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Title NHS Health Scotland Induction Policy 

 
Summary 

 
The purpose of the policy is to set out the 
manner in which all NHS Health Scotland 
staff, particularly: 
• new employees; 
• staff moving between  departments or 

boards;  
• managers both new to the organisation 

and newly promoted;  
• staff returning to work after an extended 

period of absence are informed about and 
are aware of their role in contributing 
towards delivery of the strategy, 
structure, processes  and culture of the 
organisation.  

 
The objective is to ensure that new 
employees are appropriately welcomed to 
NHS Health Scotland and seamlessly 
integrated into the work environment as soon 
as possible. 
 

Status Existing policy reviewed and amended 

Impact Assessment Date 30/06/2015 

Partnership Forum Sign Off 29/11/2017 

SGC Approval 15/12/2017 

Review September  2017 

Review Date October 2019 

Contact Rachael McNelis People Development 
Coordinator 
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NHS Health Scotland 
Induction Policy 

 

Policy 
 
The policy of NHS Health Scotland is to ensure that employees receive an 
induction programme: 

 at the start of their employment,  

 after a move to a new team,  

 when becoming a line manager for the first time, 

 on return to work after an extended period of absence.  
 

This will provide a corporate overview and the information / knowledge 
required to enable them to become an efficient and effective member of their 
team as soon as possible. It is also intended to ensure that new employees 
have an understanding of our values as an organisation and the behaviours 
we expect from our employees. 
 

Purpose 
 
The purpose of the policy is to set out the manner in which employees are 
informed about the processes and systems in the organisation. The objective 
is to ensure that new employees are appropriately welcomed to NHS Health 
Scotland and are able to make a positive contribution in the work environment 
as soon as possible. The policy also aims to provide a system to allow 
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managers to tailor induction in order to support internal moves, staff returning 
from a leave of absence and those new to line management. 
 

Principles 
 
The principles upon which this policy is based are that it: 
 

 Applies to all permanent and fixed-term contract employees employed 
directly by NHS Health Scotland. 

 Recognises that temporary / contracted staff /visiting workers require a 
separate programme which is the responsibility of the concerned line 
manager, based on the remit of their work. 

 Recognises the specific challenges faced by those new to 
management and provides an appropriate induction to support them in 
addressing these.  

 Requires that all line managers of new employees receive an induction 
information pack prior to the new employee’s start date that they will 
then pass on to their new employee on their first day. 

 Informs staff about relevant policies and practices, sign-posting them to 
further information. 

 Sets out our organisational values and clear expectations about 
behaviours of NHS Health Scotland employees and allows for staff to 
explore how these tie in with their own values and contribute to the 
organisation. 

 Ensures a consistent corporate message and encourages discussion 
with the line manager around what this means in practice for the role. 

 Ensures relevant role-specific induction through the line manager, as 
outlined in the Induction Checklist for Line Managers (see Appendix I). 

 Requires that all staff complete an appropriate Induction task list within 
the first three months of employment / returning to work, or the first 
month for visiting workers (see Appendix II). 

 Ensures an induction for each employee that is specific to them, their 
role and their team, outlining the main areas of work and key contacts. 

 Provides an evaluation of induction at the end of the first three months 
(or first month for visiting workers) of the employee joining, or returning 
to NHS Health Scotland . 

 Will be implemented in accordance with NHS Health Scotland’s 
Embracing Equality, Diversity and Human Rights policy. 

Roles and responsibilities 
 
The Partnership Forum will: 
 

 Monitor the effectiveness of this policy and recommend changes as 
necessary. 
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The CEO, Directors and Senior Management will: 
 

 Act as champions of this policy and ensure that it is cascaded and 
adhered to in their remits. 

 
Line Managers will: 
 

 Be responsible for planning and executing a comprehensive induction 
programme during the first three months of an employee : 
 

o joining the organisation 
o joining a new team 
o becoming a manager 
o changing roles 
o returning to work after an extended period of absence.  

 
 Be responsible for planning and executing a comprehensive induction 

programme during the first month of a visiting worker joining the organisation. 

This includes: 
 

 Working through the Line Manager checklist (Appendix I). 

 Arranging a role-specific induction and identifying the correct 
Induction task list to be completed (See appendix II). 

 Personally participating in the induction process by supporting 
the new staff member and making his or herself available for 
regular one-to-one meetings.  

 Ensuring that the employee prioritises corporate presentations, 
modules or team / directorate sessions forming part of the task 
list within the first three months of joining. 

 Identifying and supporting a new start buddy (guidance on this 
role can be found in appendix III). 

 Holding a review meeting after 1 month for objective setting and 
agreeing a Personal Development Plan which should be 
recorded on the eKSF system. 
 

 Be responsible for liaising with the new employee, HR and People 
Development Team to agree suitable induction arrangements and 
making reasonable adjustments prior to starting and during induction, 
for members of staff with specific requirements (e.g. disabilities, unable 
to attend particular sessions due to working hours, requirement for a 
quiet room / prayer room etc.). 

 Ensure that new staff are aware of mandatory training requirements 
(e.g. Fire Safety, IT Security, etc.) as outlined in the Inductiontask lists. 

 
 
The People Development Team will: 
 

 Lead and provide guidance / support on the overall induction process. 
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 Supply line managers with all relevant information packs, task lists and 
materials prior to the new employee’s start date, for them to implement 
an effective induction for their new staff. 

 Have monthly check in’s with new and returning employees for their 
first 3 months, and have 1 check in with visiting workers after their first 
month. 

 Work jointly with HR and Health, Safety & Facilities to provide 
employees with an induction information pack on their first day and 
ensure that this is updated on a regular basis. 

 Maintain records of completion data and evaluate feedback on the 
process and monitor these for continuous improvement. 

 Continuously review the induction evaluation survey and completion 
statistics at six month intervals. 

 Ensure line managers discuss the Learning Programme with staff 
including completion of mandatory training (such as Fraud Awareness, 
Fire Safety etc.) and courses relevant to role as part of PDP 
discussions. 
 

 
The HR Team will: 
 

 Support the People Development Team in implementation of a 
comprehensive induction programme, including the provision of 
notifications of new employees.. 
Ensure alignment of the induction programme from the stages of 
recruitment. 
 

Employees will: 
 

 Take responsibility for making new employees feel they are welcome, 
in line with our organisational values and expected behaviours. 

 Participate in the induction programme set out for them and take 
responsibility for their own learning and seeking information they 
require when they join the organisation. 

 Ensure that they set and agree appropriately aligned objectives and 
PDP with their line manager by the end of their first month in post. 

 Complete an online evaluation of the process after 3 months. 
 
Visiting Workers will: 

 Participate in the induction programme set out for them and seek information 

they require when they join the organisation. 

 Complete an online evaluation of the process after 1 month. 

Processes 
 
Prior to joining, employees will: 
 

 Receive details of terms and conditions of employment. 
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 Complete necessary administrative documentation. 
 
During the first week, new staff will: 
 

 Meet and be welcomed by their Line Manager on the first day, or a 
delegated person should the line manager be unavailable. 

 Receive information on health, safety and security of the site they will 
be working at. 

 Receive an induction pack informing them of what is expected of them 
during the induction period, along with basic information on NHS 
Health Scotland. 

 Review the corporate Strategy and set time aside to discuss this with 
their line manager to understand the nature of their role and 
responsibilities and how these fit in with the overall organisational 
objectives and strategy. 

 Receive a link from their line manager to the where all Policies are 
stored on the Source and discuss the key ones they should be aware 
of. 

 Receive the relevant Induction task list from their line manager (See 
Appendix II). 

 Receive IT-related information (e.g. system log-on, IT Security, using 
the Intranet, printers / faxes etc.). 

 Receive general information on processes (e.g. phone systems, taxi 
bookings, stationery requests etc.). 

 Receive information on HR-related processes such as absence 
procedures, leave entitlement, flexible working, KSF / PDP. 

 Be informed of organisational practices, values and expected 
behaviour (e.g. equality and diversity). 

 
During the first month, employees will: 
 

 Agree appropriately aligned objectives and PDP activities with their line 
manager and record these on the system. 

  
During the first month, visiting workers will: 

 Meet with team members to discuss where they fit within the function of 

the team. 

 Network with relevant internal and external stakeholders (with whom 

regular interaction is required for work activities). 

 Participate in a meeting with his / her line manager to review the 

induction  

 Complete the online evaluation after 1 month of joining. 

 
During the first three months, employees will: 
 

 Meet with team members to discuss where they fit within the function of 
the team. 
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 Network with relevant internal and external stakeholders (with whom 
regular interaction is required for work activities). 

 Understand objectives, standards of performance and the behaviour 
expected of them. 

 Participate in regular review meetings with his / her line manager 

 Complete the online evaluation of induction after three months of 
joining. 
 

Review 
 

This policy will be reviewed no later than October 2017 to ensure that 
arrangements are appropriate to the operating requirements of NHS Health 
Scotland. 
 
 

Date Policy approved………………………………………. 

 
 
Agreed by ……………………………………Chief Executive 

 
 
Agreed by …………………………………….Staff Side Chair, Partnership Forum 
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Appendix I: Line Manager’s Checklist for New Starts 
 

To be completed by line manager with Employee during the first 3 months of 
employment, or first month of a visiting worker joining Health Scotland. 
 

Task 
Yes / 
No 

Comments and  
Date Completed 

Key contacts 

1 Preparation / considerations prior to employee starting 

 
1.1 

 
Notify HR of start date and details for 
new employee. 

   
HR 

 
1.2 

 
Contact employee (at least one week 
prior to joining) and confirm receipt of 
conditions of employment, first day 
arrangements (inform them of start 
time, destination, travel etc.) Ensure 
documents for employment and IT 
security policy have been returned to 
HR 
 

      

 
1.3 

 
Check with employee for any 
reasonable adjustment or particular 
requirements and make 
arrangements accordingly with 
Health, Safety & Facilities or HR 
(e.g. additional equipment required 
due to disability, requirement for a 
quiet room / prayer room, 
adjustments to working hours due to 
parent / carer responsibilities etc.) 
 

   

 
1.4 

 
Plan role-specific detailed induction 
programme to include reading 
material, one-to-one meetings and 
special training required (e.g. events 
training, PECOS training, research 
commissioning etc.) 
 

   

 
1.5 

 
Complete all relevant Health, Safety 
& Facilities forms at least 24 hours 
prior to start date (New start ID access 

      
Health, Safety & 
Facilities 
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badge request and NSS Booking 
manager request for room bookings) 
 

 
1.6 

 
Inform team and return relevant 
forms to notify NSS reception of 
arrival 
 

      
Building 
reception, Health, 
Safety & Facilities 

 
1.7 

 
Assign an appropriate member of 
staff as a buddy to assist with 
induction 
 

      

2 First Day / First Week 

2.1 Welcome 

 
2.1.1 

 
Meeting with LM (or appropriate,  
delegated person in their absence) 
and welcome on Day 1.  
 
 

      
Building 
reception, Health, 
Safety & Facilities 

 
2.1.2 

 
Introduce to team and provide their 
contact details (email and extension 
number etc.) 
 

      
IT, Health, Safety 
& Facilities 

 
2.1.3 

 
Send welcome email to 
organisation/post on Source/ 
 

      
Web 

 
2.1.4 

 
Introduce relevant induction Task list 
and highlight priority tasks such as 
Fire Training, Display Screen 
Environment and IT security 
 
 

   
Health & Safety, 
IT and various 
content owners 
(see Source 
pages) 

2.2 Orientation and security 

 
2.2.1 

 
Tour of site and facilities, including: 

 Health, Safety & Facilities Staff   

 Toilets 

 Changing rooms 

 Tea / coffee prep areas 

 Restaurant 

 Vending machines 

      

http://thesource.healthscotland.com/teams/strategy/people-and-improvement/people-and-workplace/health-safety-facilities/offices/Documents/MCRoomBookingManagersApprovalForm.doc
http://thesource.healthscotland.com/teams/strategy/people-and-improvement/people-and-workplace/health-safety-facilities/offices/Documents/MCRoomBookingManagersApprovalForm.doc
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 Notice boards 

 Bisley bite parking 

 Fire Exits and alarms 

 Printers, internal post, 
Stationery, etc. 

 Meeting rooms and hot-desks 

 Break out spaces 

 Quiet rooms 
 

 
2.2.2 

 
Health and safety information / 
procedures (fire safety, first aid etc.) 
for site 
 

      
Site notice 
boards 

2.3 IT and Source 

 
2.3.1 

 
Provide system log-on details 
 

      
IT 

 
2.3.2 

 

 
Provide email login and 
demonstration of NHS mail if new to 
NHS. Set up mail signature with 
extension number and set font to 
Arial 12/14 as per style guide 
 

   
IT 

 
2.3.3 

 
Discuss network drives / SharePoint 
and document storage and guide 
them to finding team-specific 
information. Arrange for access to 
any secure folders, or libraries in 
SharePoint 
 

      
IT 

 
2.3.4 

 
Demonstrate use of the Source (e.g. 
searching for contacts, accessing 
own profile, accessing team pages 
etc.) 
 

      
Web 

 
2.3.5 

 
Ensure staff member uploads 
photograph on to their Source profile 
and updated information on contact 
details for new start is added to 
profile by Web 
 

      
web 

 
2.3.6 

    
Procurement 
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 Complete PECOS User Access 
Authorisation form and return to 
procurement in Scottish Ambulance 
Service, if required. 
 

 
2.3.7 

 
Provide link to LearnPro website and 
ensure new start creates a user 
account 
 

   
People 
Development 

2.4 General Information 

 
2.4.1 

 
Discuss lunch options and potentially 
arrange lunch on Day One 
 

      

 
2.4.2 

 
Discuss dress code (no formal   
policy) 
 

      

 
2.4.3 

 
Introduce to induction buddy if one 
has been assigned 
 

      

 
2.4.4 

 
Explain flexible-working and hot 
desking system 
 

   

2.5 Induction Programme 

 
2.5.1 

 
Agree schedule for one-to-one 
reviews / catch-up meetings with LM 
for first 6 months 
 

   

2.6 Employment Conditions and Work Environment 

 
2.6.1 

 
Explain business travel procedures 
and arrangements (e.gflexi-passes, 
recording for flexi-time) 
 
 
 

      

 
2.6.2 

 
Explain flexi-time sheets and refer to 
policy, leave entitlement and 
absence procedures (refer to HR 
Policy Framework for relevant 
policies) 
 

      
HR 
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2.6.3 

 
Inform about pay-dates and 
employee benefits  

      
HR 

 
2.6.4 

 
Inform about performance 
management systems and 
processes and review (refer to 
People Development pages on the 
Source) 
 

      
People 
Development 

 
2.6.5 

 
Discuss team management / working 
style 
 

      

 
2.6.6 

 
Inform about expenses, subsistence 
and overtime 
 

   
HR 

 
2.6.7 

 
Discuss organisational culture and 
values 
 

   

 
2.6.8 

 

 
Discuss who the local union 
representatives are  
 

   
Staff Side 

 
2.6.9 

 
End of week catch up 
 

   

3 1-3 Months 

3.1 Organisation 

 
3.1.1 

 
Support new start while working 
through the Induction checklist 
 

      

 
3.1.2 

 
Introduce staff member to key staff 
relative to their role 
 
 
 
 

      

 
3.1.3 

 
Discuss the current structure of the 
organisation  
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3.1.4 
 

Discuss the various committee’s and 
group’s which Health Scotland have 
and direct to the Source page’s 
where they can find out more 
information about each 
 

Source 

3.2 Team / Department work - related 

 
3.2.1 

 
Hold regular informal check in 1:1 to 
check progress of induction and 
discuss further development and 
plan objectives 
 

   

 
3.2.2 

 
By end of first month hold a review 
meeting to agree appropriately 
aligned objectives, KSF outline and 
PDP (including providing information 
on development opportunities and 
resources available – refer to 
learning pages on Source) – LM to 
help with suggestions and advice on 
development opportunities available. 
 

      

3.3. Work Processes 

 
3.3.1 

 
Guidance on relevant procedures 
such as business planning (including 
Corporate Planning tool), budget 
management, purchase ordering, 
tendering process, commissioning 
research etc. 
 

      

 
3.3.2 

 
If new start has line management 
responsibility, guide through 
processes such as recruitment, 
performance, absence etc. and 
ensure time is spent with the 
appropriate HR Officer / HR Manager 
to receive further support 
 

   

3.4 Review 

 
3.4.1 

 
Ensure review of induction is 
completed within 3 months, or 1 
month if it is a visiting 
worker.Complete manager 

      
People 
Development 
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comments section and the signed off 
Induction Record. 
 
 

4 End of 3 Month induction period 

 
4.1 

 
Review to address any outstanding 
issues related to induction. Points to 
consider: 

 Is the induction process complete 
in your eyes? 

 What needs to be done to 
continue learning or embedding 
staff in the role? 

 What further support may be 
needed? 

 

      

 
4.2 

 

 
Completion of online evaluation by staff 
member.  
 

   
People 
Development 
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Appendix II: Flowchart to Identify Appropriate Induction Task Lists  
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Induction Task 
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Also Complete New to 
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Induction Task 
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Appendix III: GUIDANCE FOR NEW START BUDDY 

 
The purpose of the new start buddy system is to offer support in the everyday 
activities of a new member of staff to your team. The buddy does not 
replace the responsibilities of the line manager but is there to offer 
additional support when the line manager is not available or does not have the 
answers. This will be particularly important in the first weeks of their new role 
and is not expected to continue beyond the induction period of 3 months. 
 
The important thing to remember with buddying is that the focus is determined 
by the new start. They must lead in identifying issues and, with guidance from 
the buddy, resolving them. The buddy is not there to provide all the answers, 
but to guide the new staff member towards how to find the answers for 
themselves. 
 
Key points: 
 

• Buddies are an additional support when line manager is unable to 
advise 

• Required for between one – three months 
• Is led by the new start 

 
Engaging in this type of working relationship is beneficial for the buddy and 
staff as well as the organisation as a whole. The specific benefits for the 
buddy are: 
 
• Broadening of own skills and knowledge (put it in your PDP & review 
evidence) 
• Provision of a new dimension to current job 
• Can increase personal and professional networks 
• Seeing others develop from your experience(s) 
 
The benefits the organisation gains from its employees entering into 
mentoring relationships are: 
 

• Increase in knowledge retention within organisation 
• Faster integration of new team members leads to more effective teams 
• Positive impact on recruitment and retention 

Should I become a mentor? 
The decision to become a buddy is not one that should be taken lightly. Being 
a buddy for someone is a rewarding and valuable role to take on, however 
before agreeing you must understand the skills & qualities required and 
what the role will involve. 
 
Skills and Qualities of a New Start Buddy 
 
Below is a list of the skills and qualities we feel a buddy should have. You are 
encouraged to review these and evaluate yourself before agreeing to become 
a buddy. 
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• Interested in being a buddy – if asked to become a buddy you must 
think carefully whether you actually want to do it, you can say No. 
 

• Appropriate knowledge and skills – you should be involved in a 
similar field to that of the person you will be buddying in order than 
you can provide guidance from an understanding of the area they 
are working in. 

 
• Listening skills – are you able to actively listen to others, not 

interrupting but listening and reflecting back what the new team 
member is saying. 

 
• Patient and supportive – as the relationship is led by the new start 

you will need to be prepared to support them towards achieving 
their goals. You need to help them reach conclusions at their own 
pace and not impose your views or suggestions. 

 
 
Role of a New Start Buddy 
 
As a Buddy you will be viewed as a more experienced member of staff who is 
willing and able to pass on the benefit of that experience.  Your role is to 
provide information, when requested, and to ask probing questions to help the 
new team member make judgements and think through problems in order to 
help them offer their own solutions.  It will be helpful to use ‘active listening’ 
skills. Using good questioning techniques and then recapping, paraphrasing 
and summarising to try and get to the centre issue being raised. We have tips 
and guidance on these skills in the People Development Team pages of the 
Source.  
 
Your role is not simply to ‘tell’ them what to do, the role of the buddy is to: 
 
• Listen and be supportive 
• Provide non-judgemental support 
• Pass on knowledge and experience 
• Provide guidance on issues raised 
 
Below is a suggested list of the topics to include in the discussion when you 
first meet: 
 
• Responsibilities of the buddy 
• Responsibilities of the line manager 
• Responsibilities of the new start 

http://thesource.healthscotland.com/teams/equality-people-performance/people-and-performance/learning-function/annual-cycle/development-planning/tips-managers/Pages/default.aspx
http://thesource.healthscotland.com/teams/equality-people-performance/people-and-performance/learning-function/annual-cycle/development-planning/tips-managers/Pages/default.aspx
http://thesource.healthscotland.com/teams/equality-people-performance/people-and-performance/learning-function/annual-cycle/development-planning/tips-managers/Pages/default.aspx

