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Appendix A 
 

LOCAL INDUCTION CHECKLIST – PART A (ALL STAFF) 
 
Clinical staff to also complete Part B 
 
Note for manager: A copy of the completed and signed checklist may be requested at any time, so please ensure the checklist is kept locally in a secure place. 
 	 	 	 	 	 	 	 
Name:......................................................................................Job title:………………………………………………  
 
Team/Department:.................................................................Start date: …………………………………………… 
 
 
The following checklist provides you with information to support you in your role and supports the local/departmental induction arranged by your manager. Please ensure that each item is signed as it is completed, you and your manager should then sign and date the checklist. 
 
· Dependant on role, you should not work unsupervised until you have completed your induction. 
· Once your induction has been completed, a copy of this checklist must be retained by you and your manager.   
· To enable us to record that you have had your local induction, your Manager should record this on the new starter form.  
 
	Before start date – Manager preparation 
	Initial by manager when completed 

	Workstation/place equipped.  IT working (Informatics form on Elsie click here) 
	 

	Register for computer access by completing the NUA01 New User application form.  The form is available on Elsie click here 
IT department will contact line manager with user name and password for new starter 
	 

	Inform Team of new employee details, including start date, name, job role 
	 

	Book appropriate time in diary for first day to go through induction essential areas 
	 

	Order mobile phone if relevant to role. 
	 


 
Reception and welcome on first day by Manager 
Introduce new employee to colleagues and work area. Include: 
 
	 
	Tick 

	Tour of Department 
	 

	Toilet/Cloakroom Facilities 
	 

	Public Telephones and mobile phone protocols within the office 
	 

	Kitchen Facilities 
	 

	Refreshments – team arrangements e.g. milk  
	 

	Car Parking (including disabled bays) 
	 

	No Smoking Policy 
	 

	Building Access and Exits 
	 

	Local fire procedure 
	 

	Local facilities (shops, banks etc) 
	 

	Pay date and deadline for pay 
	 

	Check receipt of Staff Handbook 
	 


 
	Day 1 
	Employee’s 
Initials 
	Manager’s 
Initials 
	Reference  Point 

	Provide any local induction information (agree induction visits, contacts, resources where applicable) 
	 
	 
	Manager 

	Complete ID Badge request form 
	 
	 
	Manager 
Intranet 

	Complete Electronic new starter form on ELSIE  
	 
	 
	Manager 

	Complete application for a Smartcard (if applicable) 
 
	 
	 
	Manager 

	Ensure Electronic Staff Record is updated with qualifications which have been checked prior to entry.  
	 
	 
	Manager 

	Discuss any specific requirements in relation to disability, particular concerns about the workplace including evacuation support in case of emergency. 
	 
	 
	Manager 

	Explain where all policies, procedures and guidelines are held on the intranet and the responsibility to read and understand them. 
	 
	 
	Manager 
Intranet 

	Payroll arrangements and pay date. Have contacts available for specific HR issues including pensions.  
	 
	 
	Manager 

	Details of next of kin provided to management. 
	 
	 
	Manager 

	Provide understanding of expenses – direct to policy and provide understanding of local claim procedures. 
	 
	 
	Manager 

	Annual leave entitlement and how to request: 
· Hours of work 
· Flexi time arrangements and how to record if  appropriate to role  
· Building opening hours and security arrangements. 
	 
	 
	ESR  

	Arrangements for notification of sickness 
	 
	 
	Manager 

	Dress Code 
	 
	 
	Manager 

	Fire/Emergency Evacuation explained – demonstrate evacuation route and meeting point 
	 
	 
	Manager 

	Health and Safety responsibilities explained (include management responsibilities if this is appropriate to the role) 
	 
	 
	Manager 

	Introduction to overview of job role and expectations within the role (ensure copy of job description and person spec received) 
	 
	 
	Manager 

	Security of personal/patients property 
	 
	 
	Manager 

	Confirm if any other employment with the Trust (if so, complete the waiver form and add to file)  
	 
	 
	Manager 
Intranet 

	Provide mobile phone policy in relation to use if relevant to role. 
	 
	 
	Intranet 

	Ensure employee completes Information Governance training during their first day on ESR 
	 
	 
	Manager  
Employee 
Internet 
 
 


 
	Week 1 – General   
	Employee’s 
Initials 
	Manager’s 
Initials 
	Reference  Point 

	Provide LCH Vision, Values, Strategic Objectives and Structure 
	 
	 
	Manager 

	Discuss expected behaviours using the How We Work framework.  
	 
	 
	Manager 

	Discuss Service/Team structure 
 
	 
	 
	Manager 

	Discuss Team objectives and priorities and individual contributions 
	 
	 
	Manager 

	Trust communication processes, including Community Talk, Team Brief, Team Meetings, Intranet  
	 
	 
	Manager 

	Undertake initial objective setting meeting, set out expectations and objectives for next 6/12 months 
	 
	 
	Manager 

	Working relationships and expected behaviour with other professionals, departments and patients/clients 
	 
	 
	Manager 

	Introductory discussion with service's Involvement 
Champion to share service's annual involvement plan and how new starter will contribute to it. 
	 
	 
	Manager 
Intranet 

	Arrangements for requesting study leave e.g. long course/support staff 
	 
	 
	Manager 

	Highlight confidentiality and Data protection – including overview of the data systems the service uses – refer to the Confidentiality Code of Conduct 
	 
	 
	Manager 

	How to handle complaints from patients or public (in line with LCH Trust Policy) 
	 
	 
	Manager 

	How to handle complaints from members of staff (in line with LCH Trust Policy) 
	 
	 
	Manager 

	Declaration of Interests Policy and Procedure 
	 
	 
	Manager 
Intranet 

	Access to Stationery and stores, process and authority 
 
	 
	 
	Manager 

	Corporate style discussed (logo, type set, templates) 
 
	 
	 
	Manager 

	Make aware of Staff Side/Trade Unions 
 
	 
	 
	Manager 

	How to report suspicions of fraud and corruption (NHS Protect) 
	 
	 
	Manager 

	Check understanding of relevant employment policies 
 
	 
	 
	Manager 

	Staff benefits ( e.g. Metro Cards, Childcare Vouchers, 
NHS discounts, pension scheme, employee care service, Lease car scheme) 
	 
	 
	Manager 
Intranet 

	Process for ordering goods or services (if applicable) 
 
	 
	 
	Manager 

	Risk assessment carried out for pregnant workers (if significant risk is established please contact HR for advice) 
	 
	 
	Manager 


 
	Week 1 – Health and Safety 
	Employee’s 
Initials 
	Manager’s 
Initials 
	Reference  Point 

	Health and Safety Policy of work areas including risk assessment – aware of hazard and control measures.  Complete any relevant risk assessments required for inductee/employee returning to work. 
	 
	 
	Manager 

	Fire Policies and Procedures, Fire precautions, position of extinguishers, position of alarm, call points, Nominated Persons.  How to raise and respond to alarm 
	 
	 
	Manager 


 
 	 
 
 
	Week 1 – Health and Safety (continued) 
	Employee’s 
Initials 
	Manager’s 
Initials 
	Reference Point 

	Infection, Prevention and Control, immediate environment and importance of mandatory training. 
Importance of IPC and personal responsibility. 
	 
	 
	Manager 

	First Aid facilities and First Aider information for their work areas. 
	 
	 
	Manager 

	Incident, accident and hazard reporting. 
	 
	 
	Manager 

	Occupational Health Facilities, ensure aware of the access and services available. 
	 
	 
	Manager 
Intranet 

	Major Incident procedures (if applicable) 
	 
	 
	Manager 

	Personal Safety, including Lone Working and security arrangements, Code of Working Practices, dealing with violent and aggressive behaviour, and referencing LCH zero tolerance policy. 
	 
	 
	Manager 
Intranet 

	Explain Statutory and Mandatory training relevant to role and book on/access training. 
	 
	 
	Compliance matrix 

	Discuss Moving and Handling risks relevant to role and access to early intervention service. 
	 
	 
	Manager HR 

	Undertake a Workstation Assessment including Display Screen Equipment where appropriate.  Inform employee of eligibility criteria for free eye test. 
	 
	 
	Manager 
Intranet 

	Explain availability of staff support services e.g. 
counselling, Occupational Health and how to access. 
	 
	 
	Manager 


 
	 
Month 1 – Team Specific  
(additional areas discussed should be added to the list and signed off) 
	Initial by 
manager on completion 

	Local Reporting and Management Framework 
	 

	Working practices within own team 
	 

	Team Briefing / Team Meetings 
	 

	Policies / Procedures of the Department or Team 
	 

	Identify and correct use of equipment – please list 
	 


A follow up discussion should be arranged within 3 months of the employee starting, to ensure that the employee is still aware of the above relevant information. 
 
The Checklist information has been discussed, explained and understood by: 
 
Name of Employee:  	 	____________________________ 
 
Signature of Employee: 	___________________________Date: ________________________ 
 
I have discussed and explained the induction information with the above named member of staff 
 
Name of Manager:  	 	___________________________ 
 
Signature of Manager:  	___________________________Date: ________________________ 
 
  
LOCAL INDUCTION CHECKLIST – PART B (CLINICAL STAFF) 
 
To be completed in conjunction with Part A 
 
	Before start date – Manager preparation 
	Initial by 
manager when completed 

	Networking/Shadowing/Buddy all arranged, diaries booked 
Mentor arranged for Newly Qualified /returner staff. Consider arranging ‘buddy’ for other colleagues new to Leeds 
	 

	Book onto Generic SystmOne training via Training section of Intranet.   
	 


 
	Day 1 
	Initial by 
manager on completion 

	Provide New Starter Handbook (if they have not been provided with one)  
	 

	Uniform order form 
	 

	Clinical/Technical/Child Protection Supervision arrangements (as appropriate to the post) 
	 

	Safeguarding Adults/Children responsibilities (as appropriate to the post) 
	 

	Library service, register, ATHENS 
	 

	Employee to be made aware of any specific security information for site. 
	 


 
	Week 1 – General  
	Initial by 
manager on completion 

	Local policies and standards (papers, briefing). 
	 

	Access to mentoring 
Mentor qualification and completion of mentorship registration form in order to be added to our mentor register. 
Support for Learning in Practice (SLIP) Course 
Contact Maggie Nickle 070985 803850 / 0113 8434552 mnickle@nhs.net or  Jude Mckaig 0113 843 4554 j.mckaig@nhs.net   
	 

	Obtaining Consent – refer to the Confidentiality Code of Practice  
	 

	Standards of Record Keeping and Documentation used.- refer to the Records Management 
Policy 
	 

	Waiting list figures/returns for healthcare settings 
	 

	Staff base list 
	 

	Equipment checklist 
	 


 
	Month 1 – General  
	Initial by 
manager on completion 

	Once S1 training completed and new starter has smartcard, new starter to log on with their card and inform Sue Ward they have done it so that the helpdesk can add details to the caseload list and rotas can be set up for them. 
	 

	Relevant clinical training booked 
	 

	Clinical Supervisor – decision made on how often they meet 
	 

	Code of Practice 
	 

	Child Protection (papers/briefing/seminars).  If not NQ check CP training already attended. 
	 

	Child Development services – visit CDC 
	 

	LEA services 
	 

	Care Certificate Observation information 
	 

	Resources 
	 

	Referral onwards to e.g. Community Paediatricians, hearing tests, ENT 
	 

	Access to specialists and support 
	 

	Guidance on caseload priorities 
	 


 
 
The Checklist information has been discussed, explained and understood by: 
 
Name of Employee:  	 	_______________________________ 
 
Signature of Employee: 	_______________________________ Date: _____________________ 
 
I have discussed and explained the induction information with the above named member of staff 
 
Name of Manager:  	 	_______________________________ 
 
Signature of Manager:  	_______________________________ Date: ____________________ 
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