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SUMMARY

Title:
Induction Policy and Management Guidelines '
(Cross reference {o Trust Policy SG 005/09 Guidelines for local induction for Medical staff)

Purpose:

To outline the importance of the induction process and the minimum standards for the
induction of staff at a corporate level through the Corporate Welcome and at
departmental/local level through a structured approach. This policy applies to all Trust
staff whether joining the Trust as a new member of staff or new to role within the
Trust. Agency and Bank only staff must also have access to local induction
arrangements.

Objectives: B

» To provide a consistent approach to mductlon thhin the Trust.

¢ To ensure every new employee is welcomed to the Trust, receives appropriate
essential information about the Trust and their role and galns an understanding of the
Trust's purpose, objectives, values and behaviours.

» To ensure staff are orientated sufficiently, enabling them to commence their
employmeant in a positive and supportive enwronment thus promotmg long-term staff
retention.

e To provide an effecttve mduct[on for staff new to post within the Trust

Policy Statement(s) -

1. It is mandatory for ail newiy appomted staff to the Trust {excluding medical and
dentat staff in training, to whom separate arrangements apply) to attend a
Corporate Welcome event w;thin 4 months of appointment. This will be
monitored for comphance R

2. All new staff must comp!ete a comprehensive and structured local (i.e. within their
= Department) induction process on commencement of their new post. Nurses,
‘Midwives and Healthcare Support Workers, new to the Trust, will also attend a
specific relevant induction programme.

| '3l_-- Corporate 'an'd; Local induction are essential components of the Trust’s
- governance framework, therefore staff new to the trust as well as new to post
must comply with the contents of this policy.

4. Al staff who _ch'éf_{ge post will receive a sufficient local induction in line with the
requirements of the role and the needs of the particular department.

5. Staff induction is an important aspect of managerial responsibility and should be
planned and organised to ensure that new staff, and those new to their role, have a
robust orientation to the department and their role. Induction should be approached
in a facilitative way in order to meet the needs of each individual and will be
influenced by the different methods available within the Trust, for example,
shadowing, mentoring, placements, 'on the job training’ stc,

6. The Trust will support the process with the provision of appropriate learning and
development opportunities and has developed a generic checkliist to guide managers
{see Appendix 1). Managers must also refer to the Trust's health and safety
induction checklist available from Trust health and safety managers. Checklists
should be shared with the staff member and sighed off. They may aiso be
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supplemenied to meet local needs to ensure a comprehensive induction for the
individual.

. For staff new to the Trust and those new to post, the line manager will identify

the statutory and mandatory training requirements with reference to the
Statutory Mandatory Training Policy and subsequently agree timescales for
attendance/completion of training.

Managers will also need to take account of any specific induction requirements set

' out by professional bodies e.g. NMC, GMC etc.

. The following points should be con81dered when organising an induction

programme:

* It is the responsibility of the Line Manager to facilitate local induction
arrangements for all staff. An individual should be assigned to ensure that
the new staff member is welcomed and that all elements of the induction
programme are completed. .

» Consideration should be given to assngnlng a preceptor buddy or mentor to
support the inductee.

* The duties, role and responsibilities of the new staff member should be
detailed and clarified as necessary. '

» Core elements of the knowledge and skills to be achleved should be detailed
with clear information as to how and when they are to be attained. e.g. K SF
Post Outline. :

¢ The induction process “should be considered as a pathway linked to
continuous professsona]/occupatlona[ and/or personal development.

» Adequate support and supervision should be provided to enable the individual
to undertake the full tole and responsibilites of the post. It should be
recognised that this will vary with each individual, dependant on previous
experience, training and development.

e New nursing and midwifery registrants are required to complete a 6 month

- preceptorship programme and:satisfactorily complete the related portfolio.

e Nursing Auxiliaries and Health Care Support Workers new to role or
post. must complete the mandatory Induction and Vocational
programmes.

o All new social care workers who are subject to mandatory registration
with NISCC must successfully complete the NISCC [2007] Induction

. Standards NI. The NISCC registrant wiil be registered with the condition
‘that they complete the Induction Standards within a three-six month
period. The assessing manager will have the responsibility to sign off a
Certificate of Successful Completion.

e The Trust's Leadership and Management Charter must be shared with
newly appointed staff by their Manager. This Charter sets ouf what is
expected and required of leaders/managers in the Trust.

10. Attendance at the Corporate Welcome event should take place on the date advised

by the Human Resources Learning and Development Department. Non- attendance
will be recorded and alerted to the Directorate and a second invite letter will be
issued. No subsequent invitations will be issued to the individual by Human
Resources.

Managers can subsequently book places directly through TAS (HRPTS)
although this approach should be the exception.
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Trust volunteers and staff who are contracted to work only on the Bank or Agency,
will not routinely receive an invite to Corporate Welcome. Rather, it is expected that
their manager makes arrangements for their attendance by booking directly on the
Training Administrative System (TASYHRPTS

Attendance at the Corporate Welcome event will be recorded by the Human
Resources Learning & Dsvelopment Department and will be notified to Directorates
in order that they can take remedial action required. Targets for attendance will also
be considered as part of the Trust's accountability review process.

The monitoring of local induction procedures is the responsibility of Directorates and
they should put in place such arrangements to ensure that induction is carried out
effectively.

New to Management: Newly appointed/promoted managers will have specific
induction needs depending on their previous experience. As part of the
induction process, due care should be taken by the person facilitating the
induction, to identify the learning & development needs of new managers and
put into place a specific training programme to ensure that they can perform
effectively as a manager.

As part of this induction, new managers must be provided with a copy of the
Trust's Leadership & Management Charter. This Charters sets out the
knowledge, actions and behaviours expected of leaders and managers in the
Belfast Trust and will help to identify learning needs. All new managers must
ensure they fully understand the key policies and procedures relating to their
managerial role, Copies of the Leadership & Management Charter will be
provided at the Corporate Welcome event and it is also allocated under the
Education section of the Trust HUB.

Appendix 1 sets out a list of recommended people management training
courses which should be completed by managers who have responsibility for
managing staff.-

Appendix 2 sets ouf how newly appointed staff can access all Trust policies
and procedures on the HUB.

The Knowledge and Skills Framework (KSF) was developed as a
comprehensive framework on which to base personal development plans and
reviews. Within Belfast Trust, the Personal Contribution Framework {PCF}
aligns with the KSF to ensure that staff:

have a clear understanding of their role and the part they play in their team and
organisation

have an agreed set of priorities and objectives for their work

possess and apply the knowledge and skills they need to perform their role
effectively and to achieve their objectives.
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This review process has two core parts:

¢ Personal Development Review (PDR) where the line manager meets with the
employee and reviews them against their KSF post outline, this results in the
production of a Personal Development Plan (PDP)

¢ Personal Contribution Plan {PCP) sets out how the individual contributes to the
success of the Trust by linking key outputs against the Trusts Corporate
objectives.

For full details and information on KSF and the PCF Framework are available on the Trust's
intranet under Human Resources o
The PCF will apply to alt staff {inciuding bahk:and temporary staff) with the

exception of Medical and Dental staff who have separate arrangements for their
appraisal. Lo A

Reference should be made to the KSF and PCF guide'lin';es for full detail of the
process requirements (available on the Trust's intranet under Human Resources)

—

L (_r;u._.q_, Lii& (L \

Director - | Author

. Marie Mallon Elaine Kehelly
bate: | :.3:' Date:

Chief Executive
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Full Description

1. Title:
Induction Policy and Management Guidelines

2. - Introduction:

Induction is an important organisational tool which helps to ensure that staff
have an effective introduction fo the Belfast Health & Social Care Trust and to
their role. Delivered effectively, it creates a positive relationship between
employer and employee and supports the post holder in making an sffective
confribution at an early opportunity, thus ass;stlng the Trust to maximise the
capagcity of our biggest resource — our peopie

Furthermore it is a requirement of quality. standards such as controls assurance
and Investors in People and assnsts new staff to feel part of the broader Trust
community.

Induction in the Trust is a twofold process consisting of:

o Corporate Welcome which is a mandatory haif day iﬁduction event
for newly appointed staff to gain an understanding of broad
organisational messages

s Local lnduction is mandatory for all staff new to Trust/
Department/role. This will consist of departmental orientation
arrangements {o detall 3ob requwements processes, procedures
and policies. T

3. Purpose:

To outline the |mportance of the mductxon process and the minimum standards
for the induction of staff both at a corporate level through the Corporate
Welcome and at departmental/local level through a structured approach.

4. The Scope:

The Policy applies to all new Trust staff and staff who have changed role within
the Trust. However, aspects of the Policy which refer to Corporate Welcome
are relevant only to staff who have been newly appointed to the Trust.

The Corporate Welcome does not apply to medical and dental staff in training
who have their own arrangements tailored to meet their particular needs.

Managers responsible for the local induction of medical staff should also refer
to the Belfast Trust Guidelines on Local induction for Medical Staff. This
information is available on the intranet hub under Medical Directorate
section.

5. Objectives:

* To provide a consistent approach to induction within the Trust.

s To ensure every new employee is welcomed to the Trust, receives
appropriate essential information about the Trust and their role and
gains an understanding of the Trust's purpose, objectives, values and
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behaviours.

s To ensure staff are orientated sufficiently, enabling them to commence
their employment in a positive and supportive environment thus
promoting long-term staff retention.

s To ensure that staff who are new 1o post are adequately supported to
deal with the transition to and the requirements of their new role.

6. Roles and Responsibiiities:
6.1 Trust Responsibilities

e« To provide a Corporate Welcome for all new employees within 4
months of commencing post.

» To provide guidance on local induction procedures to managers.

s To ensure all new appointees are invited to the Corporate Welcome
within four months of their commencement of post.

¢ To ensure that attendance at the Corporate Welcome event is
monitored and recorded thereby ensuring governance arrangements
are adhered to.

s To ensure that the Corporate Welcome event is evaluated and updated
as indicated. -

6.2 Manager Responsibilities

o To ensure that all new staff, attend the Corporate Weicome within
4 months of appointment.

» Toensure the provision of an effective Iocal inductlon for all new staff.
Appendix 1 contains an Induction Checklist which includes the core
elements of local/fand departmental induction. The checklist may be
tailored to reflect departmental/ Service requirements, and should be
completed in the first month of employment or within an
appropriate t;mescale to ensure the process is meaningful and
comprehensive. _

¢ To review local mductlon arrangements and ensure they are
appropriate for new staff.

+ To maintain records .of completion of local induction and their
arrangements. '

» To satisfy themselves that a new member of staff has been adequately
inducted to carry out their duties.

+ Toidentify a preceptor/supervisor/buddy, as appropriate, for the new
member of staff.

¢ Toinitiate the KSF and PCF process with the inductee and provide the
relevant KSF Post Outline at the earliest opportunity.

« To ensure statutory mandatory training requirements as set out in
the mandatory training matrix is completed within an agreed
timescale,

* To ensure that staff have read and understood key trust policies
and maintain a record of this.

6.3 Individual Responsibilities
e To attend the Corporate Welcome Event within 4 months of

appointment.
s To complete their local induction programme.
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Ensure they keep training and development records up-to-date
Ensure they are confident that they have been provided with the
appropriate skills and knowledge to undertake their role, Any
concerns should be raised with the Line Manager

¢ Adhere to the policies and safety measures whilst working within
the Trust.

o To read key Trust policies as identified by their Manager and
confirm their understanding.

6.4 Responsibilities Of The Corporate Welcome Presenters

The structure of the Corporate Welcome event will address the Trust’s
organisational objectives and values. Presentations will be structured to deliver
high-level messages relevant to each area as detailed in the Corporate
Welcome Programme. Presenters will ensure: -

« High quality presentations using corporate PowerPomt templates and
professional presentation tools -

¢ Materials are reviewed regularly to maintain accuracy and quality
Alternative cover is provided when unable to attend and that those
replacing them are fully conversant with the presentation

+ Presentation content addresses the needs of a muitldlsmplmary group
{clinical and non. cilnlcal) taking into account the diversity of the
audience oo

7. The Definition and Background of the Policy

The term induction s generally used to describe the whole process whereby

staff are welcomed to an organtsatloh and given support to adjust to their new

job and working environment. - Research has shown that a well structured

induction programme: increases staff retention and motivation which can

- therefore hefp the Trust to maximise the capacity of the largest resource - its
o= people : . -

. An mductlon_ also offers an opportunity to establish organisational expectations
- with the employee and to project a good first impression of the employer.
- Employers have a duty to prowde information, as is reasonably practicable, to
ensure health and safety in the workplace. Furthermore it is a legal
requirement under the Management of Health & Safety Regulations (Ni) 2000
to provide adequate health & safety training. The Approved Code of Practice
supporting: these Regulations advises that new employees should receive
basic induction training on health & safety, that particular attention should be
given to the needs of young workers and that risk assessments should indicate
further specific training needs. Statutory/Mandatory training requirements
will be identified during the induction process and attendance organised
within the agreed timescales.

8. The Policy/Guideline Description
This policy describes what is involved in both the local/departmental induction
process and the Corporate Welcome and identifies the responsibilities of all

involved. Guidelines are provided to assist managers with aspects of the
local/departmental induction.
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Policy Statements

9.1 It is mandatory for all newly appointed staff to the Trust (excluding
medical and dental staff in training, to whom separate arrangements
apply) to attend a Corporate Welcome event within 4 months of
appointment. This will be monitored for compliance.

9.2 All new staff must complete a comprehensive and structured local (i.e.
within their Department) induction process on commencement of their new
post. Nurses, Midwives and Healthcare Support Workers, new to the Trust, will
also attend a specific relevant induction programme.

9.3 Corporate and Local induction are essential components of the
Trust’'s governance framework, therefore staff new to the trust as well as
new to post must comply with the contents of this policy.

9.4 All staff who change post will receive a sufﬂment local induction in line with
the requirements of the role and the needs of the particutar department.

9.5 Staff induction is an important aspect of managerial responsibility and
should be planned and organised to ensure that new staff, and those new to
their role, have a robust orientation to the department and their role. Induction
should be approached in a facilitative way in order to meet the needs of each
individual and will be influenced by the different methods available within the
Trust, for example, shadowmg, ‘mentoring, placements 'on the job training' etc.

9.6 The Trust will support the process W|th the provision of approprlate Iearnmg
managers (see Appendix 1). Managers must also refer to the Trust's health
and safety induction checklist available from Trust health and safety managers.
Checklists should be shared with the staff member and signed off. They may
also be supplemented to meet local needs to ensure a comprehensive

_ mductlon for the mchwduai

DLS

9.7 For staff new to the Trust and those new to post, the line manager will

identify the statutory and mandatory training requirements with reference
to the Statutory/Mandatory Training Policy and subsequently agree
fimescales for attendance/completion of training.

9.8 Managers will also need to take account of any specific induction
requirements set out by professional bodies e.g. NMC, GMC etc.

9.9 The fol[oWing points should be considered when organising an induction
programme:

» |t is the responsibility of the Line Manager to facilitate local
induction arrangements for all staff. An individual should be
assigned to ensure that the new staff member is welcomed and that all
elements of the induction programme are completed

+ Consideration should be given to assigning a preceptor, buddy or
mentor to support the inductee.

» The duties, role and responsibilities of the new staff member should be
detailed and clarified as necessary.

» Core elements of the knowledge and skills to be achieved should be
detailed with clear information as to how and when they are to be
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attained. The achievement of these will also contribute to other
processes e.¢. Personal Contribution Framework Knowledge and Skills
Framework.

» The induction process should be considered as a pathway linked to
continuous professionalfoccupational and/or personal development.

» Adequate support and supervision should be provided to enable the
individual to undertake the full role and responsibilities of the post. It
should be recognised that this will vary with each individual, dependant
on previous experience, training and development.

¢ New nursing and midwifery registrants are required to complete a 6
month preceptorship programme and satisfactorily complete the related
portfolio.

¢ Nursing Auxiliaries and Health Care Support Workers new to role
or post must complete the mandatory Induction and Vocational
programmes.

« All new social care workers who are sub;ect fo mandatory
registration with NISCC must successfully complete the NISCC
[2007] Induction Standards NI. The NISCC registrant will be
registered with the condition that they complete the Induction
Standards within.a three-six month period. The assessing
manager will have the responsmlilty to s:gn off a Certificate of
Successful Completion.

¢ The Trust’s Leadership and Management Charter must be shared
with newly appointed staff by their Line Manager. This Charter
sets out what is expected and requwed of leaders/managers in the
Trust,

9.10 Attehdancé at the Corporate Welcome event should take place on the
date advised by the Human Resources Learning and Development
Department. Non-attendance will be recorded and alerted to the Directorate
and a second invite letter will be issued. No subsequent invitations will be
issued to the-individual by Human Resources.

_ | Manage'rs can éUbé_equently bbdk'p[aces directly through TAS (HRPTS)
- although this approach should be the exception.

Trust volunteers and staff who are contracted to work only on the Bank or
Agency, will not routinely receive an invite to Corporate Welcome. Rather, it is
expected that their manager makes arrangements for their aitendance by
booking directly on the Training Administrative System (TASYHRPTS

9.11 Attendance at the Corporate Welcome event will be recorded by the
Human Resources Learning & Development Department and will be notified to
Directorates in order that they can take remedial action required. Targets for
attendance will also be consideted as part of the Trust’s accountability review
process. The monitoring of local induction procedures is the responsibility of
Directorates and they should put in place such arrangements to ensure that
induction is carried out effectively.

9.12 New to Management: Newly appointed/promoted managers will have
specific induction needs depending on their previous experience. As part
of the induction process, due care should be taken by the person
facititating the induction, to identify the learning & development needs of
rnew managers and put in place a specific training programme to ensure

DLS 332-042-011
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that they can perform effectively as managers.

As part of this induction, new managers must be provided with a copy of
the Trust's Leadership & Management Charter. These sets out the
knowledge, actions and behaviours expected of leaders and managers in
the Beifast Trust and will help to identify learning needs. All new
managers must ensure they fully understand the key policies and
procedures relating to their managerial role.

Appendix 1 sets out a list of recommended people management training
courses which should be completed by managers who have
responsibility for managing staff.

Appendix 2 sets out the list of key policies maﬁégers must provide to
new staff. It will be important that the new staff member confirms receipt
and that they have read and understood the policy.

9.13 The Knowledge and Skills Framework (KSF) was developed as a
comprehensive framework on which to base personal development plans
and reviews. Within Belfast Trust, the Personal Contrlbutlon Framework
(PCF) aligns with the KSF to ensure that staff: -

» have a clear understanding of their ro!e and the part they play in
their team and orgamsatlon

o have an agreed _set of p_r_lgrltles and ob_jectives for thelr work
o possess and appl{r the knowledge and ‘skills they need to perform
thelr role effectively and to achfeve thelr objectives.
This rewew process has two core parts o

1. Personal Development Revnew (PDR) where the line manager

- meets with the employee and reviews them against their KSF post

~-outline, this results in the production of a Personal Development
Plan (PDP) :

2, Persohél Contribution Plan (PCP) sets out how the individual
contributes to the success of the Trust by linking key outputs
against the Trusts Corporate objectives.

or full .'details arid information on KSF and the PCF Framework are available
on the Trust's intranet under Human Resources

The PCF will apply to all staff (including bank and temporary staff) with
the exception of Medical and Dental staff who have separate
arrangements for their appraisal.
Reference should be made to the KSF and PCF guidelines for full detail
of the process requirements (available on the Trust’s intranet under
Human Resources)

10. Sources(s)/Evidence Base

This Policy is based on Human Resources best practice.
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11. References, including external guidelines

¢« CIPD (2009) “CIPD Factsheet: Induction”
http:/fiwww.cipd.co.uk/subjects/recruitmenfinduction/induction.htm
Lincolnshire Primary Care Trust (2006) “Induction Policy”
Brighton and Sussex University Hospitals (2006) “Induction Policy &
Procedure”

¢ East Midlands Ambulance Service (2009) “Induction Policy and

Procedure”

Belfast Trust “Guidelines for local induction of medical staff”

Belfast Trust “PCF Guidance Notes”

Management of Health & Safety Regulations (NI) 2000

Belfast Trust Health & Safety Induction Checklist

Belfast Trust Statutory Mandatory Training Policy

Belfast Trust Leadership & Management Strategy

o 0 & & & »

12. Review

This policy will be reviewed on a three yearly basis in consultation with
key stakeholders and Trade Union Representatives. ..

13. Equality and Human Rights screening carried out

In line with the duties under the equality legislation {Section 75 of the Narthern
Ireland Act 1998), Targeting Social Need Initiative, Disability Discrimination Act
and Human Rights Act 1998, the Belfast Trust has carried out an initial
screening exercise to ascertain if this policy should be subject to a full impact

assessment.. "
Screenifig _.Completé&.': ' Full impact assessment to be

v" No action required : carried out.
14. Procedures

These procedures'é're included as b'art of the Responsibilities and Policy

Statement.
g(wq_ [(Q Lo {.t_,.’\
Director Author
(delete as appropriate)
Date: Date:

Chief Executive
(For Trust Policies Only)

Date:
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APPENDIX 1 - Induction Checklist & Key Documents

This Induction Checklist template is provided to give managers guidance as to the structure
of their locai induction process. This is a guidance framework only and managers may use
this as a basis to develop an induction checklist which best suits their department. Heads of
Department/Managers should consider what additional information, specific to their own area
needs to be included and integrated into the checklist.

The induction checklist is used by the line manager to highlight the areas that employees
need to be made aware of as soon as they comme_ric_e post.

Line managers should ensure that every effort is made to cover the whole checklist within
the first month of employment. i |

By the end of the month the form must bé "éc')mplete_d,féigned off by the employee and line
manager and a copy retained on their file. T

Managers may wish to consider issuing to employees an induction pack containing useful
information relevant to their emp[oyment or s;gnpostmg where the employee can access
some key mformatlon __ - -

Key documents for the mductlon pack are as follows (avallable on the hub)

Belfast Way —including Corporate Values/Trust Corporate Plan
Leadership & Management Strategy ~(including the Charter)
Learning and Development Portfolio

Personal Contribution.Framework Guidelines
Knowledge and Skills Framework Post Outline
Statutory & Mandatory Training Policy

Service Group Management Plan

Directorate Management Plan

Equal Opportunities Policy

Attendance Management Policy

Working Time Disclosure Form and Regulations
Harmonious Working Environment Statement
Working Well Together Policy

Whistle Blowing Policy

Reward & Recognition Policy

Heaith & Safety Policy

Adverse Incident Reporting Policy

ICT Security Policy

Records Management Policy

Data Protection Policy

Child Protection Regional Policy & Procedures
Regional Safeguarding Vuinerable Adulis

@ @ @ & & & & & o & & & & & & & & & & & ° 2
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Departmental/Local Induction Checklist

Name of Employee:

Band:

Job Title:

Department:

Line Manager:

Date Of Commencement of post:

. Date of Attendance at
Corporate Welcome;

KFS Gafew_av Review Da_t'es
Foundation

Second

DLS
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Explain on call/bleep arrangements and use of telephone system
and/or mobile telephones

Introduce the Intranet HUB and highlight the availability of Trust
policies and information,

Introduce Computer Systems e.g. FPL (Finance, Procurement and
Logistics), Training Administration System (TAS) HRPTS (Human
Resources, Payroll, Travel & Subsistence)

ICT Security Policy
Refers to electronic passwords, transfer of mformatlon email etc

Data Protection Poticy and Records Management Policy .
Refer to these concerning issues regarding the handllng of personal data
and Freedom of Information issues. o

Equal Opportunity
Refers to the promotion of equalsty of opportunity, the prevention of

unlawful dlscrtmmatuon and comphance with statutory obligations

Issue of 1dentaty badge/securlty pass 4

| 2. TermsAnd Conditions

Clarification of Job Descrip!_:.ir.)_n

Work Life Balance and clarification of agreed flexible working
arrangements
Refer to Flexible Working Policy, flexi-time, compressed hours etc,

Hours and times of work and [unch break arrangements

Procedure for reporting absence from work

Highlight Probation Period (six months)

Annual leave entitlement and procedures for requesting leave
Refer to annual leave card in the pack.

Explain arrangements regarding overtime and time off in lieu (TOIL)

DLS
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Pay arrangements
Explanation of how and when the staff member will receive pay and the
contact in Salaries and Wages should there be any queries

Travel/Expense Claim arrangements

Procedures for requisitioning of goods and services/budgetary
management Explanation of authorisation framework :

Inductlon for Postholders in Management
“Roles '

ThIS section will ensure you have an understandmg of your role
responsibilities and accountabilities as a Manager.

Leadership & Management Strategy Leadership & Management
Charter

Overview of the contents of the Leadership & Management Charter
which sets out the principal knowledge, act:ons and behaviours
required of all leaders and manager,

Continuing Professional Development

A number of learning and deve!opment programmes have been
identified to support the Manager in their roie and specifically
peopie management These include:

Intr_oductlon_ to.People Management Skills

| Managing Attendance

Recruitment & Selection

PCF/KSF Development Review

Manager Induction on HR Processes
Mandatory Equality Training for Managers
Managing People’s Performance
Communication Skills for Line Managers
Managing Change Lo
Disciplinary/Grievance/Capability Procedure

(Some of the above training programmes are also contained with the
Statutory Mandatory Training Matrix)

Effective Communication

Details of systems and processes to support communication, including
the HUB, Communication toolkit which sets out the frequency of
team meetings as well as recommended standing items on the team
agenda, Chief Executive Brief and any other local communication
standards that may exist.

Team Effectiveness
impartance of building effective team relationships.
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5. Learning & Development

Introduction to Personal Contribution Framework (inclusive of KSF)
and arrangement of first review meeting date.

Statutory Mandatory Training Policy

Identify the statutory and mandatory training required as per the
Statutory Mandatory Training Policy and agree timescales and
frequency for attendance/completion of training. Statutory
Mandatory training requirements for all staff mciude

+« Corporate Welcome -
Local Induction SR
Fire & Environmental Awareness X
Health & Safety Awareness
Adverse Incident Reporting

¢ Complaints Management L
Other Statutory Mandatory tralmng will be ldentifled as per staff
group.

* © & ¢

Refer to Learmng & DeveIOpment Portfolio & Educatmn Sate on the
Intranet
The Portfolio llStS all the tramlng courses provided by the Trust.

Explain the Tralmng & Admmlstration System (TAS). This system will
be replaced with the Human Resource PayroEI Travel HRPTS during
2013,

TAS 1s a system which enables staff who reglster to apply for a wide
range of courses. TAS can be accessed through the Trust Intranet.

Issue the Assistance to Study Polic.y.
This policy lays out the guidelines surrounding requests to pursue study
outside the Trust. Available on intranet.

6 Health and Safety

Please Refer to Health and Safety induction checklist and
information.

Ensure staff member has completed Dual Employment form in
Appendix 3

DLS
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| confirm that this local induction Policy have been read and understood. | will ensure the principles
and guidance set out in this Policy are adhered to during my employment in the Belfast Trust.

Signed Employee: Date:

Signed Manager: Date:

DLS 332-042-019
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Appendix 2 ~Policies & Procedures

In addition to the key Trust policies set out in Appendix 1 there is an extensive list of
Trust policies and procedures that are listed on the Trust’s intranet HUB. It is
essential that the Manager must determine in relation to the role, the policies which
should be read and understood. Managers may also wish to add any additiconal
Directorate levei protocols and procedures.

Policies include:

HR Policies

Attendance Management Policy

i

- Alcohol and Drugs in the Workpiace Preventlon
& management -

- Assistance Dogs in Hospital Departments - Pol:cy
on the accommodation of
- Capability Procedure

- Disciplinary Procedure

- Domestic Violence and Abuse in the Wo_r_kplace

- Employment Equality'.a_nd Diversity Plan

- Employment of Migrantw_orkers :j'ﬂ-: -

- Equal Opportunities Policy . - -

- Grievance.Policy

--=.. ‘Harmonious Working Enwronment Statement

T -Harassment Policy

- o Induction Policy and Management Guidelines

- :'_ Management. of__staff affected by Change

- Attendance Management Protocol

- Recruitment and selection

- Reward & recognition Policy

- Redeployment Policy

- Registration & Verification Policy

- Relocation Associated Expenses Policy

- Safer Recruitment and Employment Alert Notice
System and Procedure Internal Operating Procedure
- Special Leave Policy

- Staff Charter

DLS 332-042-020
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- Statutory Mandatory Policy |

- Study Leave Policy

- Temporary Across Site Relocation Protocol

- Working time Disclosure Form & Regulations

- Work Experience Placement

- Work Life Balance Policy

- Working Well Together Policy

- Whistleblowing Policy

Communlcailon

T éar l.easing Pali'cy.

- Direct Payments Policy

- Fraud Policy

- Gifts & Hospltallty Pohcy

Estates Management :

- Asset Dlsposal Pollcy

- Electrical Safety Pohcy Low Voltage and High
Voltage

- Environmentat and sustainability (inc. Energy)

- Fire Safety Policy inc. Prdcedure for Management
of Oxy Acetylene

Performance Plannmg & Informatlcs

- Data Protectlon

- Fax Policy

- Personal Records

- Records Management

- Records Retention & Disposal Schedule

ST & Teiecommumcatnons

- ICT Procurement Poi;cy

DLS
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ICT Security Policy |

Print Policy

Performance Management

Data Access for Organisations Externat to the
Trust

Integrated Elective Access protocol

Patients who cancel or Do Not Attend Outpatient
Appointments

Adverse Incident Reporting Policy

Health & Safety Policy

Health Surveiilance Policy

Occupational Health Practice & Servige -

Screening & Vaccinations policies - HEB A, MMR,

TB, VZV, Staff against.

infectious disease

Sharps Injurles and bloocl and body fluid
exposures -

Skin Care Poltéy .

(Somie of the below,po.l_
:the Health & Safety Induct:on‘checkllst) i

Belfast Risk Assessment Tool & Sheet

Claims Management

Control of Substance Hazardous fo

l.one Working

Zero Tolerance Approach to the Prevention &
Management of Violence and Aggression in the
Workplace

Prevention & Management of Alcohol & Drugs in
the Workplace

Manual Handiing
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Medical Devices Forms

Display Screen Equipment

Control of Substances Hazardous to Health

New & Expectant Mothers

Driving for Work

Management of Stress, Health & Well Being -

Noise

Vibration

Work at Height

Safety Spectacles

Sharps Injuries & Blood & body Fluid Exposures

First Aid at Work

Radiation Protection Poli__cy'

Health Surveillance B

Respiratory Health Surveillarj_c_é_ ]

~ Fit Testing

Gtiic!eiines which apply to all relevant clinical areas are jocated on the HUB under

“Clinical” rather than in every service area.

| confirm that | have ;ea:d and understood the policies which are applicable to my role as
indicated above,

Signed Employee;

DLS
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APPENDIX 3
Belfast Health and Social Care Trust

Working Time Regulations

Dual Employment Form

In accordance with the Working Time Regulations, the Trust must ascertain the number of hours per
week worked by staff. This includes hours worked in other Jobs and for other employers.

The Trust does not wish to debar you from additional employment The information is required to
ensure complance with the Regulations. .

Please complete the following details and re__tu_r'n them to your Manager:
Information in relation to employment Wifh"'Belfast Heaith & Social Care Trust.

Name:

Grade:

Location:

Staff Number:

Hours per week:

Secondary Employment details.

Employer Name & Address:.

Grade:

Hours per week:

Signature: Date:

[tis important to advise your Manager if you take up additional employment after this date.
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