
[image: image1.jpg]NHS

Salisbury

NHS Foundation Trust




Departmental Induction

Please sign off when each aspect of your induction programme is complete. This document should be used by both the new starter and their manager. The Trust’s Induction Policy (2012) should be cross referenced for further guidance.

Clinical Staff should complete the whole document. Non clinical staff to complete the unshaded areas (pages 1-2 as a minimum).

	Name:                                                              Department/Ward:

Role:

	Content
	New Starters Signature
	Manager’s Signature
	Date

	Role
	
	
	

	Expectations of post
	
	
	

	Limitations of role
	
	
	

	Introduction to staff – who’s who Please list
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Orientation to dept/clinical area
	
	
	

	Department layout
	
	
	

	Fire points/extinguishers/protocol – undertake audit within 48 hours
	
	
	

	Time Keeping/Rotas
	
	
	

	Annual leave/study leave/sickness
	
	
	

	Information Technology (IT)
	
	
	

	Manager should complete IT user request form which can be found on Intranet/forms/templates/Informatics (IT/IS) forms/IT User Request form; there is a time frame of 5 working days for this to be dealt with.
	
	
	

	IT induction – Tuesday 13:00-16:00 and Wednesday from 09:30-12:00.

Please call 4400 in order to arrange date and time.

	
	Complete new user account form (Intranet)
	

	Bleep system & resuscitation procedures
	
	
	

	How to use bleep system:

6 – bleep number – ward number
	
	
	

	Emergency call – cardiac arrest/fire - 2222
	
	
	

	
	
	
	

	
	
	
	


	Content
	New Starters Signature
	Manager’s Signature
	Date

	Resuscitation Training. To be booked via MLE.  Please ensure you book the correct level of training for job role
	
	
	

	Equipment, procedures & training
	
	
	

	Incident reporting process
	
	
	

	Manual handling training
	
	
	

	Assign Role Specific Training to MLE Account
	
	
	

	Please refer to the Mandatory Training Grid on the MLE. If in doubt please contact the Subject Matter Expert (SME)
	
	
	

	Sources of help & advice
	
	
	

	Departmental Risk Coordinator
	
	
	

	Departmental Health & Safety Link Worker
	
	
	

	Manual handling key worker
	
	
	

	Information Guardian
	
	
	

	Supervision/Mentorship/Assessor arrangements
	
	
	

	Department specific points discussed (Please list)
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Content
	New Starters Signature
	Manager’s Signature
	Date

	Clinical/Ward Areas
	
	
	

	Resuscitation Trolley / Crash Bag
	
	
	

	Pneumatic tube (Whooshy)
	
	
	

	Pharmacy

· Out of hours cupboard

· TTO’s
	
	
	

	Pathology laboratory

· Door number

· Collection of blood for transfusion procedure
	
	
	

	Blood Glucose monitoring
	
	
	

	Results reporting
	
	
	

	Radiology/CT/MRI scan
	
	
	

	Tissue Viability & Nutritional Assessment
	
	
	

	Tissue Viability & Nutrition Liaison Nurse
	
	
	

	Manual handling patient assessment
	
	
	

	Falls Risk Assessment
	
	
	

	Use of equipment – audit within 2 weeks, training identified & completed within 4 weeks
	
	
	

	Medication common to clinical area and Patients Own Drugs (PODS)
	
	
	

	Coding system for missed doses (RN’s)
	
	
	

	Patient group directives (if applicable – RN’s only) Ext 2104
	
	
	

	Book administration of IV drugs study day – (RNs only) Ext 2104
	
	
	

	Infection Control Link Worker
	
	
	

	Discharge Planning
	
	
	

	Discharge Lounge
	
	
	

	Admissions/Discharge/Transfer (ADT)
	
	
	

	PALS office
	
	
	

	Procedure following the death of a patient in hospital
	
	
	

	Access to ICID
	
	
	

	Policies
	
	
	

	Blood Transfusion Policy (ICID)
	
	
	

	Resuscitation Policy including DNAR (ICID)
	
	
	

	Infection Control Policies (ICID)
	
	
	

	Medicines Policy (ICID)
	
	
	

	Consent Policy (ICID)
	
	
	

	Risk Management Policies (ICID)
	
	
	

	Medical Devices Management Policy
	
	
	

	Medical Devices Training Policy (ICID)
	
	
	

	Patients Property
	
	
	


It is the responsibility of the new member of staff and their senior nurse/manager to ensure each item on the checklist is signed and dated within 4 weeks of commencing employment. A copy of the completed checklist must be retained in the personal file.
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