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Welcome to UHD, this workbook is part of your Induction, please send the completion slip to 
training.enquiries@uhd.nhs.uk within your first month of commencing in post.

It is the responsibility of the individual or manager to keep the original copy for audit purposes 
/////
	Name of employee:
	

	Job title:
	

	Start date at UHD:
	

	Directorate/department:
	

	Name of the manager/clinical leader:
	

	Trust induction date attended:
	


	Information
	Manager/mentor signature to confirm employee has been informed
	Signature of employee to confirm completion and understanding
	Date

	Welcome to the department and introduction to team 

(mentor if applicable)
	
	
	

	Department aims and objectives, aligned to Trust’s objectives


	
	
	

	Layout of the department - Fire exits, panic buttons etc.

	
	
	

	eRoster - Explanation of shift arrangements, breaks, annual leave and sickness absence reporting
	
	
	

	Uniform policy/dress code - on site/off site 


	
	
	

	Salary and expenses procedure (if applicable)


	
	
	

	Completion of eLearning and mandatory courses on induction


	
	
	

	Mandatory face-to-face courses – must be booked via ESR
CROSS SITE WORKING - Contact the email address above to ensure right training is added to your requirements. 
	
	
	


	Safety information
	Manager/mentor signature to confirm 
employee has been informed
	Signature of employee to confirm

completion and understanding
	Date

	Discuss safeguarding and who the safeguarding lead is in your work area
	
	
	

	Discuss area fire safety procedures, first aiders and equipment


	
	
	

	Discuss incident reporting: Completing LERN/Datix forms (see intranet)

	
	
	

	Department security and lone worker procedures

(2222 reminder, panic buttons, etc.)
	
	
	

	DSE - Complete workstation assessment (eForms portal on intranet)


	
	
	


	Information essential to ALL roles
	Applicable to job role:
Y/N
	Training date/proof of previous compliance if applicable
	Manager/ mentor signature to confirm employee has been informed
	Signature of

employee to confirm

completion and

understanding
	Date

	Department health and safety procedures 


	Y
	
	
	
	

	UHD information governance policies 


	Y
	
	
	
	

	Record management procedures for your department – IT systems  
	Y
	
	
	
	

	Infection control procedures in your department


	Y
	
	
	
	

	Complaints procedures and PALS

	Y
	
	
	
	

	Preparation for appraisal/PDR meeting 


	Y
	
	
	
	

	Email, internet, TEAMs use policies


	Y
	
	
	
	


	Speak to manager to see if required –

ESPECIALLY IF CROSS SITE WORKING
	For whom
	Training date
	Manager signature
	Employee signature
	Date

	Site/department equipment training 


	See ward/department list
	
	
	
	

	Site/department medical device training


	See ward/department list
	
	
	
	

	Site/department differing clinical training and processes e.g. bloods


	
	
	
	
	

	Site/department moving and handling training


	
	
	
	
	

	Site/department consent training 


	
	
	
	
	

	Discharge planning process explained 


	
	
	
	
	

	Discussed Glasgow Coma Scale 


	
	
	
	
	

	If in a management role - book onto relevant training e.g.

· Root Cause Analysis

· IT (ESR training)

· Appraisal training

· Recruitment 

· Capability management

· Sickness management

· Disciplinary procedures
	
	
	
	
	

	Site/department end of life procedures


	
	
	
	
	

	Privacy and Dignity policy 


	
	
	
	
	

	Specimen signature for clinical staff who write in patients notes:


	


Local induction checklist completion slip
To be returned to training.enquiries@uhd.nhs.uk within one month of commencing in post. 
It is the responsibility of the individual or manager to keep the original copy for audit purposes. 

	Name of new employee:
	

	Date started at UHD:
	

	Date completed this workbook: 


	

	Department:
	

	Manager - Print name and sign to confirm completion of local induction:
	


	Manager checklist:

CROSS SITE working staff will need more training – contact email above. 

(Please note all staff have infection control and safeguarding)
	· Employee has Green Brain                 [image: image3.emf] 


· Employee has a yellow name badge     [image: image4.emf] 


· If cross site working contact email above    [image: image5.emf] 



	Manager signing to confirm the above completed:
	


Thank you for completing this workbook.









