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Form No:  03-1-400       STAFF INDUCTION TRAINING PLAN & RECORD

	Employee:  
	Position:

	
TRAINING ELEMENT
	
TRAINING RECORD

	

	
Title



	
Date
	
Employee


(Signature)
	
Supervisor


(Signature)

	1
	History and purpose of the Organisation / Agency
	
	
	

	2
	Your Staff Handbook
	
	
	

	3
	Statement of Aims and Objectives of the Organisation
	
	
	

	4
	Quality Policy Statement and Quality objectives
	
	
	

	5
	General Terms and Conditions of Employment
	
	
	

	6
	Your role and responsibilities
	
	
	

	7
	Your personal Job Description
	
	
	

	8
	Hours of work and break times
	
	
	

	9
	Use of Time Sheets / Electronic Time Monitoring Systems
	
	
	

	10
	Time-keeping, Absence and Sickness Policies
	
	
	

	11
	Disciplinary, Grievance and Appeals Procedure
	
	
	

	12
	Uniform / Dress Code and Personal Grooming Policy
	
	
	

	13
	Evidence of Identity / ID cards
	
	
	

	14
	Smoking and Alcohol Policies
	
	
	

	15
	Equal Opportunities and Anti-Discrimination Policies
	
	
	

	16
	Procedure for Monitoring the Equal Opportunities, Diversity and Anti-Discrimination Policies
	
	
	

	17
	Types of services offered to Service Users
	
	
	


	Employee:  
	Position:

	
TRAINING ELEMENT
	
TRAINING RECORD

	

	
Title



	
Date
	
Employee


(Signature)
	
Supervisor


(Signature)

	18
	Company Health and Safety Policy
	
	
	

	19
	Office hours, and procedure for contacting Supervisor /  Manager out-of-hours
	
	
	

	20
	Personal safety while at work, including the protection of care staff working late or alone with service users
	
	
	

	21
	Fire Risk Assessments / Fire Prevention Procedures / Fire Drills / Assembly Points (office facilities)
	
	
	

	22
	Safe moving and handling practices
	
	
	

	23
	Complaints Procedure
	
	
	

	24
	Whistle-blowing
	
	
	

	25
	Duties NOT to be undertaken by Care Staff
	
	
	

	26
	Service User’s Daily Plan of Care
	
	
	

	27
	Risk Assessment of the Service User’s home environment
(Home Safety Assessment)
	
	
	

	28
	Record-keeping / GDPR
	
	
	

	29
	Service Users’ Charter of Rights
	
	
	

	30
	Core Values of Care
	
	
	

	31
	Use of Service User’s telephone
	
	
	

	32
	Service Users’ finances / money / pensions / shopping
	
	
	

	33
	Service Users’ Key and Alarm Code management, including use of external Key Safes
	
	
	

	34
	Procedure for entering and leaving the Service User’s home
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	Position:

	
TRAINING ELEMENT
	
TRAINING RECORD
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Date
	
Employee


(Signature)
	
Supervisor


(Signature)

	35
	Procedure for gaining entry to the Service User’s home in the event of non-response
	
	
	

	36
	Conduct while at work
	
	
	

	37
	Handling accidents and emergencies
	
	
	

	38
	First Aid
	
	
	

	39
	Intimate Care procedures for the Service User
	
	
	

	40
	Safeguarding Vulnerable Adults  - symptoms of abuse and action to be taken
	
	
	

	41
	Suspected substance abuse by Service User
	
	
	

	42
	Infection Control (cleaning / disinfection / pest control)
	
	
	

	43
	Proper use of Personal Protective Clothing and Equipment
	
	
	

	44
	Handling specific infections - M.R.S.A.
	
	
	

	45
	HIV+  /  AIDS  /  Hepatitis B
	
	
	

	46
	Service Users’ pets
	
	
	

	47
	Medicine Policies - obtaining prescriptions, storing, handling, disposal of medicines
	
	
	

	48


	Administration of medicines to Service Users, including specialised techniques
	
	
	

	49
	R.I.D.D.O.R.  Regulations
	
	
	

	50
	C.O.S.H.H.  Regulations  - as relevant to the domestic environment
	
	
	

	51
	Safe storage of household substances (C.O.S.H.H.)
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	52
	Safe storage and use of electrical equipment
	
	
	

	53
	Safe handling of oxygen and oxygen cylinders at the Service User’s home
	
	
	

	54
	Basic principles of Food Hygiene
	
	
	

	55
	Menu Planning for the Service User, including an appreciation of religious or cultural requirements
	
	
	

	56
	Special diets, including Diabetic Care and awareness of Food Allergens and Anaphylaxis
	
	
	

	57
	Communication techniques - the Accessible Information Standard 
	
	
	

	58
	Specialised communication techniques  - for impairments of sight and hearing, and for the confused Service User
	
	
	

	59
	Procedure to be followed in the event of the death of a Service User
	
	
	

	
60
	The Care Certificate, and your Job requirements
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