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Local Induction Checklist
	Name
	
	Job Title
	

	Managers Name
	
	Ward/Department
	

	Contract Start date
	
	Division/Directorate
	

	Date Corporate Induction attended:
	
	Date Local Induction completed
	



The purpose of the Induction programme is to familiarise you with the aims, objectives and expectations of the Trust and your ward/department as well as what is expected of you in your role.  Local Induction is part of your personal development. It is also a mandatory requirement that a checklist is completed, which is retained by your line manager. You should be provided with a photocopy of the completed form. This form should be completed in conjunction with your line manager.

Local Induction to be completed within 4 weeks of commencement of post:
	Content
	Responsibility
	Date

	Welcome & Introduction:

	Introduction to colleagues & discuss purpose of induction
	Line Manager or representative
	

	Responsibilities & Work Requirements (as appropriate):

	Clarification of duties and expectations (Job Description
	Line Manager or representative
	

	Rotas, start/finish times, breaks, on call requirements
	Line Manager or representative
	

	Annual & Study leave requests
	Line Manager or representative
	

	Uniforms – laundry/linen
	Line Manager or representative
	

	Protective Equipment and clothing (if applicable)
	Line Manager or representative
	

	Security pass, bleeps
	Line Manager or representative
	

	No smoking policy
	Line Manager or representative
	

	Telephone use and directory, emergency telephone numbers
	Line Manager or representative
	

	Security – personal property and work area
	Line Manager or representative
	

	Tour:

	Familiarisation of working environment, location of fire alarms and exits, appliances and procedures for evacuation
	Line Manager/representative & Self
	

	Check whether assistance is required during emergency evacuation and is so see guidance on Kwiki
	Line Manager/representative & Self
	

	Restricted areas and hazards (if applicable)
	Line Manager or representative
	

	Other departments relevant to role i.e. mail room, pharmacy etc.
	Line Manager/representative & Self
	

	HR/Occupational Health:

	Immunisations and health check (as appropriate)
	[bookmark: _GoBack]Occupational Health, Line Manager & Self
	

	Sign on with Human Resources e.g. pay, pension scheme, contract of employment
	HR, Line Manager & Self
	

	Issued with Smart Card (if applicable i.e. staff using choose & book system etc.) RA01 form to be completed and issued to staff member
	Line Manager or representative
	

	For Discussion:

	Aims and objectives of the Department
	Line Manager or representative
	

	Structure of Division/Directorate/Department & awareness of division business plan/budgetary awareness
	Line Manager or representative
	

	Standards e.g. patients charter
	Line Manager or representative
	

	Performance scorecards
	Line Manager or representative
	

	Expected Standards:

	Values & customer care including best practices
	Line Manager & Self
	

	Documentation used and expected standards of completion
	Line Manager or representative
	

	Data Protection and Confidentiality
	Line Manager or representative
	

	Local competencies e.g. nursing clinical competencies
	Line Manager or representative
	

	Key relationships e.g. colleagues, customers
	Line Manager or representative
	

	Clinical staff – competency in use of Cardiac Arrest Policy and equipment (if applicable):

	Resuscitation trolley suction
	Line Manager or representative
	

	Portable suction
	Line Manager or representative
	

	Wall mounted suction and hand held suction
	Line Manager or representative
	

	Discuss the following policies as applicable and location on ‘Kings Docs’:

	Infection Control Policy
	Line Manager & Self
	

	Sickness Absence & Disciplinary Policy (General rules & Gross Misconduct), Kings Flex & Grievance Procedure
	Line Manager & Self
	

	Stress Management Guidelines
	Line Manager & Self
	

	Pregnancy Risk Assessment (if applicable)
	Line Manager & Self
	

	Fraud & Corruption
	Line Manager & Self
	

	Policy for the management, reporting and investigation of adverse incidents, reporting of violent and harassment incidents
	Line Manager & Self
	

	Raising concerns e.g. health & safety, malpractice, competence of colleagues
	Line Manager & Self
	

	Health & Safety responsibilities
	Line Manager & Self
	

	COSHH – storage and disposal of hazardous substances
	Line Manager & Self
	

	Being Open Policy & Duty of Candour Policy
	Line Manager & Self
	

	Waste Disposal
	Line Manager & Self
	

	Other policies as applicable i.e. blood transfusion, discharge policy, 
	Line Manager & Self
	

	Other areas:

	Mentor/Buddy identified (as relevant)
	Line Manager or representative
	

	Immediate Job Training identified and organised e.g. electronic systems (PIMS) & departmental processes
	Line Manager & Self
	

	Performance appraisal process discussed and date set for review (objectives and personal development plan to be no later than 6 months after starting)
	Line Manager & Self
	

	Please attach other local documentation as appropriate 

	Professional Registration PIN (as applicable):
	


I confirm the above areas have been covered to my satisfaction:
	Employees Signature
	
	Date
	

	Managers Signature
	
	Date
	


Please ensure local induction is recorded on MAPS Healthroster
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