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1.  Summary 

 
• The  National  Services  Scotland  (NSS)  Induction  Policy  and  Procedure  is  designed  to 

promote good practice in the process of recruiting, retaining and developing employees. 
 

• NSS policy is that all employees will be treated fairly and courteously in a non-discriminatory 
fashion and in line with the Equality Act 2010.  All new employees will be welcomed with a 
carefully planned induction programme, which will be tailored according to the needs of the 
individual and their post.  Basic job training and familiarisation will also be planned for the 
first few weeks of employment and will form part of the induction process.  Throughout their 
time with NSS, all employees will be treated in accordance with the NSS Equal Opportunities 
Policy. 

 
• The aim of the induction programme is to assist new employees in learning about the 

organisation in the wider context, to enable them to settle in swiftly and effectively and to 
make a contribution to our business as quickly as possible.  It aims to convey what we are 
trying to achieve, how we work, what we offer our staff, and what values and standards we 
ask our employees to subscribe to.  We also aim to create the right conditions for new 
employees to develop justifiable commitments to the organisation and ensure that they are 
able to work to their fullest potential. 

 
• NSS recognises that the recruitment and retention of the most suitable employees depends 

on demonstrating fair recruitment and selection practices, which meet or exceed all statutory 
requirements.  NSS also recognises that all Line Managers must be appropriately trained if 
the standards in this policy are to be achieved and maintained. 

 
• Should members of staff have any difficulties with understanding any aspect of this policy, or 

require further information in respect of accessibility, interpretation or application of the 
policy, they should contact the HR Department, their Line Manager or Staff Side 
Representative. 

 

 
 

2.  Useful Information 
 

Other NSS policies/guidance that you may find useful include: - 

 
• NSS Equal Opportunities Policy 

• NSS Redeployment Policy 

• NSS Recruitment and Selection Policy 

• NSS Promoting Attendance Policy 

• NSS Maternity Leave Policy 

• NSS Paternity Leave Policy 

• NSS Adoption and Fostering Policy 

• NSS Reserve Forces Training and Mobilisation Policy 

• NSS Data Protection Policy 

• NSS Document Storage, Retention and Disposal Policy 

• NSS Secondment Policy 

• NSS Career Break Policy 

• NSS Personal Development and Review Policy 

• Safer Pre and Post Employment Checks PIN Policy 

• The NHS Knowledge and Skills Framework 

• Healthcare Support Workers – Mandatory Induction Standards and Code of Conduct 



5 

 

 

 

The following websites may also be of interest: - 

 
• Staff Governance - www.staffgovernance.scot.nhs.uk 

o  Equality Act 2010  - www.equaliti es.gov.uklequality  act  2010.aspx 

• Department of Business Innovation and Skills - www.bis.gov.uk 

o ACAS - www.acas.gov.uk 
 

 
 
3.  Policy Review 

 
This policy will be reviewed  two years from its effective date to ensure that arrangements  put in 

place are appropriate to the operating requirements of National Services Scotland (NSS). 

 
Date Policy is effective:  January 2011 

 

Reviewed by: December 2012 

 
Agreed by: 

http://www.staffgovernance.scot.nhs.uk/
http://www.equalities.gov.uk/equality_act_2010.aspx
http://www.bis.gov.uk/
http://www.acas.gov.uk/
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4. Purpose 
 

The purpose of induction is to ensure the effective introduction and integration of an employee 
into the job role and the organisation.  Research has shown that effective induction can increase 
staff retention. 

 
5. Scope 

 
This policy and procedure applies to all NSS employees, including temporary NSS staff, at all 
locations.  Additionally, attention should be given to members of staff returning to their workplace 
after a period of absence covered under the policies listed in Section 2.  In these cases, a re- 
orientation may be appropriate incorporating relevant aspects from the induction material. 

 
Additionally, thought should be given to orientation/induction for the following staff groupings: - 

 
• Promoted staff; 
• Staff from other SBUs (e.g. Seconded or redeployed); 
• Staff taking  up  their  first  job  (e.g.  Graduates,  school-leavers,  skillseekers,  modern 

apprentices); 
• Staff taking up their first job at NSS; 
• Homeworkers; 
• Staff with varied work patterns; 
• SBU Directors. 

 
In all cases the programme developed should reflect the needs of both the individual and the 
organisation. 

 
6. Responsibilities 

 
6.1 SBU Directors and Senior Line Managers are accountable for ensuring that legal 

standards and the standards in this policy and procedure are put into practice.  It is the 
responsibility of the HR Department to provide professional support and advice, to 
administer certain parts of the process, to arrange training of Line Managers and to 
monitor the effectiveness of this policy. 

 
6.2 When new employees join NSS, they will be assigned to a department in which the Line 

Manager will have responsibility to ensure that the induction programme is completed 
within approximately 3 months.  Role specific induction should take place within one 
month.  It is recognised that certain individuals will need more or less time than this, and 
the Line Manager will ensure that the programme is paced according to individual needs. 
Although the Line Manager has overall responsibility for the induction of the department’s 
staff, certain training sessions will be delegated to others who have specialised knowledge 
and expertise. 

 
6.3 The organisation is also committed to providing the highest standard of materials and 

support for the induction programme. NSS will deliver a Corporate Induction workshop for 
all new employees.  The workshop complements local induction activity by describing the 
wider context in which the SBUs operate together and provides an understanding of the 
contribution NSS makes to support the National Health Service in Scotland. Additionally, 
an induction checklist has been compiled that outlines the minimum induction requirements 
to be completed within the first day, week, month and three months of the 
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new employee’s start date.  The checklist can be accessed on the NSS intranet site. 
Alternative formats of  all  induction material will be  made available as  required (e.g. 
Braille).  Additionally, SBU resource material may be produced and maintained by the  
appropriate  SBUs  which  should  complement  or  supplement  the  corporate 
materials. 

 

6.4 All new employees will need to be given substantial support as they proceed with their 
induction programme and this should be maintained with regular one-to-one meetings, 
with their Line Manager, designed to monitor progress and facilitate feedback. 

 

7. Policy Standards 
 

7.1 The guidance on induction can be found on the NSS intranet site along with checklists as 
referred to in point 6.3 above. 

 

7.2 The induction process will be monitored in line with the Equality Act 2010. 
 

7.3 
 

 
 

7.4 

Arrangements for induction will be made once the written acceptance of the post is 
received and a date of start has been confirmed. 
 
The induction process should be viewed as the start of the NHS Personal Development 

Planning and Review process. 
 

8. Induction Procedure 
 

The Induction procedure is outlined in the following section (Appendix A). This procedure should 
be followed in conjunction with the Induction Checklists for Line Managers (Appendix B)  Induction 
Programme Questionnaire (Appendix C) and Role of Line Manager Flow chart (Appendix D).
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APPENDIX A  

 

INDUCTION PROCEDURE 

 
 
At the Recruitment Stage 

 

1. Line Managers need to ensure that the correct information concerning NSS is issued to all 
applicants at the recruitment stage.  Information should be given to all job applicants, with copies 
of a summary sheet on relevant Terms and Conditions and job descriptions included to ensure that 
the applicant is fully aware of the nature of their duties and the opportunities that are available. 
Applicants  may  also  wish  to  gain  further  information  through  an  informal  visit  or  chat.    If 
practicable, the applicant should be shown around their potential workplace on the day of their 
interview. 

 
Pre-employment 

 

2. Before the new employee begins working for NSS, the HR Department will issue an unconditional 
offer letter, together with details of when and where to report on their first day, and who to ask for 
on arrival.  The HR Department will enrol the new employee on the next Corporate Induction 
workshop and the unconditional offer letter will confirm details of the date of the workshop.  The 
HR Department will also liaise with the Line Manager of the department to ensure that the 
appropriate arrangements are  communicated.   If  the  date  of  start  for  the  new  employee is 
unknown at the unconditional offer stage, HR will arrange a date for attendance at this workshop 
as soon as a date of start is confirmed. 

 
3. The Line Manager is responsible for ensuring induction takes place and will prepare an induction 

pack in readiness for the new employee’s first day. 

 
The Line Manager should ensure that, where applicable, any IT, role-specific and mandatory 
training are arranged in advance of the new employee’s first day. 

 
The induction pack should include an Induction Checklist  Appendix B which is accessible via the 
NSS intranet site.  The Line Manager will download and/or print a copy in readiness for the new 
employee’s first day.   Although the Line Manager is responsible for ensuring all aspects of 
induction take place and are completed, they have the authority to delegate responsibility for 
ensuring completion of all identified tasks and topics to another member of staff. All aspects of the 
checklist should be completed within the identified timescales. 

 

4. The Line Manager should ensure that the new employee’s place of work has been prepared.  It 
should  be  in  a  clean  and  tidy  state,  with  all  the  necessary  equipment  in  working  order. 
Adjustments for any individuals with a disability will need to be made in advance of their start date. 
Any other equipment or clothing should also be ready.  An experienced and suitable member of 
the new employee’s team should be assigned to assist the individual during their first weeks of 
employment. 
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5. The HR Department will also prepare an information pack, in readiness for the new employee’s first 
       day. This will contain information on the following: 

 
• Role of HR 

• Terms and Conditions 

• Superannuation Scheme 

• Trade Unions and Partnership Working 

• Changes to Personal Details 

• HR Policies 

• Training, Development and Appraisal 

• Welfare, ie Occupational Health, Employee Counselling Service, Health & Safety 
 
The First Day Of Employment 

 

6. On the first day of employment the employee should be met by their Line Manager and introduced 
to their new colleagues and department. To help with this it is worth considering allowing new 
employees to start later on their first day. They could also be invited to meet with their Line 
Manager before the start date. They should be given their information pack and advised that all 
items in the pack will be discussed in detail at induction training meetings during their first few 
weeks of employment, and that they should keep it available to take to all such meetings. 

 
It is important that the new employee begins to settle into the team as soon as possible, but any 
work that they do during the first day will need to be allocated according to their level of expertise 
and be carefully monitored.   It is vital that any immediate workplace safety considerations are 
covered before the new employee carries out any duties whatsoever, and any rules or regulations 
that are immediately relevant should be explained. There should be no more input than this for the 
first day.   However, where an individual is fulfilling a role where there are specific Health and 
Safety or clinical issues that need to be addressed before they can commence work, these must 
be dealt with as a priority. 

 
7. Where practical, a meeting or telephone discussion should take place with a representative from 

the HR Department in order to complete certain formalities.  If the HR Department is not local to 
the new employees’s place of work and it is not convenient to meet or discuss induction 
arrangements with them on the first day, arrangements should be made for this to happen as soon 
as practicable. 

 
During The Following Weeks 

 

8. The induction programme has to be carefully designed to maintain a balance between learning 
and doing during the first few weeks of the new employee’s career with the organisation.  It has 
also to be designed to complement the job and technical training that will also be necessary.  The 
induction period itself can be viewed as the start of the Performance Development and Review 
process.  Clear objectives can be set, with support and feedback being given to ensure that these 
are achieved.  It is important to observe reasonable timescales so that new employees are not 
overloaded, and can become confident and comfortable as quickly as possible.   The HR 
Department  is  always  available  to  advise  Line  Managers  in  making  amendments  to  the 
programme if they feel that it is too demanding or too slow for certain new employees.  It is 
important to remember that 3 months is guidance for completion, not a target. 
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9. An integral part of the induction programme will be interaction with other members of staff.  Not 
only will this include an experienced and suitable member of the new employee’s team to help 
them settle into their new post or to assist them with technical guidance, but also time spent with 
staff in other departments.  These staff may be from within their SBU or who they may need to go 
to for advice outwith their SBU. This is particularly useful once the individual has settled a little 
further into their new post and would benefit from some first hand experience of the wider 
organisation. Whatever the situation, each meeting should have clear aims and be well structured. 

 
10.  New employees should be seen informally by their Line Manager on a regular basis to review 

progress, both on their induction programme and with their technical training, and to plan for the 
following week.  When the induction period is considered to be complete, the new employee will 
meet with their Line Manager to ensure all elements of the agreed induction programme have 
been covered. 

 
Corporate Induction Programme 

 

11.  The corporate induction programme will include elements that are common to all NSS staff. These 
will be addressed at regularly run one day workshops.  The HR Department has the responsibility 
to ensure that a place has been reserved for the individual and will inform the individual and the 
Line Manager of the arrangements. 

 
The Corporate Induction workshop complements local induction activity by describing the wider 
context in which the SBUs operate together and an understanding of the contribution NSS 
makes to support the National Health Service in Scotland.  Sessions also focus on what it means 
to be an NSS employee in terms of expectations and responsibilities. 

 
The programme includes the following presentations: 

 
a) An overview of the organisation, what it does, how it works, its values, mission and vision. 
b) Staff Governance, how it works and what it means for NHS staff. 
c) Partnership Working, an overview of the arrangements within NHS Scotland for Partnership 

working with the Trade Unions and what this means for staff within NSS. 
d) An overview of the services and functions of the NSS Finance SBU – financial targets, 

Standing Financial Instructions, risk management etc. 
e) An overview of the Occupational Health Service, health and safety issues and introduction 

to the NSS Health and Wellbeing programme. 
f)  An overview of legislative requirements and NSS approach to Equality & Diversity. 
g) Key Legislation, Policies and Strategies.   Subjects will include Information Governance, 

Freedom of Information, Corporate Records Management, Equality & Diversity, Data 
Protection, Confidentiality, Caldicott (Information Governance for patient based information). 

h) Introduction to geNSS where there is significant induction material on subjects such as 
Information Governance, Equality and Diversity etc. 

i)  Corporate DVD which has been produced by the Corporate Communications team and 
provides a short overview of NSS and its services. 

 
It is envisaged that not all staff will have access to a Corporate Induction workshop within the 
specified timescales for induction, therefore all of the above content is accessible to all staff via the 
NSS intranet site. 

 
12.  All of the above areas of induction are relevant to new employees.   In the instances involving 

existing staff, any programme should reflect their existing knowledge of NSS. 
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Reviewing the Process 
 

13.  Finally, it is vital that the induction programme is successful. Not only will a Line 
Manager need to meet their new employees regularly to get feedback, but they will also 
need to have a means of assessing the effectiveness of the induction programme and 
how well the new employee has picked up the necessary skills and information.  This 
would normally be done at the individual’s first performance & development review 
meeting within 3 months of commencing employment. This will also be a time for 
the new employee and Line Manager to highlight any areas of additional support or 
involvement they feel would be helpful for the induction process to be successful.   
Achievements should be recorded within the new employee’s development review 
plan or Review and Development Record.   The Line Manager will also issue an 
Induction Programme Questionnaire - Appendix C on completion of the Induction 
Programme.   This questionnaire should be returned to the HR Department in order to 
gain feedback on how useful and practical the new employee considers their induction 
training to have been.  Employees may request a meeting/discussion with the HR 
Department if they feel this would be useful.   Line Managers are also asked to keep 
the HR Department informed if they feel that the programme can be improved in any way, 
or if better resources can be provided. 
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NHS National Services Scotland 
 

Corporate induction checklist 

 
 
 

 

Employee name 
 
 

Job title 
 
 

Start date 
 
 
 
 
 
 
 
 
Version 11.7 
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Introduction 
 

 

What is induction? 
 
Induction is a requirement as part of the  Staff Governance Standard 4th 2012 where by  
NHS Boards must demonstrate that staff are ‘appropriately trained and developed’. 
The standard quotes: 
 
‘All staff have access to appropriate induction that covers, as a minimum, partnership, staff 
governance, health and safety, and equality legislation’. Within  NHS National Services  
Scotland (NSS) this occurs within the first 2 / 3 months of employment. As part of the NSS 
induction process, completion of this checklist will be mandatory for all NSS staff 
regardless of contract. 
 

Who is responsible? 
 
The manager is responsible for making sure that new staff are appropriately trained on all 
of the topics and tasks covered within this checklist. Although some tasks can be 
delegated to other staff members, e.g. Buddy/colleague or H&S representative, the 
manager still has overall responsibility for ensuring that these requirements have been 
met and achieved. 
 

The checklist 
 
The checklist has been broken down into recommended timeframes for completion. The 
Task column gives information on the required task or topic the staff member should be 
informed about or achieve. The initialled and date columns are to be completed by the 
person who has informed the new staff member about the topic or task to be covered. 
E.g. Buddy. 
 

Strategic/Support Business Unit (SBU) variations 
 
There may be specialist areas of induction that have not been captured within the 
checklist; however the minimum requirements have all been included. Please add in any 
additional SBU specific fields to ensure that all relevant areas are covered. Additionally, 
some SBU’s may require that some topics/tasks are covered at an earlier timescale than 
suggested, please adapt as required. 
 
 

Induction supporting information 
 
Within this checklist, useful hyperlinks have been included to help identify and access 
relevant geNSS and external web pages. This will assist in providing supporting 
information for each topic or task included within the checklist. Guidance will also be 
available on the HR induction page accessible via geNSS as well as within NSS 
Induction Policy. 
 

What happens next? 
 
This document should be downloaded and used as a record of induction. Once the 
checklist has been completed, the record of completion page should be signed off by the 
staff member and manager during their first development review meeting. It should then 
be forwarded to the HR department and recorded as completed within the individuals  
Personal Development Plan (PDP). It’s also important that all compliance 
documentation is completed and submitted within the recommended timeframes. 
 

http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1215304&_dad=portal&_schema=PORTAL
http://www.nhsnss.org/
http://www.nhsnss.org/
http://www.nhsnss.org/
mailto:nss.hrservices@nhs.net
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Pre-induction manager’s checklist 

 
In advance of implementing this induction programme and using induction checklist, 
please ensure that the staff member has received the following documentation from 
WFRS. 
 
A conditional offer of employment letter including: 
 

 Hyperlink to the occupational health and safety form 

 Job description (including summary of key terms and conditions)  

 Staff engagement form (inc instructions for completion & glossary and only 
relevant to external candidates)  

 Confidentiality Policy and agreement which must be signed and returned to HR. 
 
A completed contract of employment will then be sent out by post 
 
 The following will then be issued either by email: 
 

 Working time regulations guidelines  

 Pension guide 

 Code of conduct  

 Management of employee conduct policy  

 Dealing with employee grievances policy  

 Health, safety and wellbeing policy  

 Preventing and dealing with bullying and harassment policy  

 Hyperlink to Healthcare Support Worker leaflet and guidance (unless 
professionally registered) 

 
Please note: If contract has not yet been issued, this must be done so within legal 
framework timescales. All completed documentation should be submitted to WFRS within 
the required timescales. 
 
Before the staff members can start, the manager is responsible for completing the 
necessary HR IT and Facilities forms which provides access to: 

 IT systems*  

 Flexi pass 

 Access on to eESS 

 Telephone extension 

 Induction responsibilities 

 
Internal Candidate HR IT Form 
External Candidate Joiners eForm  



Role specific work equipment will be coordinated locally as well as any site specific 
manual handling training.
 
*Access to a communal PC and IT user software training should be offered where 
required and to support achievement of mandatory for all training.  
 
Requests for any additional IT equipment should be made through the NSS 
Service Portal  
 
All new starts are auto enrolled on the next NSS Corporate Induction through the e:EES 
system.  The dates can be found on the Corporate Induction HR Connect pages.  Email 
confirmation will be issued two weeks in advance of this event so make sure this date is 
held for this mandatory requirement.
  

mailto:NSS.WFRS@nhs.net
mailto:NSS.WFRS@nhs.net
https://www.nssscotland-hr.scot.nhs.uk/recruitment-services/Recruitment%20Process/Conditional%20and%20Unconditional%20Offer/Internal%20HR%20IT%20Form.docx
http://sspim-web1:8000/FH/QuickGuides/FormsHandlingMainNewStart.htm
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,4054155&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,4054155&_dad=portal&_schema=PORTAL
https://www.nssscotland-hr.scot.nhs.uk/workforce-systems-reporting-and-analytics-sub-areas/eess-electronic-employee-support-system/61353
https://www.nssscotland-hr.scot.nhs.uk/workforce-systems-reporting-and-analytics-sub-areas/eess-electronic-employee-support-system/61353
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Induction checklist 
 

On Day 1 
 

 Task Initialled  Date 
     

Purpose of induction process     
     

Introduction to colleagues     
     

Tour of department including:     

  Confidential waste and recycling    

  Use of work equipment     

 Telephone systems     
    

Information governance overview completed prior to the staff    

member accessing any NSS systems including:    

  Your responsibilities     

  Read  NSS confidentiality guidelines    

  Data protection     

  Information security     

  Passwords     
     

 Health & Safety     

 Fire route out of the building and fire assembly point    

    Day and time of fire alarm test    

   Accident and incidents     

 Statutory for all fire safety and  Fire safety awareness 
training    

 Fire safety fact sheet     
     

Tour of building     

 Eating facilities     

 Toilets     

Travel and transport 

    Parking and travel to work arrangements – geNSS page 

 Business travel guidance    

     

Absence reporting     

    What to do if you’re off sick    
    

Payroll Services     

 Flexi system (where appropriate)    
     

http://www.nssscotland-hr.scot.nhs.uk/policy-process-and-terms-and-conditions/induction/62860
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1016140&_dad=portal&_schema=PORTAL
http://www.scotland.gov.uk/Resource/Doc/365700/0124376.pdf
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/GENSSFUNLIBINFGV/TAB1050140/NSS%20CONFIDENTIALITY%20GUIDELINES-%20V1.1A.PDF
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1643218&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1073117&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1515092&_dad=portal&_schema=PORTAL
http://www.nssscotland-hr.scot.nhs.uk/occupational-health-safety-and-wellbeing/
https://www.nssscotland-hr.scot.nhs.uk/occupational-health-safety-and-wellbeing/Health%20and%20Safety/Workplace%20Safety/Accident%20Incident%20Reporting/Accident%20Incident%20Procedure.pdf
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2042904&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2042904&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2959494&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2959494&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/url/ITEM/D536D8FF38AD1813E04400212814D70C
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,2226686&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/url/ITEM/606307A17AFC18CFE05400212814D70C
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/OCC_HEALTHDL/OCCUPATIONAL%20HEALTH/TRE%20BOOKLET.PDF
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,2226686&_dad=portal&_schema=PORTAL
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 Task Initialled  Date 

Department role and structure 



  SBU role and structure 
 

 Activate  NHS mail account 
    

 

  

http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,1910680&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/GENSSLIBFUNNSS/NHSNETDL/TAB1295348/ONE%20PAGER%20NHS.NETV6.PDF
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Induction checklist 
 

Within the first week 
 

 Task Initialled Date 
   

Read  
About NSS to find out about our   

  Structure   

   Purpose, mission and vision 
 

And visit the NSS YouTube page to watch the We are NSS. Our 
Strategy video given by Colin Sinclair  

   

  Values   
   

 Superannuation scheme   
   

Salary arrangements   
   

 Annual leave   
   

Job overview including job description and  KSF outline(if   

applicable)   
   

Introduction to relevant staff out with department   
   

 Corporate records management   
   

 Data protection   
   

 Freedom of information   
   

Introduction to    
   

 Internal intranet site 
 
Human Resources and Payroll Portal – HR Connect    

   

Line Manager to read    
   

 
  

 Healthy working lives induction booklet 
  

   

Trade Union   

  Name of local union representative ( line manager to advise)   
   

Equality, diversity and inclusion overview and legislation    
   

 Working time regulations and  NSS guidelines   
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https://nhsnss.org/how-nss-works/
https://www.youtube.com/watch?v=OU0VRqegev4&feature=youtu.be
https://www.youtube.com/watch?v=OU0VRqegev4&feature=youtu.be
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2186220&_dad=portal&_schema=PORTAL
http://www.sppa.gov.uk/index.php?option=com_content&view=article&id=43:nhshome&catid=8:general&Itemid=4
http://www.nssscotland-hr.scot.nhs.uk/policy-process-and-terms-and-conditions/Leave/Annual%20Leave/Agenda%20for%20Change%20Annual%20Leave%20policy.pdf
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1100725&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1643218&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1648007&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,1&_dad=portal&_schema=PORTAL
https://www.nssscotland-hr.scot.nhs.uk/
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/HWLINDUCTIONDL/TAB2790373/HWL_INDUCTION_WORD_VERSION.DOC
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1071116&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2831240&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/WORKINGTIMEREGULATIONSGUIDELINESDL/TAB2831255/WORKING%20TIME%20REGULATIONS%20-%20APRIL%202012%20-%20PDF.PDF
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Induction checklist 
 

Within the first month 
 

  Task Initialled Date 
   

 Staff governance standard   

   

 Partnership working   

   

Line manager to read  eESS for Managers    

   

Overview of development review process, Mandatory for all 
training requirements and using KSF as evidence  (where 
applicable)   

   

 Identify and record personal inventory devices and   

 professional registration or statutory requirements  
 eESS self service    

HCSW induction standards and toolkit and  code of conduct 
Participate in Mandatory for all training   

   

 Corporate communications:   

    Corporate support services   

    Pulse   

    Staff update   

    Social media policy   

    

   

    NSS HR Policies    

   

   Financial services   

     Standing financial instructions   

     Payroll Services   

    

 Fraud action plan 

 Bribery   

       
     

 
  

http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1215304&_dad=portal&_schema=PORTAL
http://www.staffgovernance.scot.nhs.uk/partnership/
http://www.nssscotland-hr.scot.nhs.uk/workforce-systems-reporting-and-analytics-sub-areas/eess/61353
https://www.nssscotland-hr.scot.nhs.uk/learning-and-organisational-developments/pdp-ksf-and-turas-appraisal/62920
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,3152627&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=1333,2836613,1333_2916725&_dad=portal&_schema=PORTAL
http://www.nssscotland-hr.scot.nhs.uk/workforce-systems-reporting-and-analytics/employee-self-service/62824
http://www.hcswtoolkit.nes.scot.nhs.uk/hcsw-standards-and-codes/
http://www.hcswtoolkit.nes.scot.nhs.uk/hcsw-standards-and-codes/hcsw-code-of-conduct/
http://www.nssscotland-hr.scot.nhs.uk/learning-and-organisational-developments/mandatory-and-statutory-training/62922
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1204623&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,1910701&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1205676&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2822148&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/url/ITEM/A37A163C385A30C9E04400212814D70C
http://www.nssscotland-hr.scot.nhs.uk/policy-process-and-terms-and-conditions/
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1016207&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,2013677&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/url/ITEM/80F55294899035C2E04400212814D70C
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Induction checklist 
 

Within the first three months 
 
 

 

 Equality and diversity: 
  
 
  SBU representatives  
 
Organisational and personal development: 
 
Personal development and review policy  
 Development, Training and Education poilicy 
 
 Department plan/objectives outlined 
 

 Hold first  Development review meeting  
 

Identify evidence requirements e.g. HCSW  
induction standards workbook and code of conduct 

 
 Agree personal objectives  

 
 Agree personal development plan 

 Complete all Mandatory for all training on  
LearnPro  

 
 
 
Read the Corporate responsibility statement 
 
 Read Sustainability Pages  
 
 NSS social area 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1071116&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/pls/portal/docs/PAGE/GENSS_DOCUMENT_LIBRARY/GENSSFUNEQUDIV/TAB3906934/NSS%20EQUALITY%20AND%20DIVERSITY%20LEADS%20(AS%20AT%2003.05.17).DOCX
http://www.nssscotland-hr.scot.nhs.uk/policy-process-and-terms-and-conditions/Learning%20and%20Development/Development%20Training%20and%20Education/Personal%20Development%20Planning%20and%20Review%20Policy.pdf
http://www.nssscotland-hr.scot.nhs.uk/policy-process-and-terms-and-conditions/development-training-and-education/62871
http://www.nssscotland-hr.scot.nhs.uk/learning-and-organisational-development/Learning%20and%20Development/PDP%20KSF%20and%20Turas/Performance%20Review%20Template.doc
https://nhs.learnprouk.com/lms/login.aspx?ReturnUrl=%2flms%2fuser_level%2fwelcome.aspx%5d
https://nhsnss.org/how-nss-works/policies-and-statements/our-position-on-bribery/
http://genss.nss.scot.nhs.uk/portal/page?_pageid=513,1559441&_dad=portal&_schema=PORTAL
http://genss.nss.scot.nhs.uk/portal/page?_pageid=515,1918441&_dad=portal&_schema=PORTAL
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Notes: 
 
Please use this page for making any notes you may need. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



NSS Corporate Induction Checklist  

HR Learning and Organisational Development 22                                                                     June 2018 
 

Record of completion 
 
This page should be completed at the staff member’s first development review 
meeting (within 3 months). The manager should sign and date the following 
statement to confirm completion of all requirements identified within this induction 
programme. All tasks and fields must be met. The staff member should also sign to 
confirm that they have received and completed their NSS induction. Upon 
completion this statement should be forwarded to HR services. This achievement 
should also be incorporated into the individuals PDP record. 
 

Manager’s statement of agreement 

 

I confirm that …………………………………………… has now completed the NHS National 
Services Scotland corporate induction programme and mandatory for all training. 
 
Signature 
 

 

Name 
 

 

SBU 
 

 

e-mail address 
 

 

Date of completion 

 

Staff member’s statement of agreement 

 
I confirm that I have been informed and introduced to all areas included in this 
NHS National Services Scotland corporate induction checklist and completed my 
mandatory for all training. 
 
Signature 
 

 

Name 
 

 

SBU 
 

 

E-mail address 
 

 

Date of completion 
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 APPENDIX C
 

Corporate induction questionnaire 
 
This questionnaire should be issued to staff by their manager on completion of the corporate 
induction checklist and then submitted to HR services. 
 
Name 
 

 Manager  

SBU  Employment Start 
Date 

 

Job Title  Induction Start 
Date 

 

 
Name 

 

 
In order to evaluate the induction programme can you complete the following and comment: 
 

 
 Yes No Unsure Comment 

Did your manager explain 
the induction process and 
how to complete the 
checklist? 

    

Have you completed the 
NSS mandatory for all 
training? 

    

Were all elements of 
content covered explained 
within each area? 

    

Did you attend an NSS 
corporate induction event? 

    

Were you informed about 
your local union and 
representative? 

    

Did your manager set 
personal objectives with 
you? 

    

Has a workstation 
assessment taken place? 
 

    

Was the statement of 
completion signed off and 
returned to HR? 
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Were all your needs and requirements met? 
 

Yes No 

Comment: Comment: 

 
Do you have any further comments in relation to this checklist? (e.g. topics you found 
particularly useful?) 
 

Yes No 

Comment: Comment: 

 
Do you require any further information or support? 
 

Yes No 

Comment: Comment: 

 
Do you feel you are a valued employee? 
 

Yes No 

Comment: Comment: 

 
 
 
Thank you for taking the time to complete this questionnaire. The content within 

this evaluation will be used to help us continuously improve our services. 
 

Please submit by email or post to: 
 
 HR Services,  
 NHS NSS,  
Gyle Square, 1: 
 South Gyle Crescent,  
Edinburgh, EH12 9EB 

mailto:nss.hrservices@nhs.net

