INSERT LOGO


XXX Practice

Welcome Pack 
for Learners














[bookmark: _Hlk181180450]This Welcome Pack for Learners template has been developed by BSW Training Hub 
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[bookmark: _Toc183423734]Welcome

We warmly welcome you to XXX Practice.  We are delighted you are joining our team and wish you a happy, successful, and rewarding time on placement with us.  Your skills and experience will contribute to the delivery of outstanding healthcare to our patient population.  

The purpose of this handbook is to bring together the most important information that you need about your placement.  It provides some background information about our team, culture, training, and development and how we behave in our relationships with patients, families, public and partners.  Our reputation is important to us, and every team member has a contribution to make to ensure that we do our best work every day for the people we serve.  There is also policy and procedural content so that you have the clarity about standards that support you during your time on placement with us.

It is important for you to have a well organised induction and that you know where to get the support and information you require when you start your placement.  

We listen carefully to feedback provided by our patients and staff so that we continue to progress and develop.  We would also value your feedback as a student on completion of your placement at XXX Practice.

If you are a student Nurse, as per NMC guidelines on the Standards Supervision for Students and Assessments (SSSA) you will be supported by a Practice Supervisor and a Practice Assessor whilst you are working within our team. We aim to complete a local induction, arrange your first meeting interview where you can discuss your learning outcomes for this placement within the first few days of you arriving.  You will have an agreed midpoint and an endpoint meeting to conclude your placement.

During your placement at the Practice, you will be supported by your Assessor (insert name/contact details) the Lead Nurse (insert name/contact details) and your University link (insert name/contact details).

[bookmark: _Toc183423735]Placement Contact Details

	Professionals involved in your placement
	Name
	Contact details/email

	Practice Manager
	xxx
	xxx

	Lead Nurse
	xxx
	xxx

	Practice Assessor
	xxx
	xxx

	Practice Supervisor (s)
	xxx
	xxx

	Academic Assessor
	xxx
	xxx

	Practice Educator (AHP)
	xxx
	xxx

	Mentor (AHP)
	xxx
	xxx


Add / delete as appropriate
[bookmark: _Toc183423736]Clinical Placement Information 

Placement dates: (insert dates)
Initial assessment date agreed: (insert date)
Mid-point assessment date agreed: (insert date)
End-point assessment date agreed: (insert date)

[bookmark: _Toc183423737]Practice Information 

Add a brief description - insert history of your surgery, demographics, list size, meet the team (one site or more) etc.

[bookmark: _Toc183423738]Meet The Team
	Name
	Description of Role
	Practice Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Add additional rows as appropriate

[bookmark: _Toc183423739]Significant Roles
	Name
	Significant Role

	
	Dispensary Manager

	
	Caldicott Guardian

	
	Cold Chain Lead

	
	Cold Chain Deputy Lead

	
	Complaints Lead

	
	Data Protection Officer

	
	Safeguarding Lead

	
	Safeguarding Deputy

	
	Senior Information Risk Owner (SIRO)

	
	Freedom To Speak Up Guardian

	
	Wellbeing Lead


Add additional rows as appropriate

[bookmark: _Toc183423740]Site Details

Practice Name: (insert)
Address: (insert)
Telephone: (insert)
Email: (insert)
Opening Hours: (insert details)
Break Room: (insert details)
Toilets: (insert details)
Specimen Collection: (insert details)
Emergency Bag: (insert details)

· A non-smoking policy exists throughout all the buildings.
· We have a zero-tolerance policy towards violent, threatening, and abusive behaviour.
· All telephone calls are recorded for security purposes.
· Mobile phones should be in silent mode.

Add branch sites as appropriate.

[bookmark: _Toc183423741]Our Ethos

Include practice aim or mission  

[bookmark: _Toc183423742]Internet Use and Social Media

Website: insert link
Facebook: insert link
Instagram: insert link
YouTube: insert link

Our reputation is important to us and our patients.  We recognise that you may want to use the internet and social media sites in your personal time and outside of work.  We would like you to understand that you are personally responsible for any posts or comments that you make on the internet, so please remember the following:

· Our patients and colleagues need to know that they can trust us.  Do not share anything online or publicly anywhere outside of the practice that will breach their confidentiality or privacy.
· Never post or share information that could bring the practice into disrepute.
· Make it clear the posts are personal.  Do not make reference to your employment at the practice or even the NHS.  Have separate social media accounts for professional networking.
· Do not share the post, access, or circulate material that could potentially result in reputational risk to the practice, libel, bullying, discriminatory or of an offensive nature.
· Action could be taken against you by a third party, patient, or colleague.
· Practice communications are intended for internal use only and are not for distribution outside of the practice.
· Do not record audio or visual material onto mobile phones whilst on practice premises.
· If you intend to post on social media, please seek agreement/consent from our Practice Supervisor/Lead Nurse/Practice Manager.

[bookmark: _Toc183423743]Personal Details

We have a duty of care for our staff and hold staff personal details in the event of an emergency at work.  We would ask that you provide this information to the Lead Nurse or Practice Manager when you start your placement with us.  These will be destroyed once you complete your placement.

[bookmark: _Toc183423744]Conduct

Our focus is always delivering quality patient care.  It is equally important that we work positively together and respect each other.

Following practice policies and guidelines we will ensure we work within the law, provide evidenced based practice to our patients and where possible go ‘the extra mile’ when thinking of our patients or working with each other.

[bookmark: _Toc183423745]Confidentiality

The Practice Manager will ask all students to sign a confidentiality agreement whilst working at the Practice. Any breaches will be fully investigated and could lead to disciplinary action/cessation of placement.

[bookmark: _Toc183423746]Standards of Dress

As you will regularly come into contact with patients and other members of the public you must present a professional image in both your appearance and dress.  We expect all students to follow the Practice and University uniform policy, which must be always kept clean and tidy. It is your responsibility to ensure that your uniform is clean and presentable following the ‘bare below the elbows’ standard procedure. You should always wear your name badge while on duty.

[bookmark: _Toc183423747]Sickness and Absence

Should you be absent for any reason, it is your responsibility to inform both the University and the Practice. This must be done as soon you know that you are unable to attend work. 
Please refer to the University’s procedure for reporting sickness and absence. We also have a policy for sickness and absence reporting which you must adhere to. In brief, you should telephone (insert number) or (insert number) as soon as practicable (i.e. night/day before) and no later than between 7:30am – 8:15am for that day’s duty to report in sick. 

The surgery telephone number for reporting sickness is (insert number) if within working hours 8.30am – 6.30pm.  Both the Practice and the University will require updates concerning duration of absences and planned return dates.
[bookmark: _Toc183423748]Policies
As part of your induction, it is important to familiarise yourself with XXX Practice policies.  These set out specific expectations from the surgery and from you as a student to enable active learning in a safe environment.  All staff policies and procedures can be found online xxx>xxx>xxx>xxx>xxx>xxx.
· Duty of Candour					
· Dignity and Respect
· Health and Safety
· Information Governance
· Clinical Supervision
· Safeguarding 
· Lone Worker 
· Home Visits 
· Equality, Diversity and Inclusion
· Complaints
· Freedom to Speak Up
· Incident Reporting
· Dress Code and Uniform
· Confidentiality
· Chaperone
· (XXXXXXXXX additional space to add/remove policies)

[bookmark: _Toc183423749]Training and Development

We are committed to providing an environment which is conducive to supporting your learning, training, and development.  This section provides a summary of how you can develop yourself to your full potential.

Our practice has an active and supportive training and development culture.  We believe that it is important to invest in you and your development to enable us to offer the best quality of care to our patients.

Within your first week, you will meet with your Practice Supervisor to discuss your immediate training and development needs.  Initially these are likely to focus upon induction, orientation and familiarising yourself with practice policies and procedures.

Learning outcomes will differ depending on your experience and type of course you are studying, however there are a wide range of clinical experiences that you will be able to participate in.  The level of supervision you may require will be dependent on your role and experience.

We will be flexible to meet individual student’s needs, considering types of training, stage of training and previous experiences. 

You will be invited to practice meetings and Practice Learning Time (PLT) sessions.

[bookmark: _Toc183423750]Classification of Supervision

· Observation: watching, listening to explanations, and observing tasks.
· Supervised practice: working alongside a qualified individual to carry out a task.
· Indirect supervised practice: working autonomously with qualified support nearby.

[bookmark: _Toc183423751]Competencies and Learning Outcomes

Competencies and learning outcomes you can expect to experience within general practice:

	Phlebotomy
	Sexual health and contraception
	Health promotion and smoking cessation

	Blood pressure monitoring
	Coil fittings (observation)
Contraceptive implant insertions (observation)
	Cervical screening and intimate swabs

	ECG’s	
	Minor Surgery & Joint injections
	Chronic leg ulcers/dressings and dopplers

	Handling samples
	NHS health checks
	Travel health & vaccines

	Injections (IM, SC)
	Long term condition management
	Ear irrigation/micro suction

	Wound care
	Spirometry
	Medication reviews

	Aseptic technique
	Minor Illness
	Post-natal checks

	Childhood Immunisations
	Minor injury
	



Add / Delete as appropriate.

[bookmark: _Toc183423752]Other Healthcare Professionals

You will also have the opportunity to spend time with other health professionals that work within Primary Care or the Practice. This will enable you to appreciate how all disciplines work together to ensure a smooth patient journey.  Other healthcare professionals include:

· Extended Access/Paediatric Hub
· First Contact Physio	
· Frailty team
· GP
· Mental Health Practitioner	
· Other roles, including Health Care Support Workers, Nurses (in all different categories) and the ones listed https://www.e-lfh.org.uk/programmes/new-roles-in-primary-care/
· Paramedic Practitioner
· Pharmacy Technician or Dispensary Team
· Practice Pharmacist
· Reception / Admin team
· Wellbeing Team and Social Prescribers	

Add / Delete as appropriate.

[bookmark: _Toc183423753]Safe Learning Environment Charter

NHS England have developed a Safe Learning Environment Charter to support the development of positive safety cultures and continuous learning across all learning environments in the NHS.  It is underpinned by principles of equality, diversity, and inclusion. 

[bookmark: _Toc183423754]Wellbeing

Your wellbeing is important to us. Use our intranet to find the health and wellbeing page, which will direct you to the many ways we support health and wellbeing in the workplace. (insert alternative information / delete as appropriate).

The BSW Training Hub also have a dedicated wellbeing page for primary care staff on their website.

[bookmark: _Toc183423755]End of Your Placement

At the end of your placement, it is expected that you return all practice property to your supervisor.  This may include:

· Documents, books, or equipment
· Keys/or access cards

Ensure also that your supervisor has verified your practice hours and signed off any skills that you have achieved during your time with us.

[bookmark: _Toc183423756]Lastly

Lastly, we hope you will experience the best of what primary care and general practice has to offer and that you will really enjoy your placement with us.  


Best wishes,


Practice Team


[bookmark: _Toc183423757]Appendix 1 – Template Induction Email / Support for Neurodivergent Learners

Not all students will have a diagnosis (or personal recognition) of a neurodivergent condition. All learners can benefit from some provisions while on placement. These include: 

· A pre-placement visit
· Induction
· Process guides (How-Tos) 
· Routes of support

You may wish to consider using this template to support all learners prior to placement.  

For further information please see the Royal College of Nursing’s Neurodiversity Guidance for Employers, Managers, Staff and Students.


Hello, my name is xxx, and I am Job Role / Team at Location.  We've been advised that your induction for placement is on date, from start and finish times. Please arrive at Specific Location – e.g., Main Reception. 

Attached is our ‘Welcome Pack for Learners’ which provides useful information about xxx Practice and your placement with us. You will also find attached a blank ‘One Page Profile’ and ‘Placement Adjustments Passport’. This is your opportunity to let us know about your specific goals, challenges, reasonable adjustments, care commitments, or any other information that can help us support you. 

Once you have completed the forms, please reply to this email and attach the forms, and I will reach out to confirm support where needed. If you have an Occupational Health report / Workplace Needs Assessment report (from Access to Work) / Placement Support Plan in place from your university, please also share this if you feel comfortable doing so. Any information you provide will remain confidential unless you give specific consent for us to share this with members of the wider team. 

If you would prefer to arrange a pre-placement visit, to familiarise yourself with the practice, discuss your support, and answer any questions you may have, please let me know in a reply to this email. 

Setting up your IT access: link or email address 
Booking in your Computer System Training: link or email address 

If you have any questions or concerns, please don't hesitate to get in touch with me or with the team at email address. 

We look forward to seeing you soon!

Name / sign off

Attached: Welcome Pack for Learners / One Page Profile / Placement Adjustments Passport

[bookmark: _Toc183423758]Appendix 2 – Induction Checklist
You may wish to consider using this checklist as part of the standard induction processes for learners, tailoring the checklist items as appropriate and add / delete / adapt accordingly.  This is intended as optional guidance. Practices and PCNs are responsible for ensuring their learners undergo an appropriate induction to the organisation for their specific placement.

	Checklist
	Carried out by (initials)
	Date
	Comments

	Reception
	
	
	

	Received and welcomed
	
	
	

	Swipe / security card
	
	
	

	Practice Learning Environment
	
	
	

	Introduction to Practice Supervisor + Practice Assessor
	
	
	

	Standards expected
	
	
	

	Introduction to the Practice
	
	
	

	Meet & Greet walk about
	
	
	

	Layout of premises and door codes
	
	
	

	Different professionals who work within the practice and their roles
	
	
	

	Practice hours
	
	
	

	Hours of work
	
	
	

	Breaks
	
	
	

	Smoking
	
	
	

	Sickness Reporting procedure
	
	
	

	Recording your practice hours
	
	
	

	Communications and IT
	
	
	

	Access to IT and S1
	
	
	

	Smartcard issued / smartcard number given to practice team to set up on S1
	
	
	

	Telephone system
	
	
	

	Computer system
	
	
	

	Setting up mentors on e.g. Pebblepad
	
	
	

	Practice Culture
	
	
	

	Professional and personal conduct
	
	
	

	Friends and Family Test
	
	
	

	Dress code and expectations
	
	
	

	Telephone calls / use of social media etc
	
	
	

	Break facilities
	
	
	

	Lockers and toilets
	
	
	

	Public Transport and parking arrangements
	
	
	

	Health & Safety
	
	
	

	Personal adjustments for additional needs
	
	
	

	Fire procedures and emergency access
	
	
	

	Locations of fire exits
	
	
	

	Reporting accidents
	
	
	

	First Aid kit 
	
	
	

	Emergency procedures / defib
	
	
	

	Display screen/VDU workstation information and assessment
	
	
	

	Significant event procedure
	
	
	



Add / Delete as appropriate.
