ASHCROFT SURGERY - Generic Induction Checklist for all Staff
(done by the Practice Manager)


Introduction to the Team

	
	
	Date
	Initials by whom 

	Personnel
	Introduction to team members – list
	
	

	
	Meet team members
	
	

	
	Roles & responsibilities of team members
	
	

	
	Introduction to the structure of the Practice
	
	

	
	Introduction to the services provided by the Practice
	
	

	
	The Practice Development Meetings – discuss
	
	


Introduction to the building

	
	
	Date
	Initials by whom 

	Building
	Layout – kitchen, toilets, room, etc
	
	

	Security
	Building security 
	
	

	
	Keys 
	
	

	
	Intruder alarm protocol & codes
	
	

	
	Personal safety & protocols
	
	

	
	Parking
	
	


Health & Safety

	
	
	Date
	Initials by whom 

	H&S Policy
	Discuss
	
	

	Fire safety
	Show fire exits, alarms  & extinguishers
	
	

	
	Explain extinguisher use
	
	

	
	Explain fire evacuation procedure
	
	

	First Aid
	Authorised first aiders
	
	

	
	First aid kit & emergency resus. kit – location and usage
	
	

	
	Accident procedure – book location
	
	

	Hazardous substances
	Protocol for handling & disposal – clinical waste (bags & Sharps), trade waste ..
	
	

	Infection Control
	Hand washing.
	
	

	Personal safety
	Alarms
	
	

	Belongings
	Own responsibility, no practice responsibility
	
	


Welfare

	
	
	Date
	Initials by whom 

	Welfare
	Location of toilets, kitchen & requirements
	
	

	
	No-smoking policy
	
	

	
	Breaks & meal times
	
	

	
	Who to go to for help
	
	


Financial & legal

	
	
	Date
	Initials by whom

	Contract
	Issue draft contract & job description
	
	

	
	Issue signed contract
	
	

	
	Personal contact details
	
	

	Banking
	Bank details obtained
	
	

	
	Payment arrangements explained
	
	

	
	Procedures for non-NHS income explained
	
	

	
	P45 received
	
	

	Pension
	Pension – auto enrolled
	
	

	
	Pension form submitted
	
	

	Holiday
	System for booking annual & study leave
	
	

	
	Pro rata holiday leave calculated
	
	

	Sickness
	Procedure explained, reporting
	
	


Personal role

	
	
	Date
	Initials by whom 

	Role             
	Job description             
	
	

	
	Personal Development Plan & reviews
	
	

	
	Training
	
	

	
	Timetabling & Rota
	
	


Equipment

	
	
	Date
	Initials by whom 

	Telephone
	Internal & external calls
	
	

	Fax
	Location & Use
	
	

	IT
	Windows password
	
	

	
	Outlook address
	
	

	
	Receiving & sending Outlook e-mail
	
	

	
	Smart Card – need number?
	
	

	
	Network passwords (Network form)
	
	

	
	Smartcard to this site (RO2 form)
	
	

	
	Receiving & sending Systmone e-mail, tasks etc
	
	

	
	Identification of Systmone / IT training requirements
	
	

	Post
	Post
	
	

	
	In-tray
	
	


Confidentiality / IG / Data
	
	
	Date
	Initials by whom 

	Confidentiality
	
	
	


+ separate letter statement to be signed.
Staff Handbook & Website

	
	Date
	Signed

Employee
	Signed

Manager

	Give an electronic or paper copy of the Staff Handbook
	
	
	

	Show them around our website, in particular:

· Induction pages

· Protocols & Policies

· Services we provide
	
	
	

	Give time (1-2 hours) to play around with practice website
	
	
	


Signed as Complete - Employee ………………………………………. Date……………………………

WRITE NAME IN CAPITALS TOO
Signed as Complete – Practice   ………………………………………. Date……………………………

A free resource from www.bradfordvts.co.uk (Designed by Dr Ramesh Mehay & PM Chris Rushton)


