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The purpose of this document is to clarify and standardise the local induction period for all staff joining 

Research & Development Teams at the Royal Devon University Healthcare NHS Foundation Trust. It is 

intended to be used as a supportive document alongside the Trust’s corporate induction.  
All new staff undertake Trust corporate induction including an orientation day, with clinical staff attending further mandatory core clinical 

training. Staff’s first week at the Trust includes; IT set up, a warm welcome, links to virtual induction, clinical and non-clinical training, MY CARE 

set up and time allocated for mandated e-learning. Local Induction takes place in the first 4 weeks in the Trust and is designed to orientate new 

starters into a department, and a personal Health & Wellbeing conversation is carried out at this time. Staff transferring internally don’t attend 

the corporate induction but will require orientation, assessment of training needs and a Health & Wellbeing conversation.  Assessment of 

individuals induction and development needs are essential at an early stage.  It is recognised that new staff may have limited knowledge of 

clinical research and therefore we would expect the same objectives to be set whether someone is on a probation period or not. 

 

Once completed please save this document in personal training record located on EDGE and a copy to go in personnel file. 

Pre-starting and Initial Induction week 

Please refer to the R&D local induction checklist/ induction pack.  It is essential that all new staff are given the opportunity to familiarise 

themselves with the research teams, complete all required Trust mandatory training as covered in the corporate induction week, and staff 

transferring from within the Trust should have a review to ensure they are up to date with mandatory requirements. Documentation of non-trust 

training, should be recorded in the individual training record located in EDGE.  Please refer to the R&D staff training matrix regarding what 

training for the role is required (located on the HUB). 

Induction period and ongoing supervision  

The initial induction period is set over 4 weeks with weekly 121’s to ensure that staff are settling in, becoming orientated, and gaining / 

identifying training that they need. This also enables staff to identify potential issues and engage in early discussions about setting smart 

objectives in line with Trust’s appraisal process and creating a Personal Developmental Plan (PDP).  
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Objectives will set in line with the Trust’s SMART objectives criteria. Each objective will be Specific, Measurable, Attainable, Relevant to the 

individual and their work, and Time bound to a specific date or set of dates for completion.  The objectives are designed to meet the Trust’s 

Values as well as help the individual fulfil their role.   

To ensure that staff members are able to adjust to their new role it is recommended that they have an initial period of supernumerary practice 

moving to supervised practice and finally to independent practice. The following periods are recommended: 

Induction period 

 

First week of induction with 

line manager / identified staff 

member (buddy) 

Prior to end of month 2 aim for 

4-6 weeks 

Prior to end of month 6 

Level of supervision  Supernumerary 2/52 Supervised practice 6/52 independent 8/52 

 

Example of supervision Observes study visits;/ works 

alongside staff, protected time to 

complete online training, 

familiarisation with local policies 

and procedures  

Works alongside staff members, 

completes allocated study visits 

and tasks under supervision 

Works independently without 

direct supervision to fulfil role  

 

 

 

Introductionary meeting 

Within the first week of a new starter’s employment. The initial appraisal should be set in line with Trust Policy. The line manager should 

confirm this at the first meeting. 
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Trust / R&D Objective Timescale Evidence How monitored  Support or 

training required  

Review 

Date 

Sign off 

Trust Orientation 1st day in 

post 

Completion of corporate 

handbook  

New starters to the Trust 

may find it helpful to view 

the Welcome to Royal 

Devon section 

on Learn+. 

ESR/ Learn+  

cc personal file 

Be designated a 

named staff 

member to provide 

orientation 

  

Trust Completion of 

orientation and 

initiation of 

probationary 

process for new 

starters to the 

Trust 

End of 1st 

week 

Review of handbook to 

ensure orientation 

complete 

Explain review meetings 

part of probationary 

process at months 2 and 

5 (new starters). Set 

dates and send letter 

from this initial meeting  

Refer to probationary 

period toolkit (HR 

ESR / Learn+,  

cc personal file 

  

Copy of 

Probationary 

period policy to be 

given to new staff 

starter at this 

meeting. 

Date: 

 

Signature: 

 

 

 

 

 

 

 

 

https://learnplus.ndevon.swest.nhs.uk/totara/dashboard/index.php?id=114
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helpdesk page on the 

hub) 

 

Trust/R&D Induction and 

orientation on 

track 

Review at 2 

weeks 

Review R&D induction 

folder: 

Complete nduction 

checklist  

Review Induction 

handbook/ NIHR 

competencies 

Refer to R&D training 

matrix to complete NIHR/ 

Trust required training 

Ensure recommended 

HUB pages have been 

read 

Review of 

corporate / local 

induction 

paperwork  

R&D training 

record 

Heavitree Induction 

Checklist 

RILD induction 

/tour for clinical 

&/nonclinical staff 

(As required for 

postholder) 

rildadministrator@

exeter.ac.uk 

If RILD induction 

required for post 

may also need:  

CRF induction 

(contact Senior 

Nurse in the CRF) 

RILD freezer 

induction contact 

CRF technicians, 

crftechnical@exete

r.ac.uk 

ILS training is 

required for trained 

nurses working in 

the CRF  

  

mailto:rildadministrator@exeter.ac.uk
mailto:rildadministrator@exeter.ac.uk
mailto:crftechnical@exeter.ac.uk
mailto:crftechnical@exeter.ac.uk
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Heavitree induction 

/tour for clinical 

&/nonclinical staff 

(As required for 

postholder)-To be 

completed by 

Team Lead or 

delegated staff 

member. 

Trust/R&D Completion of 

corporate / local 

induction pack  

 

4 weeks 

 

Review induction 

document and learning 

from corporate and local 

induction.  

Personal Health & 

Wellbeing Conversation 

document 

ESR / Learn+ 

R&D training 

record 

Agree a personal 

development plan. 

Plan a review date 

for a month’s time 

  

Trust/R&D Review learning 

from induction 

and ensure 

remains on 

track 

 

2 months 

(first formal 

probationary 

review if 

applicable) 

Discussion 

Written evidence, 

certificates 

Feedback from 

colleagues 

ESR/Learn+ 

R&D training record 

Complete online 

121 

Review and update 

PDP 

Identify individual 

learning, training, 

support required 

  

Trust/R&D Review SWP 
competencies  

3-months Discussion 

Written Evidence, 

certificates 

SWP competency 

Framework 

Review current 

level of 

competence 

  



Research & Development Induction Program  

FRM77 R&D induction program v4 03/06/2025  

against level 

required 

Identify individual 

learning, training, 

support required 

Trust & R&D Review of 
conduct, 
attendance, 
performance 

5-month 

review  

(formal 

review for 

staff in 

probationary 

process) 

 

Discussion 

Written evidence, 

certificates 

Feedback from 

colleagues 

ESR/Learn+. 

R&D training 

record. 

NIHR SWP 

competency 

documentation. 

Reflective piece #1 

- (clinical staff). 

Identify individual 

learning, training, 

support required 

 

  

Trust Review SWP 
competencies 

6-months (if 

not 

completed 

during 5 

month 

review) 

Discussion 

Written Evidence, 

certificates 

SWP competency 

Framework 

Identify individual 

learning, training, 

support required 

 

  

Trust Review SWP 
competencies 

9- months Discussion 

Written Evidence, 

certificates 

SWP competency 

Framework 

Identify individual 

learning, training, 

support required 
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Trust/R&D 

 

Review of 
conduct, 
attendance, 
performance 

Annual 

appraisal 

Discussion 

Written evidence, 

certificates 

Feedback from 

colleagues 

ESR/Learn+. 

R&D training 

record. 

Complete NIHR 

SWP competency 

documentation. 

Reflective piece #2 

- (clinical staff) 

Identify individual 

learning, training, 

support required 

 

  

ALL STAFF – To be completed within 4 weeks of starting with the Trust 

• Explanation of the role, the specific duties and responsibilities of the post, and the expectations and 
limitations of the post 

• Signed and scanned copy of job description in personnel file 

• Completed R&D induction checklist scanned into R&D training record (EDGE) and copy in personal file 

• On-line GCP training completed/ Completed research CV scanned into R&D training record (EDGE).  

• As appropriate: staff to either complete NIHR competency framework / NIHR Exeter CRF induction framework  

• Role specific skills / competency training to be identified and training planned – refer to R&D training matrix 

• Read relevant SOPs sent via Q pulse and acknowledge they have been read.  
 

 

• Explanation regarding the probationary period (using information from the Probationary Period Policy)        
                                                 Applicable                         YES   /    NO 

 

• Explanation of the Performance Development Review process 

• Online requirement to complete appraisals 

• A minimum of one 121 per quarter 

• Process for gaining feedback from colleagues (proforma email found in LEARN+ in ‘My appraisal’ under the ‘review of 
the past 12 months’) 

   

 

 


