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This Welcome Pack for New Starters template has been developed by BSW Training Hub and is designed for practices to modify and make relevant to their surgeries. This is intended as optional guidance.  Please feel free to tailor to suit your needs and add / delete / adapt accordingly.  

If you have any comments relating to this document, please send to rachelj.cooke@nhs.net.
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[bookmark: _Toc183424050]Practice Information 

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

Designated Contact (if different from line manager): XXXX

[bookmark: _Toc183424051]Meet The Team
	Name
	Description of Role
	Practice Base

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Add additional rows as appropriate.

[bookmark: _Toc183424052]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: _Toc183424053]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: _Toc183424054]Our Ethos

Include practice aim or mission.  

[bookmark: _Toc183424055]Social Media

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

[bookmark: _Toc183424056]What We Offer

· Coils & Implants
· Cryotherapy
· FeNo Testing
· Insulin Initiation and Titration
· Joint injections
· Minor Surgery
· Spirometry
· Yellow Fever Centre

Add / Delete as appropriate.




[bookmark: _Toc183424057]Staff Safety

Panic Button: (insert details)
Fire Safety: (insert details)
Emergency Bag: (insert details)
Calling an Ambulance: (insert details)
Medication: (insert details)

[bookmark: _Toc183424058]Appointments and Visits

Insert details

[bookmark: _Toc183424059]Referrals

Insert details

[bookmark: _Toc183424060]Investigation Requests

Insert details

[bookmark: _Toc183424061]Prescribing

Insert details

[bookmark: _Toc183424062]Services

Add details as appropriate for each service provided e.g. Advice & Guidance, Same Day Emergency Care, Midwifery Services, Contraception, Community Urgent Eyecare Service, Mental Health Services, Stop Smoking, Social Prescribers and Social Worker, Community Services etc.

[bookmark: _Toc183424063]Hospitals and Care Homes

List local hospitals, their locations, and the services they offer.  Include community hospitals, and any nursing or residential homes the practice looks after. 

[bookmark: _Toc183424064]Pharmacies

List local pharmacies, their locations, contact details and opening hours. 





[bookmark: _Toc183424065]Policies

The Practice Manager for your site will talk you through the main policies within your induction period.  All staff policies and procedures can be found online xxx>xxx>xxx>xxx>xxx>xxx. 
If you have any specific questions, please talk to your line manager or the Practice Manager.

· 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: _Toc183424066]Education / BSW Primary Care Training Hub

The basic education requirements and courses are found on e.g. Bluestream and TeamNet (insert / delete as appropriate) - it is expected that staff will keep themselves up to date with these areas of mandatory training.

XXX Practice recognises the importance of education within healthcare for all staff and are supportive towards any further training that staff are considering or finding alternatives. 
If you are considering furthering your education, please first discuss with your line manager or the Practice Manager and they can signpost you accordingly.

The BSW Training Hub is your ‘go to’ place for any information about primary care workforce, education and development.  They are involved with:

· Recruitment and retention of staff
· Maximising access to training
· Development and support of new roles / new ways of working
· Supporting leadership
· Wellbeing offers, and so much more!





[bookmark: _Toc183424067]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: _Toc183424068]Useful Numbers
	Location
	Information
	Numbers

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Add additional rows as appropriate

[bookmark: _Toc183424069]Visa Sponsoring Practice

XXX Practice holds a Visa Sponsorship Licence (granted by the Home Office) which means we can issue Certificates of Sponsorship for clinicians from outside the UK, applying on a Skilled Worker Visa. A sponsorship licence is required to employ someone to work for us from outside the UK. Gaining the right to be a UK visa sponsoring practice has many advantages and forms an important part of our general practice workforce planning.

Delete if not a visa sponsoring practice.

[bookmark: _Toc183424070]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: _Toc183424071]Appendix 1 – Example Induction Checklist Template

You may wish to consider using this template as part of standard induction processes, tailoring the checklist items to suit your needs and add / delete / adapt accordingly.  This is intended as optional guidance. Practices and PCNs are responsible for ensuring their staff undergo an appropriate induction to the organisation and their role.

	Practice site information
	Date(s) completed 
	Requirements

	Location(s) staff member will be working in
	
	Essential 

	Addresses and phone numbers of practices within the PCN
	
	Essential 

	Access arrangements to buildings including evacuation plans
	
	Essential 

	Public transport / parking arrangements and mileage allowance
	
	Essential 

	Opening hours and extended access arrangements
	
	Essential 

	Location of toilets, changing, refreshment and rest areas
	
	Essential 

	Teams in practices and PCNs 
	Date(s) completed 
	Notes

	Contact details for key staff working across the PCN
	
	Essential

	Contact details for line manager	
	
	Essential

	Contact details for GP/clinical supervisor
	
	Essential

	Staff introductions
	Date(s) completed 
	Notes

	Introduction to clinical directors, practice and PCN teams
	
	Essential

	Explanation of organisational structure, systems and processes (GP/ PCN structure)
	
	Essential

	Introduction to peer support networks, groups or forums within PCN
	
	Essential

	IT and communication systems
	Date(s) completed 
	Notes

	Provided with IT equipment (eg laptop) where required and access (eg system login, NHS Smartcard) to perform role
	
	Essential 

	Induction to clinical system(s) used by the PCN practices including any training required
	
	Essential

	IT help desk contact details
	
	Essential 

	Induction to telephony systems
	
	Essential

	Orientation in primary care
	Date(s) completed
	Notes

	Introduction to general practice 
	
	Essential

	Introduction to primary care and primary care networks
	
	Essential

	Read relevant ARRS roles information on the NHS England website
	
	Essential

	Familiarisation with relevant sections of the Network Contract DES and role-specific guidance
	
	Desirable

	Training 
	Date(s) completed 
	Notes

	Introduction to allocated clinical supervisor and discussion around supervision allocation time
	
	Essential


	Explanation of mandatory training required (e.g. information governance, equality and diversity, safeguarding) and time needed to complete
	
	Essential


	Added to local mailing list for education and training
	
	Essential

	Provided with BSW Training Hub website and contact details
	
	Essential

	Shadowing practice roles, e.g. GP, additional roles staff, reception, PCN and practice managers
	
	Essential

	Register here for e-Learning for Healthcare (to gain access to additional free learning modules)
	
	Optional

	Policies and procedures 
	Date completed 
	Notes

	Shown procedure for booking with GP for emergency and routine follow-ups 
	
	Essential

	Shown procedure for booking with other general practice healthcare professionals
	
	Essential

	Familiarisation with and access to existing letter templates or methods for:

	· Secondary care referrals (and awareness of local clinical pathways) 
	
	Essential if applicable to role

	· Urgent and emergency referrals  
	
	Essential if applicable to role

	· MSK physiotherapy (both outpatient and community) 
	
	Essential if applicable to role

	· Other reablement services (eg falls services / occupational therapy / podiatry) 
	
	Essential if applicable to role

	· Talking therapies / mental health services  
	
	Essential if applicable to role

	· Smoking cessation / dietitian / exercise referral  
	
	Essential if applicable to role

	· Local services for social prescribing (including key NHS, social and voluntary organisations in the area and how to signpost) 
	
	Essential if applicable to role

	· Clinical / medical emergency plan: adverse drug reactions, anaphylaxis, red flags, cardiac arrest, first aid and medical kit, etc
	
	Essential if applicable to role

	· Prescribing policy and procedure
	
	Essential if applicable to role

	Lone worker policy
	
	Essential

	Home visits policy
	
	Essential

	Complaints policy 
	
	Essential 

	Information about Freedom To Speak Up Guardian
	
	Essential

	Triaging policy and procedure 
	
	Essential 

	Access to chaperones
	
	Essential 

	Access to interpreter
	
	Essential

	How to report incidents or adverse events
	
	Essential 

	Sickness and absence policy and procedure
	
	Essential

	Friends and Family Test procedure
	
	Essential

	Safeguarding
	Date completed 
	Notes

	Practice(s) safeguarding policy and procedure
	
	Essential

	Safeguarding training
	
	Essential

	Practice(s) lead for safeguarding adults, children and young people
	
	Essential

	Key safeguarding contacts: ICS, social services (including out of hours duty team), police

	
	Essential

	Line management 
	Date completed 
	Notes

	Familiarisation with job description and/or service specification
	
	Essential

	Create a job plan 
	
	Essential

	Arrangements for appraisal and 1-to-1 line management meeting
	
	Essential

	PCN working arrangements, e.g. split of time in each member practice, managing annual leave across sites
	
	Essential 

	Supplementary reading and reference materials
	Date completed 
	Notes

	Subscribe to mailing lists relevant to job role
	
	Optional

	Sign up for the FutureNHS collaboration platform 
	
	Optional



