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Data Protection Act 2018 (UK General Data Protection Regulation – GDPR) 
Legislation 

The Trust has a duty under the Data Protection Act 2018 and UK General Data Protection 
Regulations 2016/679 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 we may need consent; this must be explicit, 
informed, and documented. We cannot rely on opt out, it must be opt in. 

Data Protection Act 2018 and UK General Data Protection Regulations 2016/679 is 
applicable to all staff; this includes those working as contractors and providers of services. 

For more information about your obligations under the Data Protection Act 2018 and UK 
General Data Protection Regulations 2016/679 please see the Information Use Framework 
Policy or contact the Information Governance Team  

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net 
 

mailto:rch-tr.infogov@nhs.net
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1. Introduction 
1.1. Corporate Induction aims to welcome and orientate new colleagues to the 

organisation. It is of fundamental importance in helping new colleagues settle in 
and understand the organization, its values and culture. Corporate induction also 
provides an opportunity for essential training and provides assurance of 
competency prior to an individual starting their new role. It also provides 
opportunity for introductions to take place with key individuals both corporately 
and locally within departments and specialties. 

1.2. All new colleagues must attend Corporate Induction in their first week of 
employment. For most colleagues this will be through attending the sessions led 
by the trusts’ learning and development department. However, special 
arrangements are in place for locum and emergency cover medical staff (who 
have their own arrangements managed through the medical staffing department 
in Human Resources), foundation year doctors on rotation, agency workers and 
contractors working on trust sites. 

1.3. Special arrangements can also be made for part time colleagues whose working 
hours prevent attendance at corporate induction. 

1.4. Workplace induction is as important as the corporate induction sessions. It is 
undertaken in the individual’s department with their line manager or delegated 
other. Time should be allocated within the first week of employment for this. 
However, it is acknowledged that individual departments may have a varied 
departmental induction programme which extends beyond the first week of 
employment. 

1.5. This version replaces the Management of Corporate and Local Induction Policy. 

2. Purpose of this Policy/Procedure  
2.1. The purpose of this policy is to ensure that our Trust makes provision for access 

to appropriate induction opportunities for all new colleagues, to ensure 
colleagues are enabled to participate and that attendance is monitored for this 
essential activity. We recognise the benefits and importance of a well-planned 
induction for all new employees, employees moving to a new area of practice 
and temporary/locum staff. The policy refers to the importance of all staff having 
both an appropriate Corporate and a Workplace induction. 

2.2. The purpose of Corporate Induction is to ensure colleagues are provided with 
essential knowledge, information and skills to enable them to function within the 
Trust and the wider NHS. The purpose of the Departmental (local) Induction is to 
ensure that staff are safe, competent, and familiar with the layout, systems and 
teams whilst ensuring that individual learning needs are identified and planned to 
be met in a timely way. 
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3. Scope 
3.1. This policy applies to all newly appointed colleagues on commencement of their 

employment at the trust. This may be on a substantive, fixed term, bank 
(Kernowflex), paid placement or honorary contract. It also applies to recruiting 
managers and team leaders responsible for the recruitment and induction of new 
team members. 

3.2. This policy does not apply to junior doctors participating in annual rotation who 
undergo a bespoke induction process. It also does not apply to short term 
emergency cover medical staff and short-term medical locums who have 
arrangements in place through the Medical Staffing Department. It also excludes 
all agency workers, who follow the Policy for the Induction of Temporary Workers. 

4. Definitions / Glossary 
4.1. Corporate Induction is a programme of introductory talks and training that is 

provided for all new colleagues in their first week of employment. It includes a 
welcome by our Chief Executive and an introduction to the values, aims and 
objectives of the Trust as well as a range of statutory and essential training. Our 
Corporate induction programme is coordinated by the Learning and 
Development department and the recruitment team. 

4.2. Departmental Induction is the introduction and orientation of a new starter into 
their department. A departmental induction checklist is available in appendix 3 to 
support this process and forms the minimum requirements for a departmental 
induction. A further programme of development activity may be required in some 
situations. Departmental induction is led by the new starters line 
manager/delegated other. 

5. Ownership and Responsibilities  
5.1. Role of the Trust Board 

It is the role of the trust board to:  

• Ensure that processes are in place for new starters to undergo a 
comprehensive induction that welcomes them and introduces the Trust 
values and aspirations. 

• 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. 

• Participate in day one of Induction as part of the initial welcome to RCHT. 

  



Management of Corporate and Departmental Induction Policy V4.0 

Page 6 of 27 

5.2. Role of the Line Manager 

It is the role of the Line Manager to:  

• Welcome all new starters and make appropriate introductions. Ensure all 
equipment such as laptops, phones, uniform is ordered in advance. 

• Ensure all new starters are aware they will need to complete corporate and 
departmental induction. 

• Liaise with the Learning and Development Team (LandD) to arrange an 
alternative induction programme for part time employees whose working 
hours do not enable attendance at the full corporate induction programme. 

• Provide a departmental induction for all new starters. This should involve 
completion of the local induction checklist as a minimum but can involve a 
further programme of activities. Ref appendix 3. 

• Complete the departmental induction checklist with the new starter and retain 
a copy in their P file. 

• Advise the care group assistant people partner about any alterations needed 
to support a new starter to complete both corporate and departmental 
induction and agree a plan to resolve this. 

5.3. Role of the Recruitment Team 

It is the role of the Recruitment Team to: 

• Ensure pre-employment checks are all completed prior to the new starter 
attending induction. 

• On completion of appointment forms update the new starters Induction 
spreadsheet. 

• Inform the Learning and Development Team (LandD) of the names of new 
starters for the following weeks induction by the Wednesday of the preceding 
week (or by 3pm on the Friday for late notice starters). 

5.4. Role of the Learning and Development Team (LandD) 

It is the role of the LandD Team to: 

• Invite new starters to corporate induction by emailing joining instructions, 
essential reading and Microsoft Teams links to virtual sessions for day one 
(Monday) and day two (Wednesday). 

• Record attendance at corporate induction and update ESR with training 
competencies. Advise Line Manager of any non-attendance. 

• Facilitate corporate induction training sessions for day one and three. 

• Provide the initial welcome to all new starters and invite guest speakers. 
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• Arrange Basic Life Support, Moving and Handling and Health Care Support 
Worker (HCSW)/Care Certificate training for all new starters in accordance 
with their role and Induction pathway. (Appendix 6). 

• Send out post Induction evaluation and review responses. 

• Maintain training material so it remains up to date and fit for purpose. 

5.5. Role of Cornwall Information Technology Services (CITS) 

It is the role of the CITS to: 

• Access the new starters Induction spreadsheet and set up IT (information 
technology) accounts for new starters. 

• Respond to new starters phone calls to request Log on information for NHS 
NT access, ESR (Electronic Staff Record) and NHS e mail. 

• Provide IT system training required for new roles e.g. PAS (Patient 
Administration System). 

5.6. Role of New Starters 

It is the role of the New Starter to: 

• To undertake both the corporate and departmental induction process and 
complete all learning required for their role. 

• 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. Ask 
questions when necessary. 

• If working part-time hours that do not enable corporate induction to be 
attended in its usual format, work with line manager and LandD team to 
complete using an alternative method. 

• Complete each section of the departmental induction checklist with their Line 
Manager. 

• Provide feedback on the induction process to enable further improvements 
and changes to be made. 

• Contact CITS to obtain IT log on’s and passwords and NHS e mail account. 

• Complete all ESR Statutory and Essential training within the first month of 
employment. 
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6. Standards and Practice 
6.1 Start Dates 

6.1.1. All full-time new starters are required to complete Corporate Induction 
within their first week of employment. Part time employees must 
complete it within the equivalent timeframe as aligned with their hours of 
work. 

6.1.2. Day one of Corporate Induction will become the first paid day of 
employment for all new starters except where alternative plans are made 
for part time employees. Corporate Induction normally runs each week 
commencing on the Monday. The length of corporate induction varies 
according to job role and previous experience but is mostly completed 
within a week. 

6.2 Content of Corporate Induction 

6.2.1. The content of corporate induction is reviewed and updated regularly in 
response to changes in practice, training requirements and trust 
leadership. Its primary focus is to welcome, orientate and introduce all 
new starters to key people, roles and subjects. In addition, the corporate 
induction programme seeks to include as much essential training as is 
required for the new starter to undertake their role safely. 

6.2.2. Corporate induction is managed in pathways that enable groups of new 
starters who have previous experience and competence to undergo 
relevant training whilst also enabling those new starters with no previous 
experience and/or competence in healthcare practice to undergo more 
in-depth training. The pathways are listed in appendix 6 and highlight the 
length of induction for each group of new colleagues. 

6.2.3. In addition, a range of reading material in the form an electronic trust 
handbook is provided. 

6.3 Departmental Induction 

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 checklist for 
their new area. A template for this is provided in appendix 3.  

6.3.2. Departments may develop a further programme of induction events and 
learning for their new team member. The checklist is the minimum 
requirement for departmental induction. 

6.3.3. The departmental induction commences on the first day that the new 
starter begins in their new area. The departmental 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. 
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6.4 Non-Attendance and/or Non-Completion of Induction (see 
Appendix 5) 

6.4.1. Attendance at Corporate Induction is important as it ensures that newly 
appointed staff are appropriately inducted into the Trust and receive the 
appropriate essential training for their role. 

6.4.2. Non-attendance/non-completion at corporate induction will be notified to 
the Line Manager and a date re-booked for attendance. Monthly 
exception reports will be used to monitor attendance. 

6.4.3. Unless using a bespoke arrangement for a part time colleague or 
colleague with specific needs, new starters must not commence work 
within their department until they have completed the Corporate 
Induction specified for their job role. 

6.5 Kernowflex New Starters 

6.5.1. Kernowflex new starters will attend induction as required by their role. 

6.5.2. Payment will be made to the Kernowflex worker for attendance at 
Corporate Induction, once that staff member has worked for 37.5 hours. 

6.6 Recording Completion of Induction 

6.6.1. Attendance and completion of corporate induction is recorded by the 
Learning and Development team. For virtual sessions, attendance is 
monitored using the MS Teams participants list, for classrooms sessions 
a register is completed. 

6.6.2. Attendance and completion of learning competencies are recorded in 
ESR. 

6.6.3. Departmental Induction is managed in a similar way, utilizing the 
‘Departmental 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 a copy is retained in the 
individuals P File. 

6.6.4. 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. The policy will be available via the Trust’s Document Library. 
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8. Monitoring compliance and effectiveness 

Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Element to be 
monitored 

Attendance at Corporate Induction is monitored through booking, 
attendance at the event and non-attendance follow- up. The 
Learning and Development team will report non-attendance to 
Line Managers. 

Lead Assistant Director of Workforce Transformation. 

Tool 
Recruitment team generate a list of new starters who are booked 
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 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 (Did not Attend) 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 – Care group Managers will 
receive a report to flag up any outstanding compliance 
issues that have not been resolved by the DNA reporting. 

• 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% 

• Those not completing Corporate Induction in line with policy 
are re-booked and complete within two months of start date. 
Green = 100% 

• The Trust Board monitors statutory and essential training 
compliance monthly through the Board IPR. 
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Information 
Category 

Detail of process and methodology for monitoring 
compliance 

Acting on 
recommendations 
and Lead(s) 

Head of Learning and Development 

Change in practice 
and lessons to be 
shared 

Any changes to induction will be communicated throughout the 
Trust. 

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 Chief People Officer. 

10. Equality and Diversity  
10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service 

Equality and Diversity statement which can be found in the Equality Diversity 
And Inclusion Policy or the Equality and Diversity website. 

10.2. 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.  

10.3. Equality Impact Assessment 

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

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HumanResources/EqualityDiversityAndInclusionPolicy.pdf
http://intranet-rcht.cornwall.nhs.uk/shelf/equality-and-diversity/
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Appendix 1. Governance Information 

Information Category Detailed Information 

Document Title: Management of Corporate and Departmental 
Induction Policy V4.0. 

This document replaces (exact 
title of previous version): 

Management of Corporate and Local Induction 
Policy V3.7. 

Date Issued / Approved: September 2023. 

Date Valid From: October 2023. 

Date Valid To: October 2026. 

Author / Owner: Helen Lewis, Assistant Director of Workforce 
Transformation. 

Contact details: 01872 25 51478. 

Brief summary of contents: 
A policy to guide managers of new staff and ensure a 
consistent approach to the delivery and content of 
induction. 

Suggested Keywords: Induction, Local, departmental, Corporate, New 
Starters, Staff. 

Target Audience: 
RCHT:  Yes 
CFT: No 
CIOS ICB:  No 

Executive Director responsible 
for Policy: Chief People Officer. 

Approval route for consultation 
and ratification: JCNC – Joint Consultancy Negotiation Committee. 

Manager confirming approval 
processes: 

Helen Lewis, Associate Director of Workforce 
Transformation. 

Name of Governance Lead 
confirming consultation and 
ratification: 

Nicole Steinkruger, People, Risk, Policy and 
Governance Manager. 

Links to key external standards: NHSLA Risk Management Standards Care Quality 
Commission Outcome 14. 
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Information Category Detailed Information 

Related Documents: 
User Guide for Recruiting Staff. 
Mandatory and Statutory Training Policy. 
Induction of Temporary Workers Policy. 

Training Need Identified: No. 

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

Internet and Intranet. 

Document Library Folder/Sub 
Folder: Human Resources. 

Version Control Table  

Date Version 
Number Summary of Changes Changes Made 

by 

Dec 07. V1.0. No Changes – First Version. Human 
Resources. 

Jun 09. V2.0. Minor changes to titles and format. 
Mark Saddington – 
Interim TREAD 
Manager. 

Jan 11. V3.0. Guidance developed into policy. Induction 
process and content updated. 

Mark Saddington 
Associate Head of 
Learning and 
Development. 

1 Jun 11. V3.1. Reformat as per Policy on Policies. 
Andrew Rogers 
Corporate 
Records Mgr. 

Jun 12. V3.2. Induction process, checklists, tables, 
flowcharts and content updated. 

Veda Gilbert, 
Mandatory 
Training Lead, 
Learning and 
Development. 

Jun 13. V3.3. 

• Induction process duration now 
three months, flowcharts 
updated. 

• Minor amendments so no 
requirement for JCNC scrutiny. 

Veda Gilbert, 
Mandatory 
Training Lead, 
Learning and 
Development. 

Oct 14. V3.4. Added Dermatitis and RIDDOR to induction 
checklist, appendix 3. 

Veda Gilbert, 
Mandatory 
Training Lead, 
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Date Version 
Number Summary of Changes Changes Made 

by 
Learning and 
Development. 

April 2016. V3.5. 
Requirements to discuss skin care and 
ensure safer sharps training has taken 
place added to appendix 3. 

Helen Lewis 
Head of Learning 
and Development. 

Nov 2016. V3.6. 
Requirement for managers/supervisors to 
complete Managers’ Passport added to 
appendix 3. 

Helen Lewis 
Head of Learning 
and 
Development. 

June 2017. V3.7. Addition of information relating to Patient 
Access Policy. 

Helen Lewis 
Head of Learning 
and 
Development. 

February 
2023. V4.0. 

• Induction increased to weekly. 

• MaST topics to be completed via 
ELearning. 

• Review of processes. 

• Updated to reflect inclusion of virtual 
aspects of corporate induction and 
change from penalty-based 
instruction to supportive approaches. 

Helen Lewis 
Assistant 
Director of 
Workforce 
Transformation. 

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

All Policies, Strategies and Operating Procedures, including Business Plans, are 
to be kept for the lifetime of the organisation plus 6 years. 

This document is only valid on the day of printing. 

Controlled Document. 

This document has been created following the Royal Cornwall Hospitals NHS Trust The 
Policy on Policies (Development and Management of Knowledge Procedural and Web 
Documents Policy). It should not be altered in any way without the express permission of 
the author or their Line Manager. 

https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
https://doclibrary-rcht.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/HealthInformatics/CorporateAndHealthRecords/ThePolicyOnPoliciesDevelopmentAndManagementOfKnowledgeProceduralAndWebDocumentsPolicy.pdf
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Appendix 2. Equality Impact Assessment 

Section 1: Equality Impact Assessment (EIA) Form  
The EIA process allows the Trust to identify where a policy or service may have a negative 
impact on an individual or particular group of people. 

For guidance please refer to the Equality Impact Assessment Policy (available from the 
document library) or contact the Equality, Diversity, and Inclusion Team 
rcht.inclusion@nhs.net  
 

Information Category Detailed Information 

Name of the strategy / policy / proposal / 
service function to be assessed: 

Management of Corporate and Departmental 
Induction Policy V4.0. 

Department and Service Area: Human Resources, Learning and 
Development. 

Is this a new or existing document? Existing. 

Name of individual completing EIA 
(Should be completed by an individual with 
a good understanding of the Service/Policy): 

Ruth Bardell, Head of Learning and 
Organisational Development. 

Contact details: 01872 25 8176. 
 

Information Category Detailed Information 

1. Policy Aim - Who is the 
Policy aimed at? 
(The Policy is the 
Strategy, Policy, 
Proposal or Service 
Change to be assessed) 

To provide a consistent method of delivering induction to 
new staff. 

2. Policy 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. Policy 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 
each outcome? Recording completion of induction and reporting on it. 

mailto:rcht.inclusion@nhs.net
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Information Category Detailed Information 

5. Who is intended to 
benefit from the policy? All staff and patients. 

6a. Who did you consult 
with? 
(Please select Yes or No 
for each category) 

• Workforce:  Yes 

• Patients/ visitors: No 

• Local groups/ system partners: No 

• External organisations: No 

• Other: No 

6b. Please list the 
individuals/groups who 
have been consulted 
about this policy. 

Please record specific names of individuals/ groups: 
JCNC – Joint Consultancy Negotiation Committee. 

6c. What was the outcome 
of the consultation?  Approved. 

6d. Have you used any of 
the following to assist 
your assessment? 

National or local statistics, audits, activity reports, 
process maps, complaints, staff, or patient surveys: 
No. 

 
7. The Impact 

Following consultation with key groups, has a negative impact been identified for any 
protected characteristic? Please note that a rationale is required for each one. 
 
Where a negative impact is identified without rationale, the key groups will need to be 
consulted again. 

 
Protected Characteristic (Yes or No) Rationale 

Age No  

Sex (male or female)  No  

Gender reassignment 
(Transgender, non-binary, 
gender fluid etc.) 

No  

Race No  

Disability (e.g. physical or 
cognitive impairment, mental 
health, long term conditions 
etc.) 

No  

Religion or belief No  
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Protected Characteristic (Yes or No) Rationale 

Marriage and civil 
partnership No  

Pregnancy and maternity No  

Sexual orientation (e.g. gay, 
straight, bisexual, lesbian etc.) No  

A robust rationale must be in place for all protected characteristics. If a negative 
impact has been identified, please complete section 2. If no negative impact has been 
identified and if this is not a major service change, you can end the assessment here. 

I am confident that section 2 of this EIA does not need completing as there are no 
highlighted risks of negative impact occurring because of this policy. 

Name of person confirming result of initial impact assessment: Ruth Baradell. 

If a negative impact has been identified above OR this is a major service change, 
you will need to complete section 2 of the EIA form available here: 
Section 2. Full Equality Analysis 

  

http://doclibrary-rcht-intranet.cornwall.nhs.uk/DocumentsLibrary/RoyalCornwallHospitalsTrust/ChiefExecutive/Templates/Section2FullEqualityAnalysis.docx
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Appendix 3. Workplace Induction Checklist 
1. Once completed please ensure retained in personal file (p-file) 

Personal Details 

Care Group:  
Department:  
New Employee:  

Line Manager:  

Start date:  

 The First Day in New Work Area 

  Please date and initial 
when completed 

  Manager Employee 
1 Welcome & Introduction to Ward/Team.   

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 Emergency Contact details obtained.   

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

  

6 Explain Contract of Employment.   
7 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: 
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  Please date and initial 
when completed 

  Manager Employee 
8 Sickness reporting and certification. Inform 

employee of where they can access a copy of the 
Attendance Management Policy and Procedure. 

  

9 Confirm job description, person specification and 
work required of job, including: 

• What is expected of the employee. 
• Appropriate uniform. 
• 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. 

  

10 Introduction to Care group/Department structure.   

11 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 firefighting 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. 

  

12 First Aid Procedures –  
• Who is the designated first aider for the 

department. 
• Where the first aid box is located. 
• How to report incidents. 

  

13 Brief the employee about emergency plans for the 
department. 
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  Please date and initial 
when completed 

  Manager Employee 
14 Local and Trust rules (for example): 

• No smoking policy. 
• Telephone calls. 
• Standards of Business Conduct including 

Gratuities/Gifts and Scheme of Delegation. 

  

15 Highlight location of employment policies.   

16 Confidentiality principles discussed.   
17 Security measures discussed, i.e. ID Badge, Key 

Holders, Security Codes, etc. 
  

18 Enter employee details onto the Trust Telephone 
Directory. 

  

19 Explain procedure for claiming expenses/subsistence.   

20 Confirm arrangements for Line Management 
Supervision. 

  

21 Discuss the safeguarding of vulnerable 
adults/child protection, Where DBS check not 
finalised, confirm arrangement for working under 
supervision. 

  

22 Ensure appropriate Moving and Handling 
training is complete prior to carrying out any 
manual handling. DSE completed. 

  

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

  

24 If applicable, 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. 

  

25 Ensure newly appointed managers and 
supervisors understand that they must complete 
the manager’s passport. 

  

26 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. 
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  Please date and initial 
when completed 

  Manager Employee 
27 Identify role specific and specialist training for this 

role and consider any other local training needs. 
  

 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 Discuss Contact arrangement eg pagers, mobile 
phones etc. 

  

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 Well being activities 
and resources. 

  



Management of Corporate and Departmental Induction Policy V4.0 

Page 22 of 27 

  Please date and initial 
when completed 

  Manager Employee 
10 Ensure the employee is aware of the obligation to 

cooperate with the legal department during 
investigations/legal proceedings. 

  

11 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. 
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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 and 
retained in P File. 

Employee Name: DEPT: 
Element Required 

(Yes 
No 
NA) 

Attended 
(Yes or No) 
and initials 
of Line 
Manager 

Understood 
(Yes or No) 
and initials 
of 
Employee 

Health and Safety – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Dermatitis - Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

MRI Safety – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Information Governance – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Fire Safety – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Wellbeing – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Conflict Resolution – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safeguarding Adults Level 2 – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Preventing Radicalisation (Basic) – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safeguarding Children Level 2 – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Equality Diversity and Inclusion – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

End of Life Care – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Infection Prevention and Control – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Moving and Handling classroom – Week One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Waste Management – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 
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Employee Name: DEPT: 
Element Required 

(Yes 
No 
NA) 

Attended 
(Yes or No) 
and initials 
of Line 
Manager 

Understood 
(Yes or No) 
and initials 
of 
Employee 

Infant Feeding – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Radiation Protection – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Preventing Needlestick Injuries – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Falls Prevention – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safer Sharps – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Treatment Escalation – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

IV Fluid Therapy – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Duty of Candor – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Freedom to speak up – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Security ID Badge. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Emergency Preparedness – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Basic Life Support Level Two – Week One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Personal Safety Training. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

ANTT Assessment. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Blood Transfusion Training. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Medicines Management – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Medical Gases Awareness - Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 
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Departmental Induction – enter below role specific training that is required for this 
employee e.g. medical devices, radiological protection, food hygiene (please refer to 
the individuals ESR compliance record). 

Element Required 
(Yes 
No 
NA) 

Attended 
(Yes or No) 
and 
initials of 
Line 
Manager 

Understood 
(Yes or No) 
and 
initials of 
Employee 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 
Please record in this area any Learning & Development needs that have been 
identified for this member of staff e.g. Leadership and Management Development. 

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:  
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Appendix 3. Workplace Induction Checklist 

1. Once completed please ensure retained in personal file (p-file)

Personal Details 

Care Group: 
Department: 

New Employee: 

Line Manager: 

Start date: 

The First Day in New Work Area 

Please date and initial 
when completed 
Manager Employee 

1 Welcome & Introduction to Ward/Team. 

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 Emergency Contact details obtained. 

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

6 Explain Contract of Employment. 
7 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:
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  Please date and initial 
when completed 

  Manager Employee 
8 Sickness reporting and certification. Inform 

employee of where they can access a copy of the 
Attendance Management Policy and Procedure. 

  

9 Confirm job description, person specification and 
work required of job, including: 

• What is expected of the employee. 
• Appropriate uniform. 
• 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. 

  

10 Introduction to Care group/Department structure.   

11 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 firefighting 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. 

  

12 First Aid Procedures –  
• Who is the designated first aider for the 

department. 
• Where the first aid box is located. 
• How to report incidents. 

  

13 Brief the employee about emergency plans for the 
department. 
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  Please date and initial 
when completed 

  Manager Employee 
14 Local and Trust rules (for example): 

• No smoking policy. 
• Telephone calls. 
• Standards of Business Conduct including 

Gratuities/Gifts and Scheme of Delegation. 

  

15 Highlight location of employment policies.   

16 Confidentiality principles discussed.   
17 Security measures discussed, i.e. ID Badge, Key 

Holders, Security Codes, etc. 
  

18 Enter employee details onto the Trust Telephone 
Directory. 

  

19 Explain procedure for claiming expenses/subsistence.   

20 Confirm arrangements for Line Management 
Supervision. 

  

21 Discuss the safeguarding of vulnerable 
adults/child protection, Where DBS check not 
finalised, confirm arrangement for working under 
supervision. 

  

22 Ensure appropriate Moving and Handling 
training is complete prior to carrying out any 
manual handling. DSE completed. 

  

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

  

24 If applicable, 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. 

  

25 Ensure newly appointed managers and 
supervisors understand that they must complete 
the manager’s passport. 

  

26 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. 
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  Please date and initial 
when completed 

  Manager Employee 
27 Identify role specific and specialist training for this 

role and consider any other local training needs. 
  

 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 Discuss Contact arrangement eg pagers, mobile 
phones etc. 

  

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 Well being activities 
and resources. 
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  Please date and initial 
when completed 

  Manager Employee 
10 Ensure the employee is aware of the obligation to 

cooperate with the legal department during 
investigations/legal proceedings. 

  

11 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. 
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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 and 
retained in P File. 

Employee Name: DEPT: 
Element Required 

(Yes 
No 
NA) 

Attended 
(Yes or No) 
and initials 
of Line 
Manager 

Understood 
(Yes or No) 
and initials 
of 
Employee 

Health and Safety – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Dermatitis - Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

MRI Safety – Virtual Day One. Choose an 
item.

Choose an 
item. 

Choose an 
item. 

Information Governance – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Fire Safety – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Wellbeing – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Conflict Resolution – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safeguarding Adults Level 2 – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Preventing Radicalisation (Basic) – Virtual Day One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safeguarding Children Level 2 – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Equality Diversity and Inclusion – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

End of Life Care – Virtual Day Two. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Infection Prevention and Control – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Moving and Handling classroom – Week One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Waste Management – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 
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Employee Name: DEPT: 
Element Required 

(Yes 
No 
NA) 

Attended 
(Yes or No) 
and initials 
of Line 
Manager 

Understood 
(Yes or No) 
and initials 
of 
Employee 

Infant Feeding – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Radiation Protection – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Preventing Needlestick Injuries – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Falls Prevention – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Safer Sharps – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Treatment Escalation – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

IV Fluid Therapy – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Duty of Candor – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Freedom to speak up – eLearning. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Security ID Badge. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Emergency Preparedness – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Basic Life Support Level Two – Week One. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Personal Safety Training. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

ANTT Assessment. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Blood Transfusion Training. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Medicines Management – Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 

Medical Gases Awareness - Educational Booklet. Choose an 
item. 

Choose an 
item. 

Choose an 
item. 
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Departmental Induction – enter below role specific training that is required for this 
employee e.g. medical devices, radiological protection, food hygiene (please refer to 
the individuals ESR compliance record). 

Element Required 

(Yes 
No 
NA) 

Attended 
(Yes or No) 
and 
initials of 
Line 
Manager 

Understood 
(Yes or No) 
and 
initials of 
Employee 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 Choose 
an item. 

Choose an 
item. 

Choose an 
item. 

 
Please record in this area any Learning & Development needs that have been 
identified for this member of staff e.g. Leadership and Management Development. 

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:  
 
  



Management of Corporate and Departmental Induction Policy V4.0 

Page 26 of 27 

Appendix 5. Corporate Induction Follow-Up Chart 

 

New starter attends 
Corporate 
Induction. 

Yes. Attendance is recorded in 
ESR. 

No. 

Monthly exception report is 
passed to care group managers to 

address any local issues. New 
starter attends subsequent 

occurrence of Corporate Induction. 

No. 

Manager is informed of non- 
attendance and new starter 

attends subsequent occurrence 
of Corporate Induction. 

No. 

Individual plan developed with 
people partners to meet 
needs/consider ongoing 

employment. 

Yes. 

Yes. 
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Appendix 6 Induction Pathways 
Criteria Monday Tuesday Wednesday Thursday Friday Monday 
Lime Pathway 
Volunteers. 

Virtual 
Until 
12:15pm. 

     

Pink Pathway 
New HCSW, IEN, AHPs 
Total of 8 participants. 

 
Virtual. 

All Day Moving and Handling. Virtual 
Leave @ 
2.35pm. 

Basic Life 
Support. 

Care Certificate 
HCSW Only. 

Department 
Induction Work 
Ready. 

Purple Pathway 
New HCSW, IEN, AHPs 
Total of 8 participants. 

 
Virtual. 

Basic Life Support (3 x hrs) 
Department Induction 
Personal Learning. 

Virtual 
Leave @ 
2.35pm. 

All Day Moving 
and Handling. 

Care Certificate 
HCSW Only. 

Work Ready. 

Green Pathway 
Clinical Staff with 
Experience 
Max 8 Participants. 

 
Virtual. 

Basic Life Support AM (2 x hrs) 
Local Induction in Ward/Work Area 
Half Day Moving and Handling PM. 

 
Virtual. 

 
Work Ready. 

  

Blue Pathway 
Clinical Staff with 
Experience 
Max 8 Participants. 

 
Virtual. 

Half Day Moving and Handling AM 
(3 x hrs) 
Basic Life Support PM (2 x hrs) 
Department Induction Work Area. 

 
Virtual. 

 
Work Ready. 

  

Orange Pathway 
Clinical Staff with 
Experience 
Max 8 Participants. 

 
Virtual. 

Department Induction 
Personal Learning. 

 
Virtual. 

Half Day Moving 
and Handling AM 
(3 x hrs) 
Basic Life 
Support PM (2 x 
hrs). 

Work Ready.  

Yellow Pathway 
Non-Clinical Staff 
Max 10 Participants. 

 
Virtual. 

Half Day Moving and Handling AM 
(2 x hrs) 
Department Induction Work Area 
PM. 

 
Virtual 
Leave @ 
2.20pm. 

 
Work Ready. 

  

Silver Pathway 
Non-Clinical Staff 
Max 10 Participants. 

 
Virtual. 

Department Induction Work Area AM 
Half Day Moving and Handling PM 
(2 x hrs). 

 
Virtual 
Leave @ 
2.20pm. 

 
Work Ready. 
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