NHS Foundation Trust
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Royal Devon
University Healthcare

Department of Clinical Research

Local Induction Programme for

Name:
Job Title:

Phase 1: Pre-Arrival

1
Team
lead/Manager

To Do

Contact new starter when confidential offer letter has

been sent to discuss/ confirm the following:

Any annual leave booked

If an external appointment, confirm the new
starter has been booked on the Trust Induction
Agreed/confirm working pattern e.g. start times;
days etc

Team lead to assign line-manager and any
appropriate buddy if applicable.

Email rduh.rdpracticeeducator@nhs.net with

name of new starter, line-manager and proposed
start date

Please photocopy and place copy in personal file once completed

Date
Completed

Sign

2
Team Lead/Line

To allocate desk space for new starter
To discuss any specific needs/adjustments that

Manager are required
e If equipment is needed for new starter discuss
with research modern matron/ lead nurse first
for permission then order headphones and any
other equipment needed (e.g. laptop, mobile
phone)
3 e Finalise Induction folder

Practice Educator

Arrange meeting with Line-manager to go
through the following

e Line manager role

e Induction folder
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e Training/SOP matrix to confirm training
required for role

e Competencies and time-points

e 2-week induction plan template

4
Line Manager

e To arrange 2 -week induction programmea and
send to new starter in advance whenever
possible. To consider
- Urgent training
- Shadowing/ meeting others

e Written confirmation to new starter regarding
first day with research team
e Where to meet
e Time
e Who they are meeting

e If appropriate provide parking details/ relevant
map of hospital

e To get relevant research admin to order Yellow
Name badge

a
This will depend on working hours, may be 2 weeks if full time, 3 weeks part time etc

TMP83 R&D Induction Checklist v2 03/06/2025




NHS

Royal Devon
University Healthcare
NHS Foundation Trust Please photocopy and place copy in personal file once completed

Phase 2: On- Arrival (within 1*t week of starting in team)

To Do Date Sign
Completed
1 e Ensure any external new starters have collected
Line Manager their ID card

e Ensure new starter has set up all of their IT
accounts
e Contact Tracey Hole traceyhole@nhs.net to

provide access to the following®

e R&D shared drive

e EDGE

e Other shared drive access depending on

role/area
2 e Contact rduh.idcards@nhs.net to provide access to
Line Manager relevant areas at Eastern Wonford site

e Heavitree research unit (if relevant) contact
rduh.crcexeter@nhs.net
e For Northern services contact Ext 4039 or 01271

314039.
4 e Contact NIHR on swp.rrdn@nihr.ac.uk to request
Team lead/ Line- an NIHR.ac.uk account for those staff that need
Manager to access to Kanbanchi®

e Once access- share relevant Kanbanchi boards.

5 e If new to Trust create a new personnel folder
Team Lead/Line- e If already in trust arrange for new starter’s
Manager personnel file to be transferred across as soon as

they have started (if delayed the file could
potentially be destroyed or lost).

6 e If new uniforms are required complete staff

Line Manager uniform request form (available on the hub) and
get new starter to collect

e If no uniform required explain trust dress code

e Explain office etiquette
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7 e Ensure new starter has a tour of Research and
Line Manager Development including where the person will be

based but also all the other research teams

based on the same site

e Tour of area to contain explanation of
changing areas, rest areas, security
procedures including any relevant access
codes as well as fire safety procedures and
local evacuation procedures

8 e Signpost to trust Health and Wellbeing pages
Line Manager

9 e Explain annual leave & bank holiday entitlement/
Line Manager how to book via Health roster

e Explanation of procedures regarding sickness and
absence reporting, returning to work and
occupational health referrals

10 e Explain Personal mobile phone Etiquette and

Line Manager when mobile phones need to be turned off (i.e.
patient visits)

e If work mobile phone is required again discuss

etiquette
11 e Explain to new starter mandatory and research
Line Manager specific training requirements by referring to the

R&D training matrix and ensure they are aware
of timeframes to complete.

e Ensure they are aware how and where they book
training needed (NIHR/ Learn + etc.)

e Signpost to any relevant trust policies including
Lone Working. Remote hybrid work policy,
Display Screen Equipment SOP, Social Media
Policy, information governance and Health and
Safety Policy

12 e Go through Induction folder with new starter
Line Manager
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e Explain the departmental structure using R&D
organogram for reference (located P:\CLINICAL
TRIALS\General\R&D Organogram)

e Book in regular 1-1's/ review meetings (use R&D
induction programme, competencies and
probationary period policy for guidance) to
ensure paperwork completed and new-starter on
track.

e Ensure new starter has been invited to all
relevant team and other meetings

13 e Get new starter to complete research CV
Line-manager (located on shared drive) and save on EDGE as
well as provide copy to team administrator to
put on shared drive

BIf new-starter is already in the trust this task could be completed pre-starting
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