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POLICY AUDIT TOOL

To be completed and attached to any document which guides practice when submitted to the appropriate committee for consideration and approval.

Please give status of Policy:
Revised
	1.
	Details of Policy
	

	1.1
	Title of Policy:
	Induction, Mandatory and Statutory Training Policy

	1.2
	Sponsor 
	Accountable Officer

	1.3
	Author:
	Learning & Development and OD Manager

	1.4
	Lead Committee
	Governance Sub Committee

	1.5
	Reason for policy:
	Legislative and best employment practice

	1.5
	Who does the policy affect?
	All employees 

	1.6
	Are the National Guidelines/Codes of Practices etc issued?
	NHS Litigation Authority – Risk Management Standards

Health and Safety and Employment  Legislation

ACAS Codes of Practice

	1.7
	Has an Equality Impact Assessment been carried out?
	Yes

	2.
	Information Collation
	

	2.1
	Where was Policy information obtained from?
	As per 1.6

	3.
	Policy Management
	

	3.1
	Is there a requirement for a new or revised management structure for the implementation of the Policy?
	No

	3.2
	If YES attach a copy to this form.
	n/a

	3.3
	If NO explain why.
	Current management structure satisfactory

	4.
	Consultation Process
	

	4.1
	Was there external/internal consultation?
	Yes

	4.2
	List groups/persons involved
	Joint Staff Consultative Forum

	4.3
	Have external/internal comments been included?
	Yes 

	4.4
	If external/internal comments have not been included, state why.
	n/a

	5.
	Implementation
	

	5.1
	How and to whom will the policy be distributed?
	All employees via the intranet 

	5.2
	If there are implementation requirements such as training please detail.
	Ongoing via mandatory training

	5.3
	What is the cost of implementation and how will this be funded
	No funding required

	6.
	Monitoring
	

	6.2
	How will this be monitored
	Workforce Reports

	6.3
	Frequency of Monitoring
	Quarterly


DEFINITIONS

	Term


	Definition

	Statutory Training


	Established, regulated, imposed or by in conformity with laws passed by a legislative body, e.g. Parliament.



	Mandatory Training


	Obligatory or compulsory required or commanded by an authority, e.g. NHS Sheffield Clinical Commissioning Group (CCG).



	
	

	
	

	
	

	
	

	
	


SECTION A – POLICY
1. Policy Statement, Aims and Objectives
1.1. This policy aims to demonstrate that the provision of effective induction processes and mandatory and statutory training are recognised by NHS Sheffield Clinical Commissioning Group (CCG) as an integral part of best employment practice. This policy enables all new employees to have access to a robust induction programme to the organisation and to the NHS as a whole. It ensures that a comprehensive package of mandatory and statutory training is provided for all employees.
1.2. NHS Sheffield CCG will ensure that induction programmes and mandatory and statutory training packages are fit for purpose and enable employees to undertake their roles safely and in compliance with legislation and other employment policies in place within NHS Sheffield CCG. It is recognised that to achieve this, a high level of commitment at all levels within the organisation is required.
1.3. The development of this policy:
· Identifies the induction, mandatory and statutory training that employees are required to undertake and the frequency of such training.
· Sets out the responsibilities for induction, mandatory and statutory training in respect of administration, delivery, monitoring and reporting.
· Ensures a robust, consistent and effective induction programme for all employees.
· Provides a guide for line managers to support the induction process.
· Provides employees and line managers with a clear mandatory and statutory training programme for completion.
· Satisfies legislative requirements.
1.4
To ensure continuous improvement, key performance indicators are applied. Compliance with mandatory and statutory training is reported on a quarterly basis via workforce reports.

2.
Legislation and Guidance
2.1.
The following legislation and guidance has been taken into consideration in the development of this procedural document.
· NHS Litigation Authority - Risk Management Standards which describe the requirement for approved documentation relating to corporate induction and the arrangements for mandatory and statutory training for employees.
· The organisation will ensure compliance with Health and Safety legislation and other statutory legislation requirements in relation to the employment and training of employees.

· ACAS Codes of Practice

3.
Scope
3.1
This policy applies to those members of staff that are directly employed by NHS Sheffield CCG and for whom NHS Sheffield CCG has legal responsibility.  For those staff covered by a letter of authority / honorary contract or work experience this policy is also applicable whilst undertaking duties on behalf of NHS Sheffield CCG or working on NHS Sheffield CCG premises and forms part of their arrangements with NHS Sheffield CCG.  As part of good employment practice, agency workers are also required to abide by NHS Sheffield CCG policies and procedures, as appropriate, to ensure their health, safety and welfare whilst undertaking work for NHS Sheffield CCG.

4.
Accountabilities and Responsibilities

4.1
Overall accountability for ensuring that there are systems and processes to effectively deliver and monitor induction and mandatory and statutory training lies with the Accountable Officer. Responsibility is delegated to the following:

	Accountable Officer
	Has responsibility for:

· Maintaining an overview of the corporate ratification and governance process associated with the policy.



	Human Resources
	Has responsibility for:

· Leading the development, implementation and review of the policy.

· Monitoring and reporting on a quarterly basis compliance with mandatory and statutory training.

· Ensuring all employees have access to e-learning.
· Management of the delivery of induction, mandatory and statutory training functions.


	Appointing Officers/ Line Managers
	Have delegated responsibility for:

· Ensuring they understand and adhere to their obligations in relation to this policy.

· Ensuring employees are supported to access mandatory and statutory training.
· Ensuring that a new member of staff is welcomed into the team and is established as an effective employee as soon as possible. 

· Ensuring that the new employee is met on the first day of employment to commence their induction programme.


	All Employees
	Have delegated responsibility for:

· Ensuring they are familiar with the policy and procedure and are fully compliant with it.

· Ensuring their smart card remains valid and is kept in a secure location.

· Accessing, completing and maintaining relevant mandatory and statutory training.



	Staff Side


	· Ensuring they are familiar with the policy and procedure.

· Advising and representing employees who are members of a recognised Trade Union.




5. Dissemination, Training and Review

5.1. 
Dissemination

The effective implementation of this policy will support openness and transparency. NHS Sheffield CCG will:

· Ensure all employees and stakeholders have access to a copy of this policy via the organisation’s website.

· Ensure employees are notified by email of new or updated policies.
5.2. 
Training

All employees will be offered relevant training commensurate with their duties and responsibilities. Employees requiring support should speak to their line manager in the first instance.  Support may also be obtained through Human Resources.  

5.3. 
Review

5.3.1.
As part of its development, this policy and its impact on staff, patients and the public has been reviewed in line with NHS Sheffield CCG’s Equality Duties. The purpose of the assessment is to identify and if possible remove any disproportionate adverse impact on employees, patients and the public on the grounds of the protected characteristics under the Equality Act. 

5.3.2.
The policy will be reviewed every three years, and in accordance with the following on an as and when required basis:

· Legislatives changes

· Good practice guidelines

· Case Law

· Significant incidents reported

· New vulnerabilities identified

· Changes to organisational infrastructure

· Changes in practice

5.3.3.
Policy management will be performance monitored to ensure that policies are in-date and relevant to the core business of the organisation.  The results will be published in the regular Governance Sub Committee Reports.
SECTION B – PROCEDURE
1. Induction
1.1. The Line Manager has overall responsibility for ensuring that a new member of staff is welcomed into the team and is established as an effective employee as soon as possible. New employees require substantial support as they commence their induction programme and subsequent mandatory and statutory training. The amount of support each new employee will require will vary from individual to individual and the pace of the induction programme and mandatory and statutory training should be tailored to individual needs and work patterns.
1.2. The Line Manager is required to meet with the new employee on the first day of employment to commence the induction programme. The programme will consist of the following:
· An orientation programme developed by the line manager which will include information on the physical environment and facilities, introductions to colleagues and a series of one to one meetings with key organisational contacts and stakeholders.
· Signposting to key employment policies associated with health and safety, risk management, corporate and information governance as a priority.

· Access to the range of policies and procedures associated with employment.
· Access to mandatory and statutory training.
· Development of a short term set of objectives to cover the initial three months of employment.
· A professional development review after three months of employment.
· A full set of objectives to be developed from the fourth month of employment.
· A personal and professional development plan.
1.3. The Induction Checklist form should be completed by the Line Manager and the new employee. 

2. Mandatory and Statutory Training

2.1. NHS Sheffield CCG will ensure that a comprehensive programme of mandatory and statutory training is provided to all staff through face to face classroom based training and e-learning. All employees will be provided with the details of the mandatory and statutory training requirements and access to their individual training records.
2.2. All staff, without exception, are expected as NHS employees and officers of the organisation to complete their mandatory and statutory training in a timely manner in order to ensure that they are up-to-date on developments and can respond accordingly when matters arise in their day-to-day work. 
2.3. Managers and leaders are expected to set a good example for those in their teams by ensuring that they themselves keep up-to-date on mandatory and statutory training and encourage and enable their team members to do so, including ensuring that protected time is allowed to undertake training where necessary. This includes regular discussion of the need to do so in one-to-one and PDR meetings and raising concerns appropriately when requirements are not being met.
2.4. Each employee will be responsible for accessing, completing and maintaining relevant mandatory and statutory training. Classroom based training should be booked via the ESR system and questions to the Human Resources Team. E-learning packages can be accessed via links provided by email. It is the responsibility of employees who have a smart card to ensure it remains valid and is kept in a secure location.
2.5. Employees should access, complete and maintain relevant mandatory and statutory training within the timescales specified and ensure learning from mandatory and statutory training is transferred into day to day practice. Employees must ensure that the Human Resources team are provided with evidence of completion of mandatory and statutory training and are notified if they are unable to attend classroom based training as soon as possible.
2.6. The completion of mandatory and statutory training is a requirement for pay progression and the Pay Progression Policy should be referred to with respect to this. 

2.7. Non-completion of mandatory and statutory training in a timely manner should be addressed primarily on an informal basis by the line manager and an action plan put in place to address any issues. Where this is unsuccessful reference should be made to the Management of Performance and Disciplinary Policies as appropriate and HR advice sought as necessary.
2.8. Personal and professional development plans should be developed in partnership between line managers and employees and returned to the Human Resources Team. 
3. Agency Staff
3.1. Line Managers are required to identify agency staff who will require induction and mandatory and statutory training. Line Managers are also responsible for checking with the relevant agency to ascertain if prior training has been provided and where necessary ensuring the agency worker is able to access the NHS Sheffield CCG mandatory and statutory training programme.

4. Monitoring and Evaluation
4.1. All new employees will be asked to complete the Induction Evaluation Form which is used by Human Resources to assess the effectiveness and quality of the induction programme.
NHS Sheffield CCG Equality Impact Assessment
	Title of policy or service 
	Induction, Mandatory and Statutory Training Policy

	Name and role of officers completing the assessment
	Learning & Development and OD Manager

	Date assessment started/completed
	August 2019
	August 2019


	1. Outline


	Give a brief summary of your policy or service

· Aims

· Objectives

· Links to other policies, including partners, national or regional
	This policy aims to demonstrate that the provision of effective induction processes and mandatory and statutory training are recognised by NHS Sheffield CCG as an integral part of best employment practice. This policy enables all new employees to have access to a robust induction programme to the organisation and to the NHS as a whole. It ensures that a comprehensive package of mandatory and statutory training is provided for all employees.

NHS Sheffield CCG will ensure that induction programmes and mandatory and statutory training packages are fit for purpose and enable employees to undertake their roles safely and in compliance with legislation and other employment policies in place within NHS Sheffield CCG. It is recognised that to achieve this, a high level of commitment at all levels within the organisation is required.




	2. Gathering of Information 

This is the core of the analysis; what information do you have that indicates the policy or service might impact on protected groups, with consideration of the General Equality Duty. 

	 
	What key impact have you identified?
	What action do you need to take to address these issues?
	What difference will this make?

	
	Positive

Impact 
	Neutral

impact
	Negative

impact
	
	

	Human rights
	· 
	
	
	
	

	Age
	· 
	
	
	
	

	Carers
	· 
	
	
	
	

	Disability
	· 
	
	
	
	

	Sex
	· 
	
	
	
	

	Race
	· 
	
	
	
	

	Religion or belief
	· 
	
	
	
	

	Sexual orientation
	· 
	
	
	
	

	Gender reassignment
	· 
	
	
	
	

	Pregnancy and maternity
	· 
	
	
	
	

	Marriage and civil partnership (only eliminating discrimination)
	· 
	
	
	
	

	Other relevant group
	
	
	
	
	


Please provide details on the actions you need to take below.

	3. Action plan

	Issues identified
	Actions required
	How will you measure impact/progress
	Timescale
	Officer responsible

	None
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	4. Monitoring, Review and Publication

	When will the proposal be reviewed and by whom?
	

	Lead Officer 
	Learning & Development and OD Manager
	Review date:
	January 2020
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