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	R&D Induction Checklist for New Starters (FRM126)


	This checklist is to ensure that all aspects of your R&D induction are covered in a timely and effective manner.  After all items have been discussed/undertaken it will be signed off by the person providing the information, and by yourself, once you feel the information has been adequately covered.  If any item does not apply to your post please mark N/A.  If you feel that any area has been missed, and you require information, please bring it to the attention of your line manager.

Once the induction is complete, your manager must sign the checklist, retain a copy in your Personal Electronic File and upload to EDGE (for EDGE access, please contact the governance team).


	R&D Specific Induction Checklist
	Tick ( or N/A

	Identify a start date and hours of work/shift pattern
	

	Request staff member’s personal contact details 
	

	Enquire with regards any special requirements i.e. left hand keyboard, wrist support etc
	

	Identify/order IT equipment – i.e laptop / headset.
	

	Arrange induction to HLRI (including CRF)
	

	Complete IT User Control Form – Need an nhs.net email address and access to relevant databases if necessary – Some examples are below (please refer to the R&D induction handbook for advice on how to obtain access to these):
· Transplant Database

· Metavision

· CRIS

· CPMS

· EDGE

· Lorenzo

· TOMCAT

· My ESR

· SBS ePay
· RSSC Database
· Clinalytix


	

	Ensure individual has access to and introduce them to the H/N/S drives / Team specific files and spreadsheets
	

	Cisco Jabber License needs to be obtained by following the steps within the DN835 Jabber License Procedure which can be found here DN001A - Document_Control_Procedure_-_Template (royalpapworth.nhs.uk) 
	

	Outlook Calendar – Explain how to record/plan working location for each day
	

	R&D Google Calendar – Individual to be added to the calendar in order to record their working location – to be completed as far in advance as possible, particularly before the following working week.https://docs.google.com/spreadsheets/d/1mFxeFsNCSUxOckYFseNQf0wtBJWRpZBoW-lBn-inM5o/edit#gid=949650308 
	

	Request Tomcat login from IT- training can be done by another team member/mentor.
	

	Explain the function and structure of department and issue staff induction pack consisting of R&D Etiquette, Office Etiquette (HLRI), Induction Handbook and Checklist, R&D Competency document, Remote Working Policy and department structure.
	

	Provide tour of HLRI, including kitchen, location of toilets, fire escape/extinguishers etc
	

	Circulate a welcome email to R&D Directorate notifying of new starter (include a photo of individual if possible)
	

	Introduce key individuals (arrange 1:1 meetings where appropriate)
	

	Arrange hospital tour of areas relevant to post and arrange security access cards/codes etc
	

	Explanation of process to book mandatory and other training and responsibility outlined
	

	How to access the intranet and any local policies and procedures and identify key documents required for role
	

	Provide a list of departmental BUZZ meeting dates
	

	Invite individual to any team meetings if necessary
	

	Ensure emergency contact details are accurate on My ESR. 
	

	Sickness reporting, Annual Leave requests
	

	Travel expenses process explained 
	

	ESR access and training to be arranged.
	

	Locker allocation 
	

	Discuss working pattern and arrangements (e.g. HLRI/Remote) and travel arrangements
	

	Arrange for attendance on Good Clinical Practice (GCP) Induction/Refresher if necessary – Online only with consolation in review
	

	Workstation assessment completed as per primary working base and stored with manager.  Any required actions completed.
	

	Explanation of key equipment available and identified learning requirements
	

	If individual requires a laptop, complete appendices 1 & 2 of DN520 - Mobile Computing and Teleworking Procedure
	

	Arrange a 1:1 session with Clinical Trial Co-ordinator/Clinical Research Nurse/Clinical Research Assistant/R&D Operational Manager
	

	R&D Competencies – 
· Amend/update competency log spreadsheet as appropriate for competencies. Individual’s responsibility to complete self-assessment for clinical competencies to be reviewed at each face to face 1:1 and in preparation for each IPR.

· Identify relevant competencies to be completed and confirm timeframes for completion. Please refer to Competencies Booklet for further information.
	

	In-Touch E-Learning – Contact Education for training/access 
	

	NEWS 2 E-Learning - Contact Education for training/access
	

	PREVENT E-Learning (Band 5 and above) – Contact Education for training/access
	

	Safeguarding training - Contact Education for training/access
	

	Mindray training – Contact Education for training.
	

	Clinalytix training  - Contact Caroline Powner for access.
	

	Q-Pulse training – Contact Fiona Bottrill.
	

	Pharmacy Training (for clinical roles only). Arrange training with Pharmacy to cover medicines management policies and procedures, prescribing and administration of medicines, IV drug administration, controlled drug storage and administration, medical gases, codebreaking.
	

	Identify any courses relevant to the role, e.g. Research Skills / Informed Consent/In-House training (In house training is mandatory for clinical and non-clinical staff)
	

	Lab orientation/Basic lab safety –See competency document for details.
	

	EDGE - Arrange an introduction with the governance team
	

	Open Clinica - Arrange an introduction to Open Clinica with the data management team as well as SOP training.
	

	Asset Register - Arrange training with a member of your team. 
	

	R&D Specific Lorenzo Training - Arrange with an R&D super user
	

	Further IT skills can be gained via e-learning – individual to contact education / contact library.
	

	E-TMF Training – Arrange with Melissa Duckworth
	

	Curriculum Vitae – provide R&D research CV template.
	

	SIGNATURES TO CONFIRM LOCAL INDUCTION COMPLETED


	New starter:
	Line Manager/Mentor/local induction administrator:
	Date completed:



	Notification of completion of local induction (within 7 days of commencement on the ward/department) 
Notify by submitting completion form found on the intranet 
Departments & Services>Human Resources>information for line managers>local induction confirmation 
Royal Papworth Hospital New Starter on-boarding and local induction information:
https://staff.royalpapworth.nhs.uk/workforce-recruitment-induction-and-onboarding 


	( Ensure new starter receives a copy of the completed checklist for reference/information 

( After notifying of completion (set out above), ensure completed checklist placed on personal file/sent to Iron Mountain to go on personal file (may be required for audit purposes) 



	NEW STARTER FOLLOW UP (meeting with line manager and new starter 4 weeks after local induction)



	( Ensure that local induction has been completed and notification provided to the Education Team (see above)

( Ensure that new starter has settled in and has an opportunity to raise any concerns 

( Reflect on training needs, health and wellbeing 

( Ensure that new starter is clear on performance expectations and feels supported in their role 

( Book future meetings/1:1’s/quarterly reviews (and inform of plans for initial objectives and any required training)
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