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The aim of this guide is to Welcome you to NHS Golden Jubilee and provide 

information that will support you to understand your responsibilities in relation 

to our corporate mandatory training topics and Organisational Values. 

Information contained in this guide will be supplemented by departmental and 

role specific induction training which will be provided at a ward / department 

level. 

 

 
 

 

NHS Golden Jubilee is unique within the NHS. A national institution, 

independently run by its own NHS Board, our mission is to deliver care 

through collaboration. Our family of facilities includes the Golden Jubilee 

National Hospital, Conference Hotel and Research Institute. 

 

We are an organisation of highly committed people who are dedicated to 

providing the best care, services and experiences for our patients, carers and 

staff. 

 

You will be supported with a local induction to help you settle into the role 

and the department you will be working in.  You will also have access to a 

range of resources being made available to support staff health and 

wellbeing.  

 

Our response to the pandemic means that we will be working differently over 

the coming weeks and months. This means we may ask you to be flexible 

with your approach to your working area and availability to help us keep 

services running, supporting those patients who are most in need.   

 

We recommend that you regularly check the Coronavirus (COVID-19) Hub 

http://jubileestaffnet/index.php/departments/infection-control/covid-19  

for up to date communications/information.  

 

But please be assured that your safety and the safety of our patients is 

paramount and you will be supported to fulfil your role to the best of your 

ability. 

Thank you for everything that you will do in the coming days, weeks, and 

months.  

 

Welcome  

Purpose of this Guide 

http://jubileestaffnet/index.php/departments/infection-control/covid-19
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What we do or deliver in our roles within the NHS Golden Jubilee is critical, but 

the way we behave is equally important to our patients, customers, visitors 

and colleagues.  

 

Organisational values explain and communicate those things that an 

organisation genuinely believes in – a small set of guiding principles. 

 

Recognising this, we carried out a programme of work with a range of staff, 

patient representatives and managers to understand our core and shared 

values.   

 

Our Values being: 

 
 

We know that positive values currently exist in the organisation and 

recognise the importance of these values being demonstrated by all staff on 

a day to day basis. 

 

Our Values are not meant to add additional expectations to your role. Our 

values focus on behaviours and are aligned to all NHS professional codes 

of conduct. So whether you are a clinician, nurse, scientist, physiotherapist 

or work in administration, our values directly link to guidelines set out by your 

professional body. 

 

 

 

 

 

 

Our Organisational Values 
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All staff within NHS Golden Jubilee, regardless of their role, are required to 

complete corporate mandatory training modules. There are five training topics 

as follows: 
 
 

1. Equality and Diversity 

2. Fire Awareness 

3. Hand Hygiene 

4. Safe Information Handling 

5. Manual Handling 
 
 

We always aim to minimise the amount of time you are away from work, and 

recognise that during this time staff may find it difficult to have the study leave 

required to complete mandatory training.   
 
 

This guide has therefore been created to build on your induction programme 

from NES or your Higher Education Institute and provide you with general 

information on each of our corporate mandatory training topics. You should 

read this carefully. 

 

We recognise this guide is not a substitute for completing mandatory training, 

but provides you with introductory information to support safe practice. Should 

you have any questions regarding any of the subjects you can discuss these 

with the manager/clinical educator on arrival to the ward or department.  

Alternatively, you can contact the subject matter expert – contact details have 

been provided. 

Mandatory Training Topics 



6 
April 2020 

 

 

NHS Golden Jubilee is committed to creating an environment where staff, 

patients, visitors and guests are treated with dignity and respect, with their 

diversity being recognised and valued. 
 
 
Our NHS Golden Jubilee shared values are: 
 
 

• We will treat everyone with dignity and respect. 
 
 
• We will take responsibility to do our own jobs well. 

 
 
• We will demonstrate our commitment to quality. 

 
 
• We will work effectively with others in teams. 

 
 
• We will display a “can do” attitude at every opportunity. 

 
 
Our behaviour affects other staff, patients, visitors and customers at NHS 

Golden Jubilee, it is important to reinforce our commitments and expectations 

to provide everyone with meaningful information about your rights and 

responsibilities in relation to equality and diversity. 
 
 
Why is equality and diversity important to NHS Golden Jubilee? 
 
 
Put simply; we value the diversity of our workforce and recognise that staff are 

happiest and productive when they can be themselves at work, are treated 

fairly and with dignity and respect. This also means that our patients, service 

users and customers receive a better service. 
 
 
We seek to ensure that we respect and include everyone and that no one is 

treated less favourably regardless of their protected characteristics.

 
What are Protected Characteristics? 
 
 
The Equality Act 2010 established nine protected characteristics and these are 

protected from all forms of unlawful discrimination. 
 

Equality and Diversity 
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 Age – this refers to a person belonging to a particular age (e.g. 32 year 

olds) or range of ages (e.g. 20-24, 25-29 year olds etc). 
 
 

 Disability – a person has a disability if they have a physical or mental 

impairment which has a substantial and long-term effect on their ability 

to carry out normal day-to-day activities. Not all disabilities are physical 

or visible. 
 
 

 Gender – this refers to being male or female (typically used with 

reference to social and cultural differences rather than biological ones). 

For a variety of reasons, some people do not identify themselves by 

these definitions. 
 
 

 Trans Status – traditionally known as gender reassignment, trans 

status applies specifically to transsexual men and women. It refers to a 

process of social, emotional and physical (that may or may not involve 

medical and surgical treatments) transition. The law protects people 

who are intending to go through, are currently going through, or have 

undergone the process of gender reassignment. 
 
 

 Marriage and Civil Partnership – marriage is no longer restricted to 

a union between a man and a woman but now includes a marriage 

between a same-sex couple. Same-sex couples can also have their 

relationships legally recognised as ‘civil partnerships’. Civil partners 

must not be treated less favourably than married couples. 
 
 

 Pregnancy and Maternity – pregnancy is the condition of being 

pregnant or expecting a baby. Maternity refers to the period after the 

birth, and is linked to maternity leave in the employment context. 
 
 

 Race – it refers to a group of people defined by their race, colour, and 

nationality (including citizenship) ethnic or national origins. 
 
 

 Religion or Belief – religion has the meaning usually given to it 

but belief includes religious and philosophical beliefs including 

lack of belief (such as Atheism). Generally, a belief should affect 

your life choices or the way you live for it to be included in the 

definition. 
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 Sexual Orientation – is a combination of emotional, romantic, 

sexual or affectionate attraction to another person. In other 

words, it’s about who you are attracted to, fall in love with and 

want to live your life with. This can include attractions to people 

who are the same sex (i.e. gay men, gay women/lesbians); 

people who are the opposite sex (i.e. heterosexual, straight men 

and women); and people of both sexes (i.e. bisexual men or 

women). 
 
 
Who is responsible for equality and diversity? 
 

Everyone. 

NHS Golden Jubilee has a legal responsibility to comply with equality 

legislation and it recognises the business and moral reasons for creating an 

inclusive environment. 

Staff have a personal responsibility to treat everyone with dignity and respect, 
demonstrating behaviour that reflects NHS Golden Jubilee Values and 
occupational codes of conduct. Should you witness inappropriate behaviour, 
you should respectfully challenge it or report it to your manager/ supervisor, 
alternatively contact one of the staff listed below under ‘For further advice and 
support contact’. 
 
 
 
Dignity at Work 
 
 
NHS Golden Jubilee regards all forms of violence, including harassment and 

bullying, as completely unacceptable and such behaviour is not tolerated 

under any circumstances. We use the following definitions of violence, 

harassment and bullying: 
 
 

 Violence 
 
 
“Any incident where staff are abused, threatened or assaulted in 

circumstances related to their work, involving an explicit or implicit 

challenge to their safety, well-being or health”. 
 
 
 
 
 
 



9 
April 2020 

 Harassment 
 

Harassment is “unwanted conduct related to a relevant protected 

characteristic (age, race, disability, trans status, religion or belief, sex, or 

sexual orientation), which has the purpose or effect of violating 

an individual’s dignity or creating an intimidating, hostile, degrading, 

humiliating or offensive environment for that individual”. 
 
 

 Bullying 
 
 
Bullying may be characterised as “offensive, intimidating, malicious or 

insulting behaviour, an abuse or misuse of power through means that 

undermine, humiliate, denigrate or injure the recipient”. 

 
 

Examples of these: 
 
 

 Using language that you are aware others may find offensive; 
 
 

 Spreading malicious rumours, or insulting someone by word 

or behaviour; 
 
 

 Overbearing supervision or other misuse of power or position; 
 
 

 Unwelcome sexual advances - touching, standing too close, the 

display of offensive materials, asking for sexual favours, making 

decisions on the basis of sexual advances being accepted or rejected; 

 

 Sending intimidating or hurtful emails or text messages; and 
 

 Posting offensive or hurtful messages on social media e.g. 

Facebook, Twitter etc. 
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 For further advice and support contact: 
 

•    Equality Leads – These individuals can provide information on the 

equality work being undertaken by the NHS Golden Jubilee and include 

expert knowledge on their particular characteristic of interest. 
 
 

•    Diversity Champions – These individuals have had enhanced training 

on equality and are able to advise and signpost staff to further 

information. 
 
 

•    Confidential Contacts – Are trained individuals who are fully 

knowledgeable about the Bullying and Harassment policy and 

procedure. You can contact them independently to discuss your situation 

and for support in making a decision about how you would like an 

incident to be handled. 
 
 

•    Union Reps – can provide advice and information on HR policies and 

equality issues. 

 
 
Contact details for all of the above can be found on the staff 
intranet site under the ‘Staff at Work’ tab. You can also contact the 
Human Resources department on extension 5188. 
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Fire safety is essential. It is important that you make yourself aware of the 

dangers and proper procedures to take in the case of a fire. On arrival in your 

ward or department, you must ensure you are shown the local Fire Procedure. 
 
 
You must familiarise yourself with this, and know what you are expected to do 

in the event of a fire including: the evacuation procedures, the location of fire 

escape routes and exits, fire alarm break-glass call points, fire-fighting 

equipment and, if applicable, emergency oxygen shut off valves. 
 
 
The fire alarm can be activated either automatically on the detection of heat 

and/or smoke or manually by breaking the glass of the nearest fire alarm call 

point, resulting in the activation of the fire warning system. 
 
 
If you discover or suspect a fire: 
 
 

 Operate nearest fire alarm call point. 
 
 

 Call 6666 to report a fire within the hospital. 
 
 

 Call 7777 to report a fire within the hotel. 
 
 

 Ensure the safety of persons in the area. 
 

 Only attempt to fight the fire using the potable fire extinguishers if safe 
and you are trained to do so.  

 
 
On hearing a continuous fire alarm tone: 

 
 

 Ensure the safety of the patients and visitors in the area 
 
 

 Ensure all doors and windows are closed if safe to do so 
 
 

 Prepare to evacuate patients and wait on instructions from the 

senior person in charge or internal fire team, and 
 

 Evacuate immediately if working within a non-patient care area.  
 

Fire Safety  
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On hearing an intermittent fire alarm tone: 

 This indicates the fire is elsewhere in the building and you 

simply prepare for evacuation. 
 
 

 As above, all non-patient care areas should evacuate the building 

and assemble at one of the external assembly points. 
 
 
Fire alarm testing is held every Wednesday afternoon between 12pm and 2pm 

for up to 15 seconds. Should the alarm go off for more than 15 seconds this 

will not be a test and you should follow evacuation procedures as above. 
 
 
Again, please refer to your local department fire procedure for specific 

instructions on fire evacuation from your area. 
 
  

For further advice and support contact: 
 

Health and Safety Manager on extension 5015. 
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Prevention and Control of Infection is everyone’s responsibility. Every member 

of staff is expected to maintain the high standards required in health care, 

ensuring the continuation of high level environmental practice and safety. 

Health Protection Scotland have developed guidance consistent with the 
current infection prevention and control advice by NHS Scotland to manage 
the ongoing response to COVID-19.  

You must read and familiarise yourself with this guidance which can be found 

at: 

 
https://www.hps.scot.nhs.uk/web-resources-container/covid-19-
guidance-for-infection-prevention-and-control-in-healthcare-settings/ 
 

 
Should you require further information to support you to risk assess a task, 

contact the department manager or individual in charge. You can also contact 

the Infection Control Team for advice. 

 

Compliance with Hand Hygiene requirements is essential and you must 

ensure you follow the steps of effective hand washing as highlighted overleaf. 

 

For further advice and support contact: 
 

The Prevention and Control of Infection Team on extension 5808 during 

office hours, Monday to Friday.   

 

Out of hours, contact via switchboard (dial 0) and request the out of 

hours Prevention and Control of Infection Nurse. 

 

 

Prevention and Control of Infection 

https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-infection-prevention-and-control-in-healthcare-settings/
https://www.hps.scot.nhs.uk/web-resources-container/covid-19-guidance-for-infection-prevention-and-control-in-healthcare-settings/
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Hand Hygiene 
Steps 3 to 8 should take at least 20 seconds 
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In the 1992 Manual Handling Operations Regulations, manual handling is 

defined as “any transporting or supporting of a load (including the lifting, 

putting down, pushing, pulling, carrying or moving thereof) by hand or bodily 

force.”    

In your role here at NHS Golden Jubilee you will be involved in manual 

handling. There is evidence that manual handling can cause musculoskeletal 

injury. This is an injury to the joints or soft tissues, often through the 

cumulative effects of awkward postures, positions and effort required when 

doing manual handling tasks. Occasionally it can be through a traumatic 

incident. As required by the Health and Safety at Work Act 1974, NHS Golden 

Jubilee has a duty to protect the health and safety of our employees and those 

that are affected by what you do. 

We will try to avoid the need for you to do hazardous manual handling. Where 

it cannot be avoided, there are risk assessments that identify safer systems of 

work for the organisation and locally. You can also access the Manual 

Handling Policy on SharePoint via STAFFnet.  

We can provide equipment and further training to assist you with managing the 

manual handling risk.  It is your duty to take reasonable care for your own 

health and safety and those that are affected by what you do or omit to do.  

To assist you in recognizing and reducing risk, the ergonomic risk assessment 

tool TILE breaks down the factors that are important when looking at a 

process.   

 T – the Task.  Is it repetitive? Does it require overstretching, stooping, 

twisting or reaching upwards? Is the speed determined by a process? Is 

there a long carrying distance? Considerable pushing or pulling?  

 I – the Individuals doing the task. Their height? Strength? Existing 

medical conditions? Training & experience? 

 L – the Load. Is it heavy, bulky, unwieldy or difficult to hold? Are the 

contents likely to shift, is it potentially damaging to you?  

 E – the Environment it is occurring in.  Is there adequate space, lighting 

and flooring?  Is it hot, cold or humid? 

 

Manual Handling 
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In addition to the TILE assessment tool, the following techniques should be 

considered:  

 Think before lifting/handling. Plan the lift. 

 Adopt a stable, offset base on relaxed knees.  

 Slight bending of the back, hips and knees to lower to the load. 

 Ensure a good open/indirect hold that is close to the waist. 

 Avoid twisting. 

 Keep the head up and move smoothly. 

Do not be tempted to lift more than can be easily managed.  If there are tasks 

that are troublesome or where you are having difficulty or pain, speak to the 

department manager/clinical educator and they can support you through 

Occupational Health.   

For further advice and support contact: 
 
Manual Handling Lead on extension 5412. 
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Patients and customers expect that you and the NHS in Scotland will keep 

information held about them confidential.  

This duty of confidentiality applies to: 

• All staff who work for or are under contract to the NHS in Scotland, 

including students, volunteers, agency staff, contractors and 

independent contractors, and 

• Information about patients that you come across in the course of your 

work. 

At all times you must be aware of issues relating to confidentiality. 

 

Confidential Information 

For information to be confidential it must: 

• not be common knowledge among lots of people, for example, the 

content of a discussion between a patient and a health professional, and 

• be useful and not irrelevant or trivial. 

The term “confidential information” applies to information recorded in any 

format, including information that staff learn from or about individual patients, 

customers or staff, even if it is not recorded. 

 

Protecting Information 

It is your responsibility to make sure that you protect the confidential 

information that you may gain access to in your role as a member of NHS 

staff. Your responsibility starts when you receive the information.  It then 

continues when you use it, store it, share it with others and get rid of it. 

In May 2018 an updated Data Protection Act 2018 came into force alongside 

the General Data Protections Regulation (GDPR).  As an employee of NHS 

Golden Jubilee, you must comply with these legislations to protect individuals 

with regard to the processing of their personal identifiable data.                      

Safe Information Handling 
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To mitigate any risks in relation to the processing of personal identifiable 

information, Data Protection Impact Assessments (DPIA) must be carried out. 

These are usually done by the Information Asset Owner with support from the 

Information Governance Manager.  

To protect personal identifiable information, you must ensure you:  

• Keep accurate, relevant records. 

• Record and use only the information necessary. 

• Access only the information you need. 

• Keep information and records physically and electronically secure. 

• Never use personal own devices such as smart phones or iPads/ 

tablets to store or transfer patient/customer or staff information. 

• Keep your usernames and passwords secret and never use anyone 

else’s username and password. 

• Always report actual and possible breaches of security or confidentiality 

as a matter of priority to your line manager. 

• Never discuss cases in public places where you can be overheard. 

• Never leave confidential information on your desk – always leave your 

desk tidy. 

 

For further advice and support contact: 
 
If in doubt, speak to your line manager in the first instance. The 

Information Governance Manager can also be contacted on extension 

5765. 
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Emergencies Extension 

Report a Fire 6666 - Hospital 

7777 - Hotel 

Cardiac Arrest 2222 

   

Department Extension 

E-Health 5666 

Health & Safety Manager 5015 

Hospital at Night Pager 0001 

Hospital Switchboard 0 or 5000 

Hotel Reception 6000 

Hospital Housekeeping 5016 

Human Resources 
 

5082 

Infection Control Team 

 

  

5808  

Out of office hours via switchboard. 

Dial 0 and request the out of hours 

Prevention and Control of Infection 

Nurse. 

Learning & Organisational 

Development 

5123 

Manual Handling Lead 5412 

Occupational Health 5435 

Spiritual Care Lead 5060 

 

 

Useful Telephone Numbers  


