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1.  AIMS AND OBJECTIVES

1.1
This policy identifies the kinds of training which all, or the majority of NHS Brent employees will need to undertake as well as the frequency.  It also clarifies responsibilities for the:  commissioning, administration, delivery, monitoring, evaluation and reporting of the training.  The Key areas covered are Induction and mandatory training.
1.2
Mandatory Training is training that is essential for someone to safely undertake a task or role to comply with legislation or Trust policies. 

1.3
Induction
NHS Brent recognises the importance of ensuring all staffs commence their employment with the Trust in a positive and supportive environment.  This policy aims to clarify the support provided and the responsibilities of all parties in ensuring Induction is completed satisfactorily.  This policy covers Corporate and Local Induction for newly employed staff joining the Trust.

1.4
Induction is the process by which a newly employed member of staff is integrated into the organisation.  Induction ensures all staff have the knowledge and skills necessary to perform their role safely and gain an understanding of the Trust’s culture, values and strategic objectives.  The Trust is committed to ensuring that all staff are properly inducted into the organisation, their department and individual job.  The objectives of Induction are:
To ensure the Trust complies with legal obligations and national standards, e.g. NHS Litigation Authority standards.


To ensure all new staff have the core skills and information relevant to performing their role safely and can apply these skills and knowledge to the workplace. 


Assist new staff at adjusting quickly and efficiently into their new working environment and enable them to perform effectively.

To create a positive and supportive impression of the Trust and to help staff adopt the Trust ethos.

Provide staff with information to help them do their job and know who is around to help them.

2. RESPONSIBILITIES

2.1 
NHS Brent will fund Induction and mandatory training for all employees and volunteers (Board and Professional Executive committee members inclusive).  

2.2
In addition to the above, all nurses shall receive annual training in basic life support (adult or paediatric), dependent on the type of assignments the worker is to undertake.  For the avoidance of doubt ‘annual’ in this respect is defined as during the 12 calendar month period directly preceding recruitment, and further training on an annual basis thereafter calculated from the date that the previous training was undertaken.
2.3
The Governance Executive Management Team (GEMT), or Brent Community Service Governance committee with the same function, is responsible for ratifying and monitoring the implementation of this policy. 

2.4
All Managers have the responsibility to:

2.4.1
Ensure staffs attend all relevant training, including updates, at the 
required frequency and take action in the event of non-attendance.

2.4.2
Enable staff to attend training on which they are booked and to attend for 
the full duration.

2.4.3
Build attendance at various mandatory training into the individual’s annual 
‘Performance and Development Programme’ (PDR) and ‘Personal Development Plan’ (PDP).

2.4.4
Re-appraise risks facing staff whenever their work responsibilities change, 
when new technology or systems are put in place or whenever other personal or external factors require new knowledge and skills to be learned.  

2.4.5
Enable staff to transfer learning from the training into everyday practice.

2.4.6
Keep up-to-date records of attendance.

2.4.7
Keep the Learning and Development department (L&D) informed of any 
mandatory training they arrange locally and agree administration procedures at least 10 weeks before the course commences.

2.4.8
Use the form (appendix 5) to document embedding of this policy.
2.4.9 Ensure that all temporary staff, including bank and agency, receive local induction. 
2.5
Staff have the responsibility to:

2.5.1
Attend all relevant mandatory training.

2.5.2
Attend the session on which they are booked. 

2.5.3
Inform their line manager and L&D when unable to attend a booked session.

2.5.4
Keep up-to-date personal records of training attended.

2.5.5
Apply learning to their job.

2.5.6
Read relevant policies.

2.5.7
Plan and review training attended with their manager as part of their ‘PDR’ 
and ‘PDP’.

3.  Training Needs Analysis
The following table relates to all staff groups with staff group specific training noted separately.  It identifies the minimum corporate requirement for all staff. Some professions/occupational areas may have additional requirements relating to particular legislation or professional body requirements which are not included here.  Managers are expected to identify what other local training requirements are relevant and staffs are expected to attend as appropriate. 
	Topic
	Requirement
	Frequency of training
	Drivers of Mandatory Status

	Corporate Induction
	All new staff are expected to attend this programme. This includes students on placement
	Annual
	NHS Litigation Authority 

	Health and Safety: Fire Safety
	All staff need to attend once every 18 months.

Additional specialised local training to be provided as necessary.
	Once with updates as legislation changes
	Fire Code HTM 05-01 Managing Healthcare Fire Safety.

Regulatory (Fire Safety) Order (RRO)



	Health and Safety: Conflict resolution

(including Violence and Aggression)  
	Everyone dealing with the public needs to attend training in 2008-09 if they have not attended this specific training in the previous 2 years.
	Staff who have attended the initial training on the national syllabus between April 2005  March 2008 will need to attend an update between April 2009 – march 2011
	Government policy on training to deal with violence and aggression.

NHS Litigation Authority

	Health and Safety: Display Screen Equipment
	All computer users i.e. staff using computers for at least 2 hours a day or 10 hours a week, need to attend an initial training session if they have not already undertaken this.  

The ‘refresher training’ will be considered to have taken place at the reassessment of the computer workstation.
	Once.

Participating in or carrying out a formal DSE risk assessment will be considered as sufficient updating of skills
	Display Screen Equipment Regulations 1992

	
	
	
	

	Safeguarding children
	Every 3 years and annually for staff in high risk areas
	
	National Policy: (Working Together to Safeguard Children, Department of Health (2006)

	Information governance e.g. confidentiality, managing records
	Everyone dealing with patient and staff records need to attend training once.  
	
	National Requirement 

Data Protection Act
Freedom of Information Act

	Risk Management Awareness & Incident Reporting and investigation
	All staff need to attend once every 12 months.

Additional specialised local training to be provided as necessary
	Annual requirement
	NHSLA 1.5.5

	Claims & Complaints (including reporting and investigation)
	All staff need to attend once every 12 months.

Additional specialised local training to be provided as necessary
	Annual requirement
	NHSLA 1.5.5

	Dignity at Work
	All staff attend in Corporate Induction
	
	NHSLA 3.8

	Health and Safety: Moving and Handling and Slips, Trips and Falls
	Non object/People handlers once every two years.  Can access training online from NHS Core Learning unit email Alison.morgan@brentpct,nhs.uk for logging details.  All other Moving and handling is class room based
NHSLA criterion: 1.2.9 and 1.3.5


Additional training for clinical staff
	Topic
	Requirement
	Frequency of training
	Driver of Mandatory Status

	Moving and handling for people handlers, including Slips, Trips and Falls
	Nursing staff handling patients need to attend general patient handling courses each year; some may require additional hoist training.

Porters annually.
Dental staff need to attend job specific annual training

Podiatrists need to attend job specific annual training.

Paediatric therapy and other paediatric staff require specialised annual training where possible

Other therapists e.g. physiotherapists and occupational therapists require specialised annual training where possible

Nursing staff NOT handling patients need to attend general load handing training every 2 years.
	Annual
	NHSLA criterion: 1.2.9 and 1.3.5

	Infection control (including Hand Hygiene and inoculation incidents)
	All staff in contact with patients need to attend training once in 12 months
	Once for staff not in contact with patients, annual for other staff
	NHSLA criteria 1.2.8. and 1.4.9

	Safeguarding adults
	All staff working with vulnerable adults will need to attend one of the workshops, for example; Mental capacity act or POVA.
	Once for relevant staff
	NHSLA criterion: 1.3.3.

	Basic life support and other medical emergency training
	Training requirements based on risk assessments. Staff with risk ratings of 3, 4, or 5 will need to attend training
	6 or 12 monthly updates depending on risk score
	NHSLA criterion: 1.4.8 Resuscitation Council UK, NMC, GMC.

	Medicines Management Training
	All Clinical Staff
	Once in induction then as requested or required
	NHSLA 1.4.6

	Blood Transfusion Training
	Not routine. NHS Brent does not routinely give blood transfusions. Learning and Development can be consulted for advice on the provision of this training.
	As required and requested. 
	


Additional training for non-clinical staff

	Topic
	Requirement
	Frequency
	Driver of Mandatory Status

	Health and Safety: Moving and handling for non-people handler’s
	Office staff will need to attend general load handling training every two years

Portering staff required to move patients need to attend job specific training each year.

Staff handling significant loads e.g. estates, domestics, catering, drivers need to attend annual training 
	Every 2 years

Annual

Annual
	NHSLA criterion: 1.2.9 and 1.3.4



	Health and Safety: Infection control (Including hand hygiene)
	Non-clinical staff working with patients will need to attend a training session
	Once for non-patient contact staff.  Annual for staff working directly with patients.
	NHSLA criteria: 1.2.8 and 1.4.9


Additional training for managers

	Topic
	Requirement
	Frequency
	Driver of Mandatory Status

	Health and Safety: Moving and handling for non-people handler’s
	Managers will need to attend general load handling every 2 years
	Once every 2 years
	NHSLA criterion: 1.2.9 and 1.3.5

	Health and Safety for Managers
	One off training for managers who have not yet undertaken this training
	Once. Update every 3 years


	NHSLA criterion 1.3.5

	Health and Safety: Stress Management for Managers
	One off training
	Once. Update every 3 years


	

	Root  Cause Analysis investigations
	This course is mandatory for all managers with a responsibility incident investigation. Staff should attend once, with further attendance at their own discretion. For senior managers e.g. Clinical leads, Head of Service, Assist. Directors, Matrons, Sisters, Professional leads in therapies.


	Once
	NHSLA criterion: 1.5.5.

	Risk Management 
	This course is mandatory for all managers (including Board members) with a responsibility for identifying, reporting and managing risk, incident reporting and investigation. Staff should attend once, with further attendance at their own discretion. For senior managers, i.e. Clinical leads, Head of Services, Assist. Directors, Matrons, Sisters, and Professional leads in therapies.

	Once


	NHSLA Criterion 1.1.4

	Emergency planning
	This course is mandatory for all managers on the Trust on call Rota.  Managers should attend once, with further attendance at their own discretion.  Existing on - call managers may choose to attend this training in addition to the regular tabletop, communications and command post exercises that will be scheduled from time to time.
	Once

For more information
	

	Disabilities Awareness
	Managers are expected to access the online course on disability awareness.    Contact Learning and Development for password and logging details.
	Once


	Disabilities Discrimination Act


Other training:

Equipment

There is a statutory requirement for all staff working with safety critical equipment (i.e. misuse of equipment would result in injury or loss) to receive training.  Managers need to be equally or more competent in operating this equipment.   It is expected that individual managers will organise relevant training for their staff. This requirement is governed by Work Equipment Regulations 1998.

First Aid

The provision of first aid training is a statutory responsibility.  Colleagues who have either volunteered, or been selected to act as First Aiders or Appointed People will be required to attend training and relevant updates.  Contact:  Alison.morgan@brentpct.nhs.uk .
4. IDENTIFYING NEEDS

The training needs are identified through PDR, but the following specialist leads have a responsibility to advise Learning and Development Department on developments and emergent needs that may be incorporated in Induction and Mandatory training. 
Fire Officer

Fire Safety

Health and Safety officer:

Display Screen Equipment

Health and Safety for Managers

Stress Management for Managers

First Aid

Safeguarding Children Lead: 

Safeguarding Children

Learning and Development Service:

Conflict Resolution

All mandatory training 

Basic life support and related courses

Moving and handling
Root cause Analysis

Corporate Induction

Complaints procedures

Counter-fraud

Provider Risk Manager & Information Governance Lead:

Records Management and Confidentiality Training

Assistant Director of Nursing & Clinical Standards
Infection Control (needs established in collaboration with relevant colleagues and Infection Control service)

Integrated Governance Manager:

Risk and Incident Management

Facilitated local Risk Assessment 

Emergency Planning Lead:

Emergency Planning

Service Managers:

Relevant Equipment Training

Cross directorate collaboration:

Corporate Induction/ICT/ Patient Public involvement/Corporate Affairs
5. RESPONSIBILITIES FOR THE PROVISION OF TRAINING

5.1 Advanced and Basic Life Support and Anaphylaxis

5.1.1
The Learning and Development Department will be responsible for organising and co-ordinating training in discussion with Clinical leads Group.

5.1.2
The Head of Learning and Development holds the budgets which fund the training for Trust employed staff.

5.2 Conflict Resolution

5.2.1
The Learning and Development commissions the national syllabus of conflict resolution training from external providers.

5.3   Corporate & Local Induction

5.3.1
The Head of Learning and Development is responsible for
commissioning this training and for dealing with queries about the competence of individual facilitators.  Managers of colleagues running slots on the programme are responsible for ensuring the competence of the ‘trainer’, that the content is relevant to current requirements and that the delivery is responsive to participants’ needs.

5.3.1
Corporate Induction will run every other month except in December.

5.3.2 
Learning and development budget funds the tea and coffee for the courses.

5.3.3
The Human Resources Service sends a list of new staff to Learning and Development Department who then inform new staff and their managers of their allocation to corporate induction or a particular course.
5.3.4
The Learning and Development Department will check that all new starters attend the correct induction. This is achieved by checking the attendance records for the required fields for induction against the list of new starters and those that have previously missed all or part of the induction programme. F
5.3.4
Local managers are expected to arrange Local Induction programmes for new staff using the local induction checklist in appendix 4. To ensure that all staff, including temporary and part-time, receive a local induction each service/department manager must maintain a local list of attendees.
5.3.5    This local list should be checked periodically, at least quarterly, to ensure that there are no staff that have missed all or part of their local induction. 
5.3.6 
All temporary staff, including agency and bank staff, must receive a local induction upon the commencement of their first working day. As a minimum this local induction must include all elements of Section 2 of Appendix 4. 

5.3.7
For more information on Corporate Induction refer to the Learning Directory, which can be located on the Trust’s intranet 

http://brentnet2/intranet/LearningDirectory_0809.rtf. 

5.4 Disabilities Awareness Training

5.4.1 The Head of Learning and Development in consultation with the Disability advisor will be responsible for identifying training needs across the 
organisation and for providing or commissioning relevant training to meet these needs.  

5.4.2 This Training is currently provided by NHS Core Learning unit and is available to all staff and Board/PEC members online.
5.5 Display Screen Equipment

5.5.1
The Line manager and Health & Safety Advisor will identify the need for this 
training and 
provide relevant training as and when required.

5.5.2
L&D will link with the Health & Safety Advisor on needs identified through the annual PDR/PDP process.

5.6 Emergency Planning

5.6.1
The Emergency Planning Officer is responsible for identifying training needs across the organisation and for delivering or commissioning training to meet these needs.

5.7 Fire 

5.7.1
L&D 
is 
responsible 
for identifying training requirements, providing fire safety training and ensuring that the content is relevant to the needs of diverse staff groups.

5.7.2
Managers of satellite premises (site managers), i.e. clinics and health centres, are 
responsible 
for liaising with the Learning and Development department to arrange mutually agreeable dates and times for 
on site fire safety training.

5.8 Health and Safety for Managers

5.8.1
L&D liaise with the Health and Safety Advisor to identify training requirements.

5.8.2
L&D ensures Health and Safety training content is up to date and consistent with national legislation.

5.9 Infection Control

5.9.1
The Head of Infection control is responsible for 
identifying training requirements and commissioning/delivering this training. This post is 
responsible for ensuring the competence of the facilitator, that the content is relevant 
to current requirements and that the delivery is responsive to participants’ needs.  

5.9.2
The Head of Infection control holds the budget 
which funds this training.

5.10 Information Governance

5.10.1
The Information Governance Lead specialising in Information Governance 
is responsible for delivering this training.

5.10.2
The focus of the training may change over time and relevant requirements will be advertised to managers and staff.

5.10.3
ICT has overall responsibility for information governance.

5.11 Medical Devices and Safety Critical Equipment

5.11.1
Individual service managers are responsible for commissioning training relating to equipment purchased or leased by the service. They will be responsible 
for ensuring that the training is relevant to the needs of staff and service users and that the delivery meets participants’ needs.

5.12    Moving and Handling Training (including Slips, Trips and Falls)
5.12.1
The Learning and Development department is responsible for commissioning Moving and Handling.  L&D oversees scheduling and delivery of the training based on the Trust’s requirements and in consultation with Service managers and clinical leads.  
5.12.2
L&D holds the budget which funds training needing to be commissioned from external providers for moving and handling.

5.13 Risk Management and Root Cause Analysis

The Trust’s Integrated Governance Manager  is responsible for identifying training needs and for providing or commissioning relevant training.

The Head of Corporate Affairs is responsible for supporting the continuing professional development of the Integrated Governance Manager to ensure the training delivered is up-to-date.

5.14 Safeguarding Adults

5.14.1
The Trust is collaborating with Brent Local Authority on commissioning and 
providing a range of Safeguarding Adults training.

5.14.2
Learning and Developments Department liaises with relevant Service managers for vulnerable adults and the Local authority to commission this training.

5.14.3
Primary care commissioning directorate holds the budget which funds training needing to be commissioned from external providers.

5.15 Safeguarding Children

5.15.1
The Trust Safeguarding Children Team is responsible for commissioning/
providing this training and for ensuring that the content is relevant to current 
requirements, that the delivery is responsive to participants’ needs and meets the needs of the organisation.

5.15.2
Continuing professional development needs in relation to the training role of 

members of the team is managed by the Assistant Director of Children and  

Services.  

5.15.3
The Designated Nurse for Safeguarding Children’s Lead disseminates information on courses run by the NHS Brent Safeguarding Children department to Multi Agencies. 
5.15.4
The Safeguarding Children’s Designated Nurse lead is responsible for identifying training content and publicising of these courses.

5.16 Stress Management for Managers

5.16.1
The learning and Development manager is responsible for commissioning and/or 
providing this training.

6.0 Advertising Training

6.1        The Head of Learning and Development will submit bids to the Trust 
             Management Team for funds to buy in relevant learning provision.  


6.2       L&D processes applications/confirmations and liaises with trainers about 
            course design, delegates and viability of each course.  The courses are listed in the learning directory and appear on the Learning and Development intranet page. 
6.3
The Infection control colleagues are responsible for organising training and taking bookings for Infection Control.  

6.4
Individual service/line managers will ensure their staffs are aware of any training they commission relating to medical devices or safety critical equipment.

7.0 Trainers

7.1
Trainers are identified on the relevant flyers advertising training.

7.2
Trainers have the responsibility to ensure that they keep up to date with the latest best practice in the subject of their training and that this is built into to training programmes.  It is important that skills in facilitating adult learning through training and other development techniques are built into the trainers’ continuing professional development programmes as relevant.  The Learning and Development Manager is responsible for ensuring trainers have the relevant adult training credentials.
8.0 Equal Opportunities

8.1
The Learning and Development department will work with managers and trainers to ensure training is accessible to staff groups who work on evening and night shifts who find it impossible to attend training run between 9am and 5pm.  E-learning infrastructure will be made available for this purpose.
8.2
Service managers have the responsibility to facilitate all staff’s access to 

mandatory training.

8.3
Trainers will need to ensure that the delivery of the programmes including use of audio-visual aids accommodates particular needs of staff including visual, hearing and literacy difficulties.

8.4
The Learning and Development Manager and relevant managers will need to ensure that training is run at venues that are accessible to people using wheelchairs.

9.0   Monitoring and Evaluation

9.1 Attendance Records and training non-attendees:
9.1.1
All trainers have the responsibility to ensure participants complete the attendance register and evaluation forms to return relevant information to the L&D within agreed timescales.  

9.1.2
L&D has the responsibility to enter attendance and non attendance on the 
training database for courses it advertises. Infection control and Safeguarding Children teams send copies of attendance reports to L&D using a special migration sheet provided by Learning and Development. For staff who fail to attend training, their Line Managers will be notified by email. 
9.1.3    Service managers are responsible for ensuring that staffs attend the relevant mandatory training. Non-attendees at induction and/or mandatory and statutory training must be booked on to the next available course/relevant training. It is the responsibility of the staff member’s line manager to ensure that this occurs following being informed by the Learning and Development Department.
9.1.4
Learning and Development department will send quarterly reports of attendance on training to directorates. 

9.1.5
The relevant governance committees will receive periodic reports, no less than quarterly, on induction and training records. This report can form part of a wider report, for example the Workforce Report.  
9.1.6
Where service managers arrange their own training around medical devices and equipment and other service specific mandatory training they need to ensure comprehensive and accurate records of attendance are kept.  Copies of these must be forwarded to the Learning and Development Department.
9.2 Evaluation

9.2.1
L&D have developed a standard evaluation form. This enables participants to give feedback to trainers, and the Training and Development Service, The evaluation is designed to be administered at the end of each training or learning event and yields informative feedback on the design/ delivery of training, information on perceived learning and intention to action.

9.2.2
Trainers are encouraged to use this form at every mandatory training event and allow sufficient time for participants to reflect on their learning and decide what they will do as a result of the training. Trainers will forward copies to L&D as part of quality assessment.
9.2.3
For more in-depth, qualitative inquiries around the behavioural impact of training and the transfer of learning.  The methodology of evaluation will be agreed between the training provider and the commissioners of the training. The Learning and Development department will support the evaluation and assess appropriateness on a course by course basis.

10.0 Reporting Mechanisms

10.1
Learning and development will provide regular reports on attendance to the relevant committees in the Trust Governance structure.

10.2
Actions to remedy poor attendance at mandatory training will be agreed and 
authorised by these committees.  

10.3
Reports on any evaluation activity will be provided as appropriate.

11.0 Transfer of Learning

11.1
Trainers need to advise participants on how they can use new knowledge and skills back in the workplace.

11.2
Individuals attending training have the responsibility to reflect on learning achieved from training the various events and to apply this to everyday practice.

11.3
Managers have the responsibility to facilitate learning at work and to help staff get the most out of training. 
12. Equality Impact

As required under Race, Sex, Age, Religion, Disability and relevant anti- discrimination legislation, the Trust will monitor the effects of this policy to ensure that it continues to comply in accordance with European Union and United Kingdom law.

The Trust aims to design and implement services, policies and measures that meet the diverse needs of our service, population and workforce, ensuing that none are placed at a disadvantage over others.  
13. Monitoring Compliance
The implementation and impact of this policy will be assessed annually.  The focus of the review will include as a minimum:

1.  Access to the training: how many staff have been trained, numbers who have not been trained, unused capacity and reasons.

2.  Survey of training participants feedback to ascertain.

3.  Attendance at corporate induction

4. Provision of local induction, including an audit/report on local records of staff    receiving inductions to their base of work.

Interrogation of Trust databases to ascertain if there have been any incidents or patient complaints as a result of staff not being competent to intervene in an appropriate way.

5. Review of the Training Needs Analysis to ensure that the needs of the organisation and staff continue to be met. 
APPENDIX 1
Training Application Form.
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Providing a learning Service for Brent, PCT
	Learning & Development Course Application Form

	Course Title(s):
	Course Date(s)/Times:

	
	

	
	

	
	

	
	

	Full Name:
	
	Mr/Mrs/Ms/Miss/Dr
	

	
	
	
	
	

	PCT:
	
	Department/
	

	
	
	
	GP Practice:
	

	Location:   
	
	
	
	
	

	
	
	
	
	
	
	

	email:
	
	Tel no:
	
	

	Job title:
	Grade
	
	

	
	
	
	
	
	
	
	

	MONITORING INFORMATION 

(To help us to ensure equality of access and provision of training and development)



	Sex:    M/F                    Age:                        Manager:      (               Non-Manager:  (


	Ethnic Origin (See Ethnic Monitoring Information Form for  details): Please circle as appropriate  

A1  A2   A3a   A3b   B1   B2   B3    B4   C1   C2    C3    D1   D2   D3    E1   E2     E3   E4    E5     

 

	Do you need:



	Documents in large print?
	Yes/No

	An induction loop?
	Yes/No

	Wheelchair access
	Yes/No

	Please specify if you have other needs:

	Signature……………………………………………………..   Date…
I agree to the above applicant attending this in-house training

Manager’s Name…………………………………..  Signature: …………………………...............

NB: Manager’s please note - if your member of staff Does Not Attend the course your department budget will be charged £50. for non attendance – please fill in codes below:-

Cost Centre ……………………………      Cost Code…………………………………..     

Delegate will not be booked onto the course if this information is note completed

	To book a place please send this form to :  

Learning and Development, Ground Floor, Barham House, Wembley Centre for Health & Care, 116 Chaplin Road, Wembley Middx HA0 4UZ

Fax: 020 8795 6491                                                 email: learninganddevelopment@brentpct.nhs.uk
NB COURSES CANNOT BE BOOKED BY TELEPHONE




ETHNIC MONITORING INFORMATION FORM

	(a) White
	

	British
	A1

	Irish
	A2

	Other European
	A3a

	Any other White background
	A3b

	
	

	(b) Mixed
	

	White and Black Caribbean
	B1

	White and Black African
	B2

	White and Asian
	B3

	Any other mixed background
	B4

	
	

	(C) Asian or Asian British
	

	
	

	Indian
	C1

	Pakistani
	C2

	Bangladeshi
	C3

	Any other Asian background within (c)
	C4

	
	

	(d) Black or Black British
	

	
	

	Caribbean
	D1

	African
	D2

	Any other Black background within (d)
	D3

	
	

	(e) Other ethnic groups
	

	
	

	Chinese
	E1

	North African
	E2

	Arab
	E3

	Middle Eastern
	E4

	Any other ethnic group
	E5

	
	

	“Not stated”
	F1

	
	


APPENDIX 2
Managers Training Evaluation form
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Evaluation form for managers to demonstrate support given to staff to apply new knowledge/skills from courses/development attended. 

Evaluation of training received on……………….

Delegate’s name………………………………………..

Name of course………………………………………….

How have you helped your staff apply new knowledge from training in the workplace?

What activities/factors helped/hindered?

How could the transfer of knowledge/skills from courses/training be improved in the future
Please return completed form to: learninganddevelopment@brentpct.nhs.uk, or fax to 0208 795 6491.  

APPENDIX 3 
	Training Evaluation Form


	

	Date:
	
	

	Course:
	
	

	Location:
	
	

	

	1. 
	Poor/No
	

	2. 
	Reasonable/A little
	

	3. 
	Good/Average
	

	4. 
	Very good/Above Average
	

	5. 
	Excellent/High Quality
	

	
	
	

	Please circle a number
	

	
	
	

	1.
	Do you think the training is relevant to your work?

	
	1
	2
	3
	4
	5
	

	2.
	Did you enjoy the training?

	
	1
	2
	3
	4
	5
	

	3.
	Did the trainer deliver the training in a clear and audible way?

	
	1
	2
	3
	4
	5
	

	4.
	Did the training meet your expectations?

	
	1
	2
	3
	4
	5
	

	5.
	Was the training explained clearly?

	
	1
	2
	3
	4
	5
	

	6.
	What was the standard of the training aids/handouts?

	
	1
	2
	3
	4
	5
	

	7.
	Did you feel confident to ask questions?

	
	1
	2
	3
	4
	5
	

	8.
	What did you think of the training facilities?

	
	1
	2
	3
	4
	5
	

	9.
	Was the training (Please circle)     Too long     Too short        Just right

	
	

	Comments:
	
	


APPENDIX 4
Local Induction checklist = NHS Brent.

	Section 1

Preparation

Usually on or before Day 1
	Date completed

	Staff Joining Form.
	

	Explain arrangements for pay.
	

	Complete Annual Leave/with new member of staff.
	

	Arrange staff ID badge and access cards/key(s) if not already arranged.
	

	Arrange car permit (if applicable) and explain arrangements regarding car and bicycle mileage arrangements.
	

	Arrange where applicable an occupational health visit if required following pre-employment health screening, e.g. eyesight test, immunization, etc.
	

	Ensure computer access including email, internet and intranet where applicable.
	

	Please identify any other relevant Local Induction requirements for your Service/Department.
	

	Go through job description and person specification with new member of staff.
	


	Section 2

Introduction to workplace/department

Usually on Day 1
	Date completed 

	Introduction to key people, e.g. immediate colleagues, clients, etc.
	

	Provide a “Buddy” or “mentor” within the workplace to welcome and provide help and assistance (clinical placements).
	

	Tour of the department/workplace/site.
	

	Cover fire procedure, including exits, assembly points, location of alarms, extinguishers and evacuation procedure.
	

	Show where the refreshment and dining facilities are located.
	

	Show where the toilet and any possible cloakroom facilities are.
	

	Ascertain if any special requirements are required for the new employee to carry out their tasks, e.g. writing material to be provided in large print, hearing loop systems, etc.
	

	Work equipment discussed and shown how to be used, (training to be arranged if required).
	

	Discuss health and safety procedures, e.g. infection control, moving and handling, fire, emergency telephone numbers, etc.
	

	Provide protection equipment where applicable.
	

	Discuss security of personal property and personal security, including alarm systems, door codes, etc.
	

	Explain any dress code requirements and make arrangements for providing any necessary uniform.
	

	Clarify where applicable hours of work, e.g. shift rotas, breaks, etc.
	

	Arrange orientation/guide of the physical area
	

	Provide any necessary equipment, including stationery, diary and explain procedure for ordering.
	

	Please identify any other relevant local induction requirements for your Service/Department, e.g. Medical Emergency procedure, etc.
	


	Section 3

Preparation

Usually within first week
	Date completed

	Explanation of the role and work of the department.
	

	Clarify the duties and role of the new member of staff.
	

	Clarify annual leave entitlement, Trust’s confidentiality and data protection laws.
	

	Explain sickness and absence procedure, including paper work required to be completed in the event of sickness absence.
	

	Hierarchy and structures, i.e. who they are responsible to and who they are responsible for.
	

	Explain any departmental systems and processes, e.g. time record keeping, department/directorate meetings, flexi-time work arrangements.
	

	Clarify methods of using office equipment, e.g. intranet, photocopier, fax machine, etc.
	

	How performance will be reviewed, when and by whom, including the Knowledge and Skills Framework (KSF).  Three areas: 1) Discuss job description. 2) Discuss KSF outline and start to plan developments to help people get through their foundation gateway.
	

	Please identify any other relevant local induction requirements for your Service/Department.
	


	Section 4

Policies

Usually within first month
	Date completed

	Ensure your new member of staff has access and understands all NHS Brent Policies, (for example Risk Management and Induction/Mandatory Training Policy) which is located on the Trust’s intranet Training page click Learning directory.


	

	Section 5

The wider context, e.g. structures and services

Usually within first two months
	Date completed

	Have knowledge and understanding of the Trust’s Mission Statement and business objectives.
	

	Provide organisation and management structures, including the Board, Professional Executive Committee (PEC) and directorates.
	

	Geography of PCT, e.g. where services are located and what they provided, including how they may interact with you and your service.  This would include Occupational Health and staff counselling.
	

	Business Planning process, Local Delivery Plan (LDP), and NHS Improvement Plan, where applicable.
	

	Staff consultation procedures.  For example departmental meetings, Open PCT Board meetings, Public and Patient Involvement (PPI), Trade Unions, Update Newsletter, etc.
	


	Section 5 con…

The wider context, e.g. structures and services

Usually within first two months
	Date completed

	Provide information on any external services and relationships as appropriate, e.g. other health care services, Social Services, General Practitioners, etc.  This also includes external auditors, for example NHSLA, Healthcare Commission, Health and Safety Executive (HSE).
	


	Section 6 

Training and Development Requirements

Usually within first three months
	Date completed

	Ensure that your member of staff applies and attends all relevant Induction/mandatory training, (for more information on Mandatory training please refer to the Trust’s Learning directory on the Trust intranet. 
	

	.
	

	Ensure your member of staff has knowledge of how to apply for different types of Study Leave, e.g. internally organised courses and externally organised courses.
	

	Identify and address any role specific skills required to competently undertake their job.
	


Appendix 5 - Assurance Form

             (For documents associated with risks to patients/ staff/ public/ PCT)

Training & Development Policy

 
Department: …………………………...

I have read and understood the above document and agree to abide by its content.

	Name
	Signature
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix 6 - Document Ratification and Publication Flowchart



Document agreed at Education & Training Group











Present at staff forums / meetings e.g. Senior Directorate Meetings











Document to be monitored via annual review











Document uploaded onto the intranet





Document ratified at Governance EMT





Publicity of Document by 


Communications Department  








Draft Document
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