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“a welcoming and effective induction experience is central to ensuring an employee’s first 
impression of the organisation is a positive one”. 

 
“Induction shouldn’t be treated as a ‘tick box’ exercise; it's a key opportunity to introduce new 
employees to the organisational culture and ways of working. It also helps set expectations on 
both sides, ensuring employees are clear on what is expected from them in the role and 
allowing them to understand where they fit in the organisation Managers need to invest time in 
inducting new employees - an effective induction process can help them settle in and become 
productive more quickly” 

 
Source: Chartered Institute of Personal and Development (CIPD) 

Induction Fact Sheet, November 2018 

Section 1 – Introduction  
 

1.1 Introduction 
 

NHS Golden Jubilee is fully committed to ensuring that all staff are provided with the relevant 
knowledge, skills and experience to enable them to perform their work effectively. It is also 
committed to ensuring staff feel welcomed, motivated and valued – this starts with an effective 
induction. 

 
It is the responsibility of Managers to ensure new employees have a structured and supported 
induction into their new role, department and organisation. 

 
The induction process can be time consuming and Managers must be sensitive and supportive to 
ensure employees are successfully inducted into their new role and the organisation. 

 
The aim of this guide is to provide information and guidance to Managers to support new 
employees’ induction journey within NHS Golden Jubilee. 

 
It is acknowledged that some departments may have their own rigorous induction processes in 
place. The information within this guidance pack will compliment those and ultimately enhance the 
induction experience of new employees. 

 
1.2 NHS Golden Jubilee Values 

 
An effective induction is integral in supporting new staff to recognise our organisational values and 
to ensure they understand that their behaviour and contribution matters. 

 
Within NHS Golden Jubilee our values are: 

 

• Valuing dignity and respect 
• A ‘can do’ attitude 
• Leading commitment to quality 
• Understanding our responsibilities 
• Effectively working together 

 
We expect all staff to demonstrate behaviours that reflect our shared values, and as such, our 
Values are embedded throughout the new employee induction journey. 
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“Induction refers to the process where employees adjust or acclimatise to their jobs and working 
environment” 

 
“The purpose of induction is to ensure that employees are integrating well into or across the 

organisation for the benefit of both parties…. For employees, starting a new role in a new 
organisation can be an anxious time and an induction programme enables them to understand 

more about the organisation, their role, ways of working and to meet new colleagues” 
 

Source: Chartered Institute of Personal and Development (CIPD) 
Induction Fact Sheet, November 2018 

1.3 Why has this guide been written? 
 

This guide aims to: 
 

 Explain what induction is and why it is of such importance within NHS Golden 
Jubilee. 

 Provide an overview of our current induction practices to increase awareness and 
understanding. 

 Provide advice and guidance to managers on developing local/departmental 
induction programmes. 

 

1.4 Equality of Access 
 

NHS Golden Jubilee is committed to ensuring that staff are not subject to discrimination and 
receive an appropriate and supportive induction programme. 

 
Managers should ensure new employees are invited to identify any additional needs they may 
have which may impact on their learning, and ensure they receive the appropriate support to meet 
their induction requirements. 

 
Those inducting new employees need to be aware of the possibility of potential discrimination on 
the basis of: 

 

 Age 

 Disability 

 Gender 

 Trans identity 

 Race 

 Religion and belief 

 Sexual orientation 

 Marriage or civil partnerships, and 

 Pregnancy and maternity. 

 

NHS Golden Jubilee recognises and values diversity and actively works to promote equality of 
access for all staff. 

 

Further information can be found on the Equalities tab of STAFFnet, this also includes contact 
details for each of the equality leads. 

 

Section 2 - Induction  
 

2.1 What is induction? 
 



 

The process begins with the first contact with the employee and ends when the person has been 
fully integrated into their role and the organisation. 

 
Induction ensures all staff obtain a good understanding of how the organisation works, including its 
principles, values and objectives. 

 
It is anticipated that the induction journey will be a positive experience for new employees, helping 
them to understand their role and embrace our shared values and associated behaviours. 

 
2.2 Why is induction important? 

 
The selection process is only the beginning of the employment relationship and the future of that 
relationship depends considerably on how the employee is settled into their job. Most staff 
turnover is among new employees, and work efficiency is reached only after a period of learning 
and adjusting to the new environment. In addition, there are significant costs involved in 
recruitment and selection and an effective programme can lead to improved retention of 
employees. Therefore, an effective induction programme is essential in all organisations. 

 
2.3 The benefits of an effective induction programme 

 

There are a number of benefits associated with an effective induction: 
 

 Helps new employees become effective quickly. 

 Improves motivation, performance and knowledge. 

 Extends the range of skills of employees, enabling them to be more adaptable. 

 Enables the employee to quickly adapt to the workplace Values and culture. 

 Improves quality of work and productivity. 

 Ensures that information about health and safety standards, legislative 
requirements and arrangements are properly communicated to all staff. 

 Reduces incidents of early leaving, which can be very costly to the organisation. 
 

2.4 Who receives induction within NHS Golden Jubilee? 
 

Induction is necessary for: 
 

 New employees 

 Volunteers 

 Staff who are newly promoted to a new role 

 Staff with changes to their job role, either in their existing department or having 
transferred from one department to another, and 

 Staff returning after long-term absence of more than two years. 
 

2.5 Tailoring induction to the individual 
 

New staff have differing levels of knowledge of the organisation and the purpose and nature of the 
job they will do. An induction programme that identifies the needs of the individual not only allows 
the induction to be more effective, but gives the new employee the message that the organisation 
values them as an individual. 
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Managers should refer to this guidance, in particular the induction checklist (Appendix 1) to 
determine the most appropriate departmental induction programme for the individual. Some parts 
of the induction checklist may not be applicable for everyone depending on their job role. 

 
There are staff who may require additional support in completing their induction journey, such as: 

 

 Employees with a disability 

 Employees with literacy issues 

 International employees, and 

 Placement students. 
 

For staff that are unable to read English text, support must be put in place by the Manager for the 
individual to access the information in another format and the Manager should discuss the key 
information with the individual. Managers should contact the Communications Department if they 
require key documents to be translated. 

 
Managers should also ensure appropriate support is in place for staff that may have literacy 
issues. In this case, key information/documentation should be explained verbally to the individual 
in a supportive environment. 

 
Further information to support staff can be found in Appendix 2. 

 
2.6 How long should induction last? 

 
Induction will vary depending upon the role and experience of the individual. 

 
Within NHS Golden Jubilee, new employees are expected to complete their induction journey 
within three months of their start date. It is however recognised that staff working part-time hours 
may require a longer time-scale. 

 
Regular reviews are encouraged to ensure the new employee is settling in and doing well. 

 

Section 3 – Stages in Induction  
 

3.1 Within NHS Golden Jubilee, there are three stages to the Induction Process, these are: 
 

 Local/Departmental Induction 

 Corporate/Organisational Induction, and 

 Role Specific Induction. 
 

It is expected that new employees complete all stages of the induction journey within three months of 
their start date (It is recognised that Part-time staff may require longer and advice can be sought from 
the HR Department on timelines) 

 
Appendix 3 provides an overview of the Induction Journey for New Employees. 

 

Section 4 – Local/Departmental Induction  
 

4.1 Departmental Induction 
 

Induction into the department is important in making the individual feel at ease and should be 
coordinated by the Manager using the Departmental Induction Checklist (see Appendix 1). 

 
This is a generic checklist that will support the initial induction of new employees. It is 
acknowledged that some elements of this checklist may not be applicable to some individuals or 
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staff groups. It is worth noting however that this checklist is not exhaustive and Managers are 
expected to add specific local components as appropriate to the department and individual’s role. 

 
Managers are also required to use their judgment in planning and prioritising elements of the 
checklist appropriate to the role and experience of the new employee and to minimise risk. 

 
The sign-off form of the checklist should be completed (within three months of the new employees 
start date) and a copy maintained securely within the department. 

 
Part time staff may require longer to complete the checklist. Managers should discuss individual 
cases with the Human Resources (HR) Team who will advise of an appropriate timescale. 

 
Audits will be undertaken throughout the year to measure compliance with induction sign-off. 

 

Section 5 – Corporate Induction  
 

5.1 Corporate/Organisational Induction 
 

This stage informs new employees and Volunteers of our purpose, structure, governance and our 
organisation’s Vision and Values. 

 
NHS Golden Jubilee offers a blended learning approach to Corporate Induction including the: 

 

 NHS Golden Jubilee Induction (e-Learning module), and 

 NHS Golden Jubilee Welcome Event. 
 

5.2 NHS Golden Jubilee Induction e-Learning module 
 

All new staff and volunteers must complete this mandatory Induction e-Learning module. This 
module is found within the ‘Induction’ tab of learnPro along with corporate mandatory training and 
recommended learning for new employees. 

 
Manager’s must therefore ensure that new staff members are supported to register with our e- 
Learning platform ‘learnPro’ and are provided with the time to complete the module (along with the 
other mandatory training modules). Employees must have an eESS number to register with 
learnPro. Managers can get this from eESS or alternately by contacting the Employment Services 
Team within HR. 

 
Given the length of this module and the information provided, we do not expect staff to complete 
this module in ‘one-sitting’. Managers should bear this in mind when planning their new 
employee’s induction schedule. Where possible, staff should however be supported to complete 
this module within their first month of employment and prior to attending the Golden Jubilee 
Welcome Event. 

 
Completion of the e-Learning module will be monitored and reported on. 

 

5.3 Golden Jubilee Welcome Event 
 

The Welcome Event provides employees with the opportunity to meet our Chief Executive and 
other new members of staff.  Due to COVID-19, and to support physical distancing 
requirements, our Welcome Events are currently on hold. However, staff are being offered the 
opportunity to attend a virtual welcome meeting with our Chief Executive. 
 
This event is coordinated by the Corporate Governance Team, who will contact managers with 
information about the virtual welcome meeting. New members of staff will then be sent an 
invitation with joining instructions once they have confirmed their attendance with Corporate 
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Governance. 
 
It is highly recommended that all new staff are supported to attend this event. 

 

Part-time staff and shift workers should be supported to attend and Managers should ensure 
that time back is given, or payment for additional time arranged.  
 
It is recognised that staff who work weekend only shifts and bank staff (including interpreters) 
can find it difficult to attend events, it is therefore suggested that attendance at this event is 
recommended but not mandatory. 

 

 
5.4 Staff exempt from completing Corporate Induction 

 
The following staff groups are exempt from Corporate Induction but must receive a 
local/departmental induction: 

 

 *Staff on fixed term contracts of less than three months 

 *Non-executives 

 Bank staff employed by another Health Board 

 Temporary workers such as Agency Staff, Students, 

 Locums and staff on honorary contracts 

 Contractors 

 Existing staff who have changed role/department, and 

 Staff returning from long-term absence of less than 24 months. 
 

*Although exempt - can choose to complete the e-Learning module and attend the welcome event. 
 

5.4.1 Staff on fixed term contracts of less than three months 
 

Although the above staff are exempt from completing Corporate Induction, it is imperative that they 
receive a local induction supported by the line/department manager. The local induction checklist 
should guide this discussion. (Appendix 1). 

 
Staff on short fixed-term contracts are issued with an information booklet to support them to 
understand their responsibilities in relation to corporate mandatory training topics within NHS 
Golden Jubilee. This is issued by the HR department along with the contract of employment. 
A copy of this can also be found on HR Connect 

 

Staff who have their contracts extended beyond three months must complete corporate mandatory 
training. 

 
5.4.2 Non Executives 

 
Induction arrangements for non-executives are supported by Scottish Government. 

 
 

5.4.3 Bank Staff employed by another Health Board 
 

All bank staff employed by another health board must receive a local orientation to each new 
working environment e.g. ward/department. This must include local procedures in relation to 
Prevention of Infection, Health and Safety and Fire Safety. The induction checklist for temporary 
workers will support this process (Appendix 4) 

 
 
 

https://www.nhsnational-hr.scot.nhs.uk/learning-and-organisational-development/mandatory-and-statutory-training/100610
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5.4.4 Temporary Workers 
 

All temporary workers are required to complete the Local Induction Checklist for Temporary 
Workers (Appendix 4). This should be completed as soon as possible on day one. 

They should also be issued with an information booklet to support them to understand their 
responsibilities in relation to corporate mandatory training topics within NHS Golden Jubilee. 
A copy of this can be found on HR Connect. 

 
 

5.4.5 Contractors 
 

Contractors will be required to complete a bespoke checklist which is issued and monitored by the 
Estates and Engineering Department. 

 
5.4.6 Staff returning from a period of leave 

 
Staff returning from a period of leave of 24 months or less are not required to complete Corporate 
Induction. They must however complete the corporate mandatory training modules and be 
supported with local/departmental induction. 

 
This will involve discussing: 

 

 Updates to management/reporting structures 

 Updates on departmental teams, and 

 Changes to processes. 

 

5.4.7 Staff promoted to a new post or transferring to another department 
 

Although not new to the NHS Golden Jubilee, staff must be supported with a local induction at 
departmental level to support their new role and/or introduction to their new department. The 
checklist in Appendix 1 will support this process. 

 
 

Section 6 – Role Specific Induction  
 

6.1 Managers induction 
 

All new employees with management roles are required to complete the e-Learning module 
‘Managers Induction’ found on learnPro within the ‘management’ tab. 

 
6.2 Nurse Induction Programme 

 
All new nursing staff must attend a 1 ½ day programme facilitated by the Clinical Education 
Department. Attendance at this event is mandatory. 

 
6.3 Doctors in Training Induction Programme 

 
The Induction for Doctors in Training aims to provide a programme which incorporates essential 
information about working in the NHS Golden Jubilee. 

 
The Doctors in Training Induction is facilitated by the Director of Medical Education in conjunction 
with the Learning and Organisational Development Department who keep attendance records. 
Medical staff are also signposted to complete the relevant mandatory e-Learning modules. 

This programme is offered early August to align with rotation dates. 

https://www.nhsnational-hr.scot.nhs.uk/learning-and-organisational-development/mandatory-and-statutory-training/100610
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Doctors are also supported with a bespoke checklist for local induction. Further information can 
be sought from the Director of Medical Education. 
 

6.4 Flying Start Programme 
 

This programme is for newly qualified Nurses, Midwives and Allied Health Professionals and was 
developed by NES. This programme aims to support new staff in making the transition from 
student to qualified practitioner by building confidence and capability in their first year of 
employment. Further information can be sought from the Practice Education Facilitator. 

 
6.5 Estates and Facilities Workbook 

 
Staff working within an estates and facilities role such as, Housekeeping, Portering, Transport and 
Maintenance are also required to complete the relevant section of the Estates and Facilities 
workbook. This workbook incorporates the Health Care Support Working Standards and is issued 
to new employees from the HR Department. 

 
6.6 Health Care Support Worker (HCSW) Mandatory Induction Standards 

 
NHSScotland definition of a HCSW is an employee who is not statutorily regulated as a healthcare 
professional and who: 

 

 Has a direct clinical role, under supervision of a health care professional. 

 Has an indirect clinical role, under the supervision of a health care professional. 

 Has a direct service provision role, with access to patients and members of the 
public. 

 Is involved in dealing with personal identifiable patient data. 

 Is involved in having responsibility for maintaining premises or equipment used by 
patients and / or is involved in the preparation / delivery of goods or services 

 directly for / to service users. 
 

All staff joining NHSScotland in a HCSW role are required to meet national mandatory 
induction standards within three months of starting a full time post (pro-rata for part-time workers). 

 
There are 14 mandatory Induction Standards that cover vital aspects in both clinical and non- 
clinical HCSW roles, in relation to protecting the public. They focus on the basic knowledge and 
skills required for a new member of staff to work safely and contribute to the delivery of high- 
quality patient care and services. 

 
Managers will be notified by the HR department if a new employee is considered to be a HCSW 
and therefore required to comply with these Induction Standards. 

 
Managers must allocate a workplace reviewer to support and assess the HCSW. The role of the 
Reviewer is to: 

 

 Ensure that the new healthcare support worker understands what they need to do. 

 Help them to plan how they will meet the standards. 

 Review their achievement against the standards, identifying where they meet the 
requirements and where they might need additional support. 

 Ensure that, when the individual has met all of the standards, the HR department 
are notified, and a copy of the HCSW Workbook is sent to them to be filed in the staff 
members personnel file. 

 

For further information on the Health Care Support Worker HCSW Standards visit: 
http://www.hcswtoolkit.nes.scot.nhs.uk/hcsw-standards-and-codes/ 

 

http://www.hcswtoolkit.nes.scot.nhs.uk/hcsw-standards-and-codes/
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Section 7 – Allocating a Buddy/Preceptor  
 

7.1 Buddy System 
 

A new employee’s induction is greatly enhanced by introducing them to a ‘buddy’. Alternative 
terms to buddy include “sponsor” or “peer advisor.” A buddy is not a substitute for the Manager, 
but is someone who can answer the new employee’s questions about the work environment and 
the workplace culture in a positive and encouraging way. 

 
Everyone remembers how difficult the first few weeks on a new job can be, by introducing a buddy 
you can help new employees feel welcomed and have a resource to help them find any answers 
they need. 

 
Guidance on the role and skills of a ‘buddy’ can be found in Appendix 6. 

 
7.2 Preceptorship (Nursing) 

 
Preceptorship is a formal process providing support and guidance to new staff whilst completing 
clinical competencies within their department. Please refer to nursing competency packs for 
further details of the programme. 

 

Section 8 – Pre-employment Considerations  
 

8.1 Pre-employment considerations 
 

Line managers must discuss any individual needs the employee may have and ensure these are 
addressed prior to their start date. Where employees have informed managers they have a 
disability, reasonable adjustments must be put in place to support them. 

 
Before the new employee joins the department, any necessary resources or equipment needs 
should be considered and prepared in advance for example uniform, desk space, computer 
access, telephone, stationery etc. 

 
8.2 Departmental Welcome Letter 
Although not necessary, it is good practice for the Manager or Team Leader to send a 
personalised welcome letter to the new employee prior to their start date, an example of this can 
be found in Appendix 7. 

 
Please note: this would not be appropriate for Agency Workers. 
 

 

Section 9 – Reviews and Evaluation  
 

9.1 Reviews and evaluation 
 

When planning an induction programme, it is important to include review dates at regular intervals. 
Typically, such reviews should ideally occur after the first day, first week, one month and three 
months, to allow the induction process to be monitored. 

The purpose of such reviews is to: 
 

 Monitor progress through the induction programme 

 Discuss any initial and ongoing training and emerging development activities 

 Discuss and suggest any further induction activities 

 Identify whether any further support is required, and 
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 Evaluate the success of the induction programme. 
 

Progression and sign-off of the checklist can be used to support this process. 
 

During the review meetings, a range of topics and questions may be covered such as: 
 

 What does the individual enjoy/find challenging? 

 Have they been adequately trained and instructed to support their job role? 

 Are they clear about the extent of their responsibility? 

 Is there any further training which needs to be undertaken? 

 Are there any concerns or anxieties or any other basis for further action? 
 

9.2 Agenda for Change Knowledge and Skills Framework (KSF) 
 

The NHS Golden Jubilee KSF Policy outlines the Personal Development Review (PDR) and 
Personal Development Planning (PDP) process for new employees under the Agenda for Change 
banding. 

 
All managers and new employees should use the KSF Foundation Outline to review their induction 
journey and to jointly produce a PDP for their first year in post. 

 
It is essential that new employees receive a 6-month review following their start date to support 
achievement of the foundation gateway which takes place at their first incremental pay point. (12 
months following their start date). 

 
PDR’s must be aligned with staff members’ incremental dates to reflect the gateway process. The 
timescales for undertaking reviews can be no later than 6 weeks prior to the individual’s 
incremental date and no earlier than 12 weeks. 

 

For any further advice and guidance on any of these matters, please contact the HR Department. 
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NHS Golden Jubilee Induction Checklist 

 
The following list provides a guide of what should be arranged/discussed pre- 

employment: 

 Arrange local induction programme 

 Arrange resources and equipment (e.g. uniform, PC, laptop, phone, etc) 

 Arrange IT access / systems logins and email 

 Advise other members of staff of new employee’s start date 

 Identify and collate ‘core’ information and documents and/or pre-prepared 

packs and introductory information, and 

 Review the checklist and add departmental/role specific information where 

required. 

Appendix 1 
 
 
 
 

 

Employee Name:  

Start Date:  

Line Manager Name:  

 
 

This is a generic checklist to support the induction of new employees. The checklist is not 

exhaustive and Managers must add specific local elements as appropriate to the department, the 

role and the employee’s previous experience. 

It is recognised that some elements of this checklist may not apply to all individuals or staff groups, 

the Manager should review this and update accordingly. 

The Manager, in discussion with their new employee should tick and date each element when 

completed. 

This checklist and the sign-off form should be completed within 3months of the employee’s start 

date*. This should be completed and retained electronically or printed and stored securely within 

the department. 

Regular reviews are encouraged to discuss progression with the checklist and ensure all elements 

are covered. 

 

 

*Part-time staff working 15hours per week or less may require longer to complete the induction 

checklist. Managers should discuss individual cases with the HR Team who will advise of an 

appropriate timescale. 
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The Basics 
 
 
Welcome to department   

Introduction to immediate team / colleagues  

Discuss job role and expectations and how the role fits into the team / department 
 
Review of training records/professional certificates (if applicable) 
 

 

Discuss induction journey and issue induction checklist   

Visit Security for staff badge  

Visit HR to complete necessary paperwork   

Visit eHealth to sign security declaration   

Tour of on-site facilities (e.g. dining areas, kitchen facilities, staff room, spiritual care)  

Confidentiality in the workplace  

Discuss local health and safety procedures: 
- Fire exits and extinguishers location 
- Raising a fire alarm 
- Evacuation procedure 
- Assembly points 
- Alarm testing (Wednesday) 

 

Security procedures (e.g. keys, codes, etc)  

Discuss Health Care Support Worker booklet (if applicable)  

Discuss dress code / Issue uniform (if applicable)  

Description of department and its role within the organisation  

Outline structure and organisation of department  

Overview of departmental / Board policies: 
- Personal appearance 
- Security 
- Smoking 

 
 
 
 
 
      

Signpost to Coronavirus (COVID-19) hub on staffnet 
                                                                                                                                                    
Physical Distancing arrangements (if applicable) 
    
 Date completed: 
 
 
 
 
 
 

First Day 
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Introduction to wider team / colleagues 

Introduction to buddy or preceptor 

Current team objectives 

Issue departmental documentation 

Introduce relevant IT systems as required for role / department 

IT system passwords provided 

Date completed:   

Outline and discuss: 
- Contract of employment 
- Incremental date 
- Pay dates 
- Hours of work 
- Different types of leave and procedures (annual, special, maternity, paternity, etc) 
- Bank holidays, local days 
- Sickness absence procedures 
- Expenses 
- Staff benefits 

 

Where to find HR policies 

Occupational Health Service and how to contact them 

Date completed:    

Introduce our Board Values 
 

Expected behaviours including Dignity and Respect 

Services provided by the organisation 

Principles of Staff Governance 

Within First Week 
 

The Team / Department 

 

HR Matters 
 

 

Our Organisation 
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Appropriate use of information / IT systems (data protection, confidentiality, Caldicott) 

Email / network access and rules 

Computer systems 

Date completed:    

 
 
 

Health and Safety 

 
 

Infection Control 
 
 
 
 
 
 
 
 
 
 
 
 

 

Information Security 

Discuss Health and Safety Policy and where to access it 

Introduce local Health and Safety Representative 

Emergency telephone numbers 

First Aid Arrangements 

Process for incident reporting 

Safe systems for working (e.g. risk assessment, protective equipment, COSHH) 

Further health and safety needs identified 

Food handling regulations (if applicable) 

Date completed:    

Social Media Policy – staff responsibilities 

Methods of communication (e.g. staff magazine, e-Digest, notice boards, meetings) 

Confidential contacts 

Diversity Champions 

Volunteer service 

Date completed:    

Hand Hygiene procedures 

Standard Infection Control Precautions 

Patient Isolation Procedures (if applicable) 

FFP3 Mask Fit testing (if applicable) 

Date completed:    
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Set up learnPro account 

Start the NHS Golden Jubilee Induction e-Learning module 

Ask manager for details of next virtual Welcome Event 

Book a place on relevant role specific induction programmes (e.g. Nurse Induction) 

Date completed:    

Within Two Weeks 

Corporate Induction 

 

 

 

 

 

 

 
 

Personal Development Planning / Ongoing Development 
 

Within Three Months 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
Review 

  
 

Introduction to eESS system  

Using eESS to enrol onto courses 

Professional development 

Study leave procedures 

Outline Personal Development Planning (PDP) process 

Discuss preferred approach to learning 

Recording reviews on TURAS Appraisal 

Identify other training and development requirements to support induction 

Complete corporate mandatory training  

- Fire Awareness 
- Hand Hygiene 
- Safe Information Handling 

- Manual Handling 

- Valuing Diversity - Part 1 & Part 2 
 
 
Date completed: _________________ 
 

Meet to review progress of induction journey 

Update Personal Development Plan  

Discuss experience of induction journey 

 
Date completed: __________________ 
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Departmental and Role Specific Topics – elements to be added below by Manager 
if not covered above. 

 
(e.g. topics/training specific to the role or department) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Date completed: 
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Induction Checklist sign-off 
 

This sign-off form must be completed by the employee and their Manager following completion of 

the checklist. 

This should be retained securely within the department, either electronically or printed. The 

employee must also be provided with a copy. 

Please note: Quality Assurance Audits will be undertaken by the L&OD Team throughout the tear 

to monitor compliance with the Induction Checklist and Sign-off Form. 

 
 

 

Employee: 
 
I confirm that I have been informed of and provided the required information to support 
my role within NHS Golden Jubilee. 

 
I will contact my Manager or relevant others, should I require any further information to 
support me in my role. 

Full Name:  

Date:  

Signature:  

 
 
 
 
 
 
 

Manager / Reviewer: 
 
I confirm that the Induction Checklist has been completed for the above individual in 
relation to the role they are fulfilling. 

Full Name:  

Date:  

Signature:  
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Appendix 2 
 

Further support for staff with additional needs 

New employees with a disability 

Discussions should take place in the pre-employment period with new recruits who have 
disabilities about the adjustments or aids that may be necessary to enable them to work 
effectively. Under the Equality Act 2010 we are legally required to make reasonable adjustments 
to the working environment to support staff. These may include: 

 

 Hearing loops, braille keyboards, or readers for those with impaired sight 

 Other adaptations specific to the particular equipment used in the job 

 Wheelchair access, or 

 Safety arrangements, such as ensuring assistance with escape in the event of a fire. 

 

Aids and arrangements of these kinds need explanation and demonstration as soon as 
employment starts, together with a check that employee can take a full part in any specific 
induction activities. Supervisors and the employee’s colleagues may also need training and 
guidance about the effects of some forms of disability, such as epilepsy, and ways of 
communicating with people with impaired hearing. 

 
Supporting employees with literacies issues at work 

 
The term ‘literacies’ refers to a spectrum of skills, knowledge and abilities related to 
communication. Many people who live in Scotland have literacies issues at work. 
Support in this area could mean help with basic reading and writing. It could just as easily involve 
training on using computers, writing reports and/or making presentations. 

 
There are lots of reasons why someone might have a problem with literacies at work. It may be to 
do with a gap in the person’s education but it is more likely to be related to a change in their 
working practices. Some possible indicators of literacies issues might include: 

 

 Putting off, avoiding or not finishing tasks involving reading, writing or numbers 

 Likes examples to work from 

 May be reluctant to use a computer 

 Occupational skills are much better than their performance at written/ number tasks 

 Problems following spoken instruction, may misinterpret information 

 Easily overloaded by too much information 

 Dislikes speaking in public and at meetings/ interviews but confident in social situations 

 Poor time-keeping/ attendance 

 May make frequent and plausible excuses, e.g. ‘forgotten reading glasses; ‘will do written 
task at home’, or 

 May seem embarrassed or angry. 
 

Managers should be sensitive to this issue and reassure the employee that the discussion will 
remain confidential and that they won’t be judged. 

 
Were staff have identified a literacy issue, arrangements should be made for the staff member to 
have the information to support their induction journey in an alternative format. This can be 
through discussion or by translating documents onto audio formats. 
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Managers can also signpost staff to the Big Plus, which is a free service that puts them in touch 
with a local tutor, who can help them with reading, writing or numbers. 

 
The Big Plus is run by Skills Development Scotland. It supports the Scottish Government policy on 
adult literacy and numeracy. 

 
For more information, visit the website: 

https://www.myworldofwork.co.uk/learning-big-plus 

If someone is concerned about taking part in some literacies learning, you can reassure them that 
the learning will be relevant to their everyday life and that they will have lots of say in what and 
how they learn. Modern adult literacies providers apply the social practice model which means 
activities are designed around the everyday tasks, duties and responsibilities which are relevant to 
them as individuals 

 
 

International employees 
 

When an employee joins from a different country it is vital that they are given lots of support. 
International employees still require an induction programme to help them settle into the role and 
the Board. Support in terms of relocating can be provided through HR who will liaise with the 
individual about moving to the region. However, it is worth bearing in mind that these individuals 
are moving to a new country and therefore may need more time and support from line managers 
than would usually be the case. 

 
 

Placement students 
 

Placement students may have little experience and therefore their needs should be addressed in a 
different manner than other employees. NHS Golden Jubilee has a legislative requirement to 
provide induction and training, including health and safety issues, and to ensure that the 
immediate supervisor or manager has access to the student’s University contact. For further 
information, refer to the code of practice “Student Nurses on Clinical Placement” which can be 
found in Share Point 

https://www.myworldofwork.co.uk/learning-big-plus
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Appendix 3 
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Departmental Induction Checklist for Temporary Workers and Agency Staff 

Appendix 4 
 
 
 

 

Name: 
 

Name of Agency (if applicable): 
 

Job Role: 
 

Place of work within NHS 
Golden Jubilee: 

 

Start Date: 
 

Name of Manager/Deputy: 
 

 
 
 

 
This checklist is to ensure you receive an appropriate induction in a timely and effective manner. It 
must be completed within the first hour of attending for work. 

 
As each item is discussed with you, it must be signed off by the manager or a designated staff 
member. You are also required to sign each item once you are satisfied that the information has 
been adequately covered for you to undertake your job role within NHS Golden Jubilee. 

 
If any item does not apply to your role, please mark as not applicable (N/A) 

 
If you feel any information has been missed or that you require further information, please 
discuss this with the staff member supporting you with this checklist. 

 
Once the checklist is complete, it should be signed off by yourself and the designated staff 
member. You will be provided with a copy and a copy retained securely within the 
department. 
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Checklist 

Managers and/or designated staff members must ensure Temporary or Agency Workers receive a 

local induction within the first hour of taking up post. This will support them to familiarise 

themselves with the working environment and any specific information relating to the role, ward or 

department. 
 

 
Item 

 or 
N/A 

Identity check  

Provided with ID Badge and Access Codes  

Discuss dress code, conduct and organisational Values  

Confirm they have received the ‘Mandatory Information Guide for Workers on Contracts 
of Less than Three Months’. 

 

The new worker is aware of the most senior person in the department who they can 
refer to if a query or problem arises. 

 

Check with the worker their understanding of the role, covering specific duties and 
responsibilities of the post. 

 

Provide overview of priority policies/procedures and inform of where to access them e.g. 
Confidentiality, Information security, Raising concerns, Complaints handling, 
Acceptance of Gifts. 

 

Confirm hours of work, shift patterns and breaks  

Confirm process for signing off time-sheets and who they should be returned to.  

Discuss documentation relevant to role and handover procedures.  

Discuss any specific competencies required for the role e.g. Devices, Drug 
Administration, IT systems 

 

The worker is made aware of on-call systems.  

The worker has been informed that they are not to use any equipment for which they 
have not been trained. 

 

Orientation to the ward/department including staff facilities e.g. toilets, staff room, 
catering facilities, spiritual care. 

 

Emergency Telephone Numbers  

First Aid Arrangements  

Discuss local fire and evacuation procedure e.g. 

 Raising the alarm 

 Escape routes 

 Assembly points 

 Alarm testing (Wednesdays) 

 Process for incident reporting 

 

Safe systems for working e.g. 
 Moving and Handling procedures 
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 Risk assessment 

 Protective equipment 

 Waste Management 

 C.O.S.H.H 
 Personal Safety 

 

Prevention and Control of Infection Procedures 

 Hand Hygiene procedures 

 Management of blood/bodily fluid spillages 

 How to prevent and manage occupational exposure 

 Patients requiring isolation and isolation procedures 

 

Resuscitation Procedures 

 Equipment and location. 

 How to summon help 

 Checking of equipment 

 Review evidence of resuscitation qualifications 

 

Review of mandatory and professional training records/certificates  

Please list below any further discussions held to support role.  

 

Temporary/Agency Worker: 
 

I confirm that I have been informed of and understand the above items relevant to my 
role within NHS Golden Jubilee. 

Name:  

Date:  

Signature:  

 

 
Department Manager/Deputy: 

 

 

I confirm that the above induction checklist has been completed for the above individual 
in relation to the role they are fulfilling. 

Name:  

Date:  

Signature:  
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Appendix 5 
 

The Role of a Buddy 
 

A buddy’s responsibilities include: 
 

 Providing as much clear and concise information as possible to help the new employees 
feel comfortable in their work environment. 

 Being a resource on work rules, workplace culture and norms, and unwritten policies and 
procedures. 

 Helping socialise the new employees with peers, joining them for lunch, etc. 

 Identifying resources in the workplace. 

 Providing a tour of the workplace if the supervisor has not already done so. 

 Being available to answer questions. 

 Reporting any serious issues/concerns to the line manager/supervisor. 

 Referring to appropriate resource. 

 Instilling a sense of belonging. 

 

Preferred Qualities 
 

A successful buddy will meet many of the following criteria: 
 

 Has volunteered to be a buddy and will be available to the employee. 

 Can be given the time to be accessible to the employee. 

 Holds a job similar to that of the new employee (i.e. peer). 

 Possesses a full understanding of the work environment (minimum length of service of six 
months or a year). 

 Enjoys working for the department. 

 Is well regarded by peers. 

 Has good communication and interpersonal skills. 

 Has patience and is empathetic. 

 Is trustworthy. 

 Exhibits a positive attitude. 

 

Tips for Buddies 
 

The following tips may be of use to staff members considering becoming a buddy: 
 

 Buddies do not have to be an “expert.” The focus is on their personal work experience. 

 It will take time to develop a relationship. Buddies should not try to cover everything right 
away. 

 A relationship with the new staff member should not be forced – it will take time to develop. 

 Buddies should accept that a new employee has his / her own perspective and work style 
and this may differ from the buddies. 

 Try to be an active listener. 
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Delivering care through collaboration 

 
Golden Jubilee Foundation 
Beardmore Street, Clydebank G81 4HX 
Telephone: 0141 951 5000 
www.goldenjubileefoundation.org 

 

Chair: Susan Douglas-Scott CBE 
Chief Executive: Jann Gardner 

 
 
 

Direct Line: 
 

Email: 
 

Ref: 
 

Date 
 

New Employees Address 

 
 

Dear 

 

I am delighted that you are joining our department on (employee start date) and would personally 

like to welcome you to our team. 
 

We hope that your career here will be a rewarding one and you can expect to receive full support 
from myself and your colleagues in settling into your new role. This will include an induction 
programme which we have prepared for you. 

 
I look forward to meeting you on your first day. 

 
In the meantime, please feel free to contact me should you wish to discuss any elements of your 
role prior to starting your employment with us. 

 
On behalf of the team we look forward to you joining us. 

 

Kind regards, 

 
 

Name 
(Department Manager) 

http://www.goldenjubileefoundation.org/

