Review of performance to date in the role so far 
 Create a Personal Development Plan (PDP) 
N.B. Any development needs that cannot be easily facilitated utilising the Trust’s 
Learning & Development Prospectus should be raised with Learning & 
Development in the ‘Completion of Induction Sign-Off Sheet’  

2 Ensure all compulsory/essential training is completed 
3 Have completed the ‘Introduction to Counter Fraud’ training.  See Learning and 

Development Prospectus for further information  
4 All registered nurses to complete the ‘Excellence in Practice Clinical Update’.  

See Learning and Development Prospectus for further information 
 
Important Note: Completing Corporate and Local Induction/Role Specific training 
means that the new starter is fully trained in accordance with mandatory and essential 
guidelines for the first year of their employment.  Thereafter managers must ensure 
that staff attend all mandatory training each year. 
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Appendix 4.  Completion of Induction Sign Off Sheet 
 

This form must be completed and signed off by the manager and new starter, 
then sent to Learning & Development  

within 6 weeks of commencement, 
so that completion can be recorded on the employee’s electronic staff record. 

EMPLOYEE NAME: DEPT: 

Element Required 
(Y/N/NA) 

Attended 
(Y/N) and 
initials of 
line manager 

Understood 
(Y/N) and 
initials of 
employee 

Payroll and Pensions Y  

Fire Safety Awareness Y  

Security Y  

Human Resources/ Equality and Diversity Y  

Governance and Patient Support Y  

Control of Infection Y  

Information Governance and Record Keeping Y  

Emergency Preparedness Y  

Child Protection – Level 1 Y  

Occupational Health Y  

Health and Safety Y  

Manual Handling (Theory/non-patient) Y  

Conflict Resolution  

Manual Handling (patient)  

Fire Evacuation  

Basic Life Support  

Child Protection levels 2 & 3  

Adult Protection - introductory awareness  

Personal Safety Training  

ANTT Assessment  

Blood Transfusion 1,2,3,4 & Training Assessment  

Medicines Management Training  

Medical Gases Training  

Radiological Protection  

Skin Care/Dermatitis  

RIDDOR  
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Local Induction - enter below role specific training that is required for this employee  e.g. 
medical devices, radiological protection, food hygiene (please refer to the Trust’s Core
Training Policy and Matrix) 
 

Element Required 
(Y/N/ 
NA) 

Attended 
(Y/N) and 
initials of 
line 
manager 

Understood 
(Y/N) and 
initials of 
employee 

       

       

       

       

       

       

       

 

Please record in this area any Learning & Development needs that have been identified 
for this member of staff e.g. Leadership and Management Development.   This section will 
be reviewed by a member of the Learning & Development Team who will make contact 
with the Line Manager.  This will be transferred into the Trust’s Training Needs Analysis. 
 

Identified Learning & Development Need When Needed 
   

   

   

   

   

 

EMPLOYEE SIGN OFF SECTION 

I have completed my induction and confirm my understanding of all the topics covered 

Name:   Signed:   

Department:   Date:   

 

MANAGER SIGN OFF SECTION 

I have discussed all elements of the departmental induction with the new employee and 
I am satisfied that they have completed it to a satisfactory standard 

Name:   Signed:   

Department:   Date:   
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Appendix 5.  Corporate Induction Follow-Up Chart 
 

Monthly exception report is passed 
to Division Managers to address 

any local issues.  New starter 
attends subsequent occurrence of 

Corporate Induction 

New starter attends 
Corporate Induction 

Manager is informed of non-
attendance and new starter attends 

subsequent occurrence of 
Corporate Induction 

Attendance is recorded in ESR 

Quarterly exception report is 
forwarded to Governance 
Committee to address any 

organisational issues along with HR 

YES

NO 

YES

NO 

YES 

NO 
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Appendix 6.  Local Induction Follow-Up Chart 
 

 

	

Employee 
attends 

corporate 
induction and 
starts work in 

new work area 

New starter and Line 
manager complete local 
induction and send the 

Induction Checklist to L&D 

Quarterly report is 
forwarded to Governance 
Committee to address any 
organisational issues with 

HR 

Monthly exception report is 
forwarded to Divisional 

Managers to address any 
local issues 

Completed Induction 
Checklist is sent to L&D 

Monthly exception report 
is sent to Line manager  

Completion is 
recorded 
in ESR 

Completed Induction 
Checklist is sent to L&D 

YES

NO

NO

YES 

YES

NO
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