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Health Care Assistant 2 Week Induction Programme – Cohort 10
Week 1 
Name……………………………………………………….
	Monday 12 Jan 2015 
	Tuesday 13 Jan 2015
	Wednesday 14 Jan 2015
	Thursday 15 Jan 2015
	Friday 16 Jan 2015

	8:30 – 17:00

Corporate Induction

BHH 
	8:30 – 17:00

Corporate Induction

BHH
	08:45 -09:00

Welcome & Introductions

HCDU


	09:00- 12:30

Privacy & dignity

· Personal Centred Care
· Chaperoning & Confidentiality


	09:00-10:00

Equality & Diversity
Riaz Janjua


	
	
	
	
	10:00- 11:30

Medical Devises

Beth Flint

	
	
	09:00- 12:00

Health & Safety

Diane Aucott


	
	

	
	
	
	
	11:30-11:45
Break 

	
	
	
	 12:30-13:30

Lunch
	11:45-13:15
Personal Development

	
	
	
	13:30-15:00

Dementia Awareness & Cognitive issues
OT Team
	

	
	
	
	
	13:15-14:15

Lunch

	
	
	
	15:00-16:30
Duty of Care


	 13:15- 16:00

TV awareness

· SSKIN

· Fluids & Nutrition



	
	
	12:00-13:00

Lunch
	
	

	
	
	13:00-14:45
Communication
Karimat

	
	

	
	
	
	16:30 - 17:00 

Evaluation & Close
	16:00-16:30
Evaluation & Close

	
	
	14:45-15:00
Break 
	
	

	
	
	15:00- 16:30
Roles & Responsibilities
	
	

	
	
	16:30-17:00 Evaluation & Close
	
	


Health Care Assistant 2 Week Induction Programme
Week 2 – Local Induction 

	Name:
	

	Job Title:
	

	Line Manager:
	

	Ward/Department:
	

	Directorate:
	

	Date of Commencement (in the Trust):
	

	Date of Commencement (in above post):
	


Guidance Notes
This checklist is designed to ensure that as a new member of staff you receive all the information that you will need to become familiar with the Trust, your department/ward and your role in a timely and effective manner.

In conjunction with your manager you will complete this programme during your first 2 weeks in post.
Note for manager:

Please email HCDU (hcdu@heartofengland.nhs.uk) to confirm when Local Induction has been completed.

Each area should be signed off as complete by yourself and your manager, once you feel the information has been adequately covered.  Some areas may not apply to your role and these should be clearly marked N/A.

You will have two reviews, post-induction, one at three months and one at six months.  These reviews are to check that you are progressing and have no concerns about your role.  

The completed and signed checklist should then be placed on your personal file by your manager.

Date and time agreed to meet for first quarter review (3 months from start date)

	Meeting Date and Time:
	


Date and time agreed to meet for second quarter review (6 months from start date)

	Meeting Date and Time:
	


	1.  Documentation
	Manager and New Starter to sign

	New Appointment Form completed
	

	NHS Pension Scheme Pack – Form SD502 application to leave/not join 
	

	Tax form P45/P46
	

	Recent payslip (NHS Transfers)
	

	Original birth certificate/passport seen
	

	Original academic/professional Qualifications seen
	

	Original registration certificate and renewal dates seen
	

	Statement of Terms and Conditions (employee and manager sign copies)
	

	2  Departmental introduction and local environment
	

	Function and structure of the ward/Department explained
	

	Explanation of duties, Training needs and Appraisal discussed
	

	Introduction to manager and colleagues
	

	Tour of department and other relevant areas
	

	Security pass / keys / access codes discussed.
	

	3.  The Role
	

	Time recording system explained
	

	Meal/rest breaks explained
	

	Pay date confirmed
	

	Annual leave – Process for booking
	

	4.  Communications and Information
	

	Awareness of car parking arrangements, travel scheme and shuttle bus
	

	Use of telephone (terms of private use explained)
	

	Use of bleep system (if applicable)
	

	Trade Union membership /union representatives
	

	Frequency of team meetings/team brief
	

	Latest copy of Heartbeat, Team Brief/departmental newsletter.
	

	Notice boards (in department and throughout Trust)
	

	5.  Health and Safety and Risk Management
	

	Resuscitation: Equipment and Procedures
	

	Fire Safety: Equipment and Evacuation Procedures
	

	Manual Handling
	

	Medicines Safety:
	

	Incident Reporting
	

	Continued 
	Manager and New Starter to sign

	Infection Control and Hand Hygiene 
	

	Health and Safety:
	

	Confidentiality: Principles and Security
	

	HR Policies: On Intranet
	

	Fraud:  Counter fraud initiatives discussed
	

	Nursing, Midwifery Values 
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