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1 Introduction 
 

1.1 A comprehensive Induction Programme is of fundamental importance to 
building positive relationships with new staff when they join the organisation. It 
welcomes people, helps them to settle in and to understand the culture and 
values of the organisation. 

 
1.1.1 It sets standards and ensures that new staff have clear terms of reference on 

which to build their knowledge and motivation to carry out their roles as quickly 
and effectively as possible, thereby contributing to the quality of patient care.  
It also provides health and safety reassurances for the organisation. 

 
1.2 Corporate Induction Events (Appendix 1) will be provided for all new staff within 

Cumbria, Northumberland, Tyne and Wear NHS Foundation Trust (the Trust / 
CNTW).  They will be supplemented by local induction arrangements.  These 
local arrangements will have a core requirement (Appendix 2) but will also be 
flexible to be adapted where necessary to meet the needs of the individual, 
local team, service or department. 

  
1.3 All new staff, permanent and temporary will be required to attend corporate 

induction events and undergo local induction.  Special arrangements are in 
place for: 

 

 Medical Staff 
 

 Junior Medical Staff 
 

 Student Nurses 
 

 Newly Qualified Nurses 
 

 Bank Nurses 
 

1.4 These variations can be found in the Practice Guidance Notes associated with 
this Policy. 

 
1.5 Agency Staff and Contractors working on Trust sites will undergo separate 

induction arrangements as detailed in Section 6. 
 
 
2 Purpose 
 

2.1 The purpose of this Policy is to ensure a comprehensive Induction Programme 
is provided to welcome, engage and appropriately inform all new staff.  The 
programme will comply with legal and NHS requirements. 
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2.2 The Policy and associated Practice Guidance Notes (PGNs) will apply to all 
staff with the exception of Contractors, Agency Workers and those on short 
term placements (less than 3 months).  Those on longer term placements and 
secondments should undertake the full induction programme. 

 
 
3 Duties 
 

3.1 The Executive Director of Workforce and Organisational Development will 
ensure that the policy is appropriately consulted upon, agreed and authorised 
by the Quality and Performance Committee on behalf of the Board of Directors.  
The Executive Director will also monitor the operation of the policy and 
compliance via the Workforce Training and Development Sub Committee on 
behalf of the Board of Directors. 

 
3.2 The Deputy Director of Workforce will lead on the Policy consultation, and the 

overall implementation of the Policy in practice. 
 
3.3 Group Directors are responsible for ensuring staff identified in the non 

compliance reports are followed up and subsequently inducted correctly. 
 
3.4 Line managers will have the primary responsibility for ensuring the 

comprehensive induction of new members to their teams.  They must ensure 
that new employees are scheduled to and attend corporate induction on the 
first two days of employment.  They are in the best position to identify the 
individual’s personal induction needs, and prepare for any special requirements 
or adjustments, which the individual may require.  Line managers will also be 
responsible for ensuring that the minimum standards defined in the Local 
Induction Checklist are included in local induction arrangements for people who 
are new to the department or service and that evidence of this induction in the 
form of the Local Induction Checklist is completed and sent to Training and 
Development. 

 
3.5 Training and Development will design, manage, co-ordinate and evaluate the 

Corporate Induction events, with the assistance of specialist colleagues.  
Training and Development will also develop core local induction requirements 
and monitor compliance with both corporate and local induction in line with the 
process (Appendix 3).  Managers will be made aware of staff non compliance 
with induction arrangements via the Trust Dashboards. 

 
3.6 The Recruitment Team will liaise with the new employees’ managers and 

colleagues in Training and Development to ensure that new employees start 
on the next available corporate induction date, and that the individual receives 
appropriate information about Induction arrangements. 
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3.7 The new employee is responsible for complying with all induction arrangements 
relevant to their role, as detailed in this Policy and associated Practice 
Guidance Notes. 

 
 
4 The Induction Process 
 
4.1 Corporate Induction Training Events are delivered twice a month at St Nicholas 

Hospital.  All new employees (except those covered by separate Practice 
Guidance Notes) must attend one of these events during their first two days of 
employment.  The programme for the event covers the areas deemed a 
requirement by the Trust (Appendix 1). 

 
4.1.1 All induction for permanent staff includes: Welcome to the Trust, Overview of 

NHS, Trust vision, values, attitudes, structure and ways of working. Benefits of 
working for the NHS and Trust, Information Governance, customer care and 
complaints, the Appraisal process, health and safety, fire, moving and handling, 
safeguarding children and adults, infection control, equality and diversity, 
including the corporate induction process for staff who have an additional 
induction process outlined in the separate PGNs. 

 
4.2 Pre-employment/Appointment 
 
4.2.1 The Workforce Transactional Services Team will confirm completion of the 

appropriate employment checks and arrange and confirm the starting date to 
coincide with the new employees first two days of employment, entering the new 
starter on to the programme register. 

 
4.2.2 Confirmation of the Corporate Induction Event will be sent to the new starter by 

the Workforce Transactional Services Team and a copy of the invite will also 
be copied to their line manager. 

 
4.2.3 The line manager should establish whether the individual requires any special 

facilities or access arrangements which may affect induction or work practice, 
for example, a parking bay near ward, facility to take medication in private.  F 

 
4.3 First Week of Employment 
 
4.3.1 The first two days of the new employees’ employment will involve attendance 

at the Corporate Induction Programme (Appendix 1) (except medical staff, 
junior medical staff, bank nurses, student nurses and newly qualified nurses 
covered by separate Practice Guidance Notes) after which the new employee 
will commence in their work environment. 
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4.3.1.1 Training and Development will cross reference attendance records to ensure 
all staff have attended.  As new employees attend corporate induction as their 
first two days of employment those who fail to attend are not employees. 

 
4.3.2 New staff will receive a copy of the staff handbook at the Corporate Induction 

Event.  This will provide easy reference to a range of useful information about 
the Trust to help people settle into their new jobs. 

 
4.3.3 The line manager (or their representative) should be present on the new 

starter’s first day in their new workplaces to welcome him / her personally and 
commence the local induction arrangements (Appendix 2). 

 
4.3.4 On completion of the local induction, the line manager will ensure the 

necessary Induction Checklist, which sets out the minimum requirements for 
local induction, (Appendix 2) is signed, countersigned by the individual and 
returned to the Training and Development Department at St. Nicholas Hospital 
for recording. 

 
4.3.5 The line manager should ensure that the extended induction process is 

complete and recorded using the Form (Appendix 3), which they should retain 
as evidence of comprehensive local induction. 

 
4.3.6 Probationary period - the line manager should ensure that the probationary 

process begins by explaining and completing the appropriate documentation in 
conjunction with the new starter. See local induction check list at Appendix 2. 

 
4.4 Within a month 
 
4.4.1 The manager must ensure the completed local induction checklist is returned 

to Training and Development at St. Nicholas Hospital within two weeks of 
commencement.  Training and Development will cross reference returns 
against the new starter spreadsheet and follow up non completion with 
individual and manager and report non-compliance. 

 
4.4.2 A Personal Development Plan (PDP) should be drawn up and agreed between 

the manager and new employee to cover the first 12 months development 
needs in line with the Appraisal Policy. 

 
4.4.3 A signed Increment / Pay Progress Form should be completed and forwarded 

to Training and Development. 
 
4.5 Within 3 months 
 
4.5.1 The extended Local Induction Form (Appendix 3) should be complete and 

retained by the manager as evidence of completion of a full local induction 
process. 
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5 Induction of Existing Staff Transferring to New Roles 
 
5.1 Existing members of staff moving into a new work area will be required to 

complete a Trust Local Induction Checklist for the new work area. 
 
5.2 The Trust Local Induction Checklist is included with the appointment letters 

sent out by Workforce Transactional Services Team, this should be signed by 
the individual and line manager and a copy returned within one month to 
Training and Development for recording. 

 
5.3 Within three months the individual should review their current Personal 

Development Plan with their line manager to review their training needs and 
where required develop a new plan.  A copy of which should be sent to Training 
and Development at St. Nicholas Hospital. 

 
 
6 Induction of Contractors and Agency Workers 
 
6.1 For Estates Contractors working on Trust sites the following process will 

be followed: 
 

 New contractors or new employees of existing contractors prior 
to commencement on site must report to the Estates Office 

 

 An induction form will be completed with the individual by the 
engineer with responsibility for the job, the form will highlight how 
to raise concerns 

 

 A booklet of  information and guidance on parking and on site 
facilities is issued 

 

 A day pass is issued which must be returned by 4.00 p.m. and 
signed out daily 

 
6.1.1. All records of on-site contractors are held by the Estates Department, who will 

remove from site any contractor not following the detailed procedure 
 
6.2 For Agency Workers 
 

 A worker will be informed on arrival of their day one rights in line 
with the Agency Worker Regulations 2010 

 

 A local induction will be completed including the day one rights 
and documented using the standard Trust Local Induction 
Checklist (Appendix 2).  For Agency Nursing Staff the Bank Nurse 
Local Induction Form included in (PGN-01 Appendix 2 and 3) 
must be used instead 
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 The completed form must be returned to Workforce Nurse Bank, 
who will cross check against the agency bookings and chase up 
any outstanding forms 

 
7 Evaluation  
 

7.1 The Trust’s Corporate Induction Event will be evaluated using a Standard 
Evaluation Form.  The evaluations will be collated, monitored, actioned and 
reported upon by the Workforce Transactional Services Team Administrator.  
Regular feedback will be given to all those involved in presenting at induction.  
The Workforce, Training and Development Sub Committee will monitor the 
quality of the corporate induction programme on a quarterly basis. 

 
 
8 Mandatory Training 
 
8.1 The Corporate Training Programme will include essential statutory training as 

defined by the Trust to comply with legal and national requirements. 
 
 
9 Training Requirements 
 
9.1 All managers will need to understand their responsibilities for the induction of 

new employees, recruited to their service as detailed in this Policy. 
 
 
10 Implementation 
 
10.1 This Policy will be implemented with immediate effect. 
 
 
11 Identification of Stakeholders 
 
11.1 This is an existing Policy under review with only minor changes that do not 

relate to operational and/or clinical practice and therefore does not need full 
Trust wide consultation. 

 

 North Locality Care Group 

 Central Locality Care Group 

 North Cumbria Locality Care Group 

 South Locality Care Group 

 Corporate Decision Team 

 Business Delivery Group 

 Safer Care Group 

 Communications, Finance, IM&T 

 Commissioning and Quality Assurance 
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 Workforce and Organisational Development 

 NTW Solutions 

 Local Negotiating Committee 

 Medical Directorate 

 Staff Side 

 Internal Audit 

 
12 Definitions of Terms Used 
 

 Corporate Induction – Induction training covering generic 
themes relevant to all new employees delivered in a central 
programme 
  

 Local Induction – Introduction to local requirements, procedures 
and policies usually face to face with manager or deputy 

 

 Extended Local Induction – A comprehensive programme of 
activities to prepare a new employee for work in the setting 
supported by a comprehensive record 

 

 New employees – All staff groups, permanent and temporary, 
Directors 

 

 Managers, Medical, Nursing, Allied Health Professionals, 
Psychologists, Professional and Technical Skills, Administrative 
and Clerical, Estates, Facilities, Hotel Services and Support Staff 

 

 Temporary Staff – staff who are not employees of the Trust but 
may work on Trust premises including Agency workers, locums 
and contractors 

 

 Probationary period – Monitoring of performance against agreed 
role criteria.  This applies to all new recruits with the exception of 
medical staff and is for a six month duration  

 
 
13 Equality and Diversity Assessment 
 
13.1 In conjunction with the Trust’s Equality and Diversity Lead this Policy has 

undergone an Equality and Diversity Impact Assessment.  The Trust 
undertakes to improve the working experience of staff and to ensure everyone 
is treated in a fair and consistent manner. 

 
 
14 Monitoring and Compliance – See Appendix C 
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Workforce Directorate will compile information on compliance with both 
Corporate and Local Induction arrangements (Appendix 3) and report monthly 
to the Workforce, Training and Development Sub Committee (with the 
exception of Student Nurses, monitored and reported on by the Practice 
Placement Facilitators and Doctors in Training by the Medical Education 
Centre).  Reports of non-compliance will be made available to Group Directors 
for action via the Trust Dashboards.  

 
 
15 Standards/Key Performance Indicators 
 

NHS Litigation Authority standards have been taken into account in the revision 
of this Policy. 

 
 
16 Fair Blame 
 

The Trust is committed to developing an open learning culture.  It has endorsed 
the view that, wherever possible, disciplinary action will not be taken against 
members of staff who report near misses and adverse incidents, although there 
may be clearly defined occasions where disciplinary action will be taken. 

 
17 Associated Documentation 
 

 CNTW(HR)01 – Induction Policy Practice Guidance Notes 
 

o I-PGN-01 – Bank Nurse Induction 
o I-PGN-02 – Temporarily removed 
o I-PGN-03 – Student Nurse Induction 
o I-PGN-04 – Medical Staff Induction 
o I-PGN-05 – Medical Staff in Training Induction 

 

 CNTW(HR)15 – Recruitment and Selection Policy 

 Probationary period guidelines 
 
 
18 REFERENCES 
 
18.1 NHSU learning for health and social care – Induction Best Practice Guide 
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Appendix A 
 

Equality Analysis Screening Toolkit  

Names of Individuals 
involved in Review 

Date of Initial 
Screening 

Review Date Service Area / Locality 

Chris Rowlands 
Chris Gibbs 

January 2017 January 2017  

Policy to be analysed Is this policy new or existing? 

Induction Policy – V06.4 Existing 

What are the intended outcomes of this work? Include outline of objectives and function aims 

 
A comprehensive induction programme is of fundamental importance to building positive relationships 
with new staff when they join the organisation or have significantly changed roles.  It welcomes people, 
helps them to settle in and to understand the culture and values of the organisation. 
 

Who will be affected? e.g. staff, service users, carers, wider public etc. 

All new staff to the Trust 

Protected Characteristics under the Equality Act 2010. The following characteristics have protection 
under the Act and therefore require further analysis of the potential impact that the policy may have 
upon them 

Disability  It is vital to ensure that any reasonable adjustments are put in place 
prior to the start of induction to ensure that a new employee can access 
the induction programme and have a smooth start in the workplace. 

Sex  N/A 

Race  N/A 

Age  N/A 

Gender reassignment  

(including transgender) 

N/A 

Sexual orientation. N/A 

Religion or belief  The induction programme should be sensitive to and accommodating of 
the cultural and religious needs of a new member of staff. Staff 
delivering induction programmes need to be mindful that the induction 
programme is likely to coincide with several religious events during the 
course of a year and there may need to be flexibility to ensure these 
needs, where asked, can be met. 

Marriage and Civil 
Partnership 

N/A 
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Pregnancy and maternity Where required we need to make provisions for mothers who are 
breastfeeding their children 

Carers  Make sure that induction can cater for the needs of those who have 
caring commitments. 

Other identified groups   

How have you engaged stakeholders in gathering evidence or testing the evidence available?  

N/A 

How have you engaged stakeholders in testing the policy or programme proposals?  

Through review of policy 

For each engagement activity, please state who was involved, how and when they were engaged, 
and the key outputs: 

N/A 

Summary of Analysis Considering the evidence and engagement activity you listed above, please 
summarise the impact of your work. Consider whether the evidence shows potential for differential impact, 
if so state whether adverse or positive and for which groups. How you will mitigate any negative impacts. 
How you will include certain protected groups in services or expand their participation in public life. 

N/A 

Now consider and detail below how the proposals impact on elimination of discrimination, 
harassment and victimisation, advance the equality of opportunity and promote good relations 
between groups. Where there is evidence, address each protected characteristic 

Eliminate discrimination, harassment and 
victimisation  

 
N/A 

Advance equality of opportunity  
 
N/A 

Promote good relations between groups  
 
N/A 

What is the overall impact? 
 
N/A 

Addressing the impact on equalities  
 
N/A 

From the outcome of this Screening, have negative impacts been identified for any protected 
characteristics as defined by the Equality Act 2010?      NO 
 

If yes, has a Full Impact Assessment been recommended?  If not, why not? 
 

Manager’s signature:        Chris Gibbs                                                  Date: January 2017       
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Appendix B 

 

Communication and Training Check List for Policies 
 

Key Questions for the accountable committees designing, reviewing or agreeing a new 
Trust policy 
 

Is this a new policy with new training 
requirements or a change to an existing policy? 

Existing Policy 

If it is a change to an existing policy are there 
changes to the existing model of training 
delivery? If yes specify below. 

New staff  to be welcomed  and given an 
introduction to the organisation which includes an 
overview of the organisations values and 
requirements and the essential  health and safety 
and  required corporate and local information 
which they require to ensure that they work safely 

Are the awareness/training needs required to 
deliver the changes by law, national or local 
standards or best practice? 

Please give specific evidence that identifies the 
training need, e.g. National Guidance, CQC, 
NHSL Resolutions etc.  

Please identify the risks if training does not occur 

 

The requirements are set out by  NHS 
Resolutions  in “An Organisation-wide Approved 
Document for the management of corporate and 
local Induction” 

Please specify which staff groups need to 
undertake this awareness/training. Please be 
specific. It may well be the case that certain 
groups will require different levels e.g. staff group 
A requires awareness and staff group B requires 
training.  

 

All managers, new staff and employers of 
contract and agency staff 

Is there a staff group that should be prioritised for 
this training / awareness?  

A clear understanding of the requirements to 
undertake induction training within the agreed 
timescale 

Please outline how the training will be delivered. 
Include who will deliver it and by what method.  
The following may be useful to consider: 
Team brief/e bulletin of summary 
Management cascade 
Newsletter/leaflets/pay slip attachment 
Focus groups for those concerned 
Local Induction Training 
Awareness sessions for those affected by the 
new policy 
Local demonstrations of techniques/equipment 
with reference documentation 
Staff Handbook Summary for easy reference 
Taught Session, E Learning 

 

Corporate induction training , specific induction 
training e.g. nurse orientation programmes and 
local induction 

Please identify a link person who will liaise with 
the training department to arrange details for the 
Trust Training Prospectus, Admin. needs etc.  

 

Deputy Director of Workforce 
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Appendix B – continued 

 

Training Needs Analysis -  

 

Staff/Professional Group Type of 
training 

Duration 
of 

Training 

Frequency of Training 

 
All new starters identified 
in this policy and 
associated PGNs 
 
 

 
Classroom 
 

 
Variable 
by staff 
group min 
2 days 

 
Once only 

 

 

 

 

Should any advice be required, please contact:- 0191  245 6777 (Option 1)
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Appendix C 

MONITORING TOOL 
 
STATEMENT 
 

The Trust is working towards effective clinical governance and governance systems.  To 
demonstrate effective care delivery and compliance, Policy Authors are required to 
include how monitoring of this Policy is linked to Auditable Standards / Key Performance 
Indicators will be undertaken using this framework. 
 

CNTW(HR)01 – Induction Policy - Monitoring Framework 

 

 

Auditable Standard / 
Key Performance 
Indicators 

 

 

Frequency / Method 
/Person Responsible 

Where Results and Any 
Associate Action Plan 
Will Be Reported To, 
Implemented and 
Monitored; (this will usually 

be via the relevant 
Governance Group). 

Content of Corporate 
Induction reviewed to 
ensure minimum content 
is maintained 

Quality review of Corporate 
Induction in line with Policy 
changes and legislation 

Workforce Q+P Sub 
Group 

All staff have an 
induction logged on ESR 

Information available on 
Dashboards 
 
Assurance Report provided by 
Recruitment Manager  
Bi-Monthly 

Workforce Q+P Sub 
Group 

All agency staff and 
Contractors will have a 
documented local 
induction 

Compliance reports to be 
provided quarterly by Staffing 
Solutions and Contract 
Management 

Workforce Q+P Sub 
Group 

Staff who do not comply 
with local induction 
arrangements are 
followed up 

Training Manager will chase non-
returned local inductions after 3 
months. 
 

Quality Assurance Report 
quarterly 

Workforce Q+P Sub 
Group 

The Author(s) of each Policy is required to complete this monitoring template and ensure that 
these results are taken to the appropriate Quality and Performance Governance Group in line 
with the frequency set out. 


