New starter roadmap NHS

. . Central and
A guide for managers on how to engage and motivate staff North West London

NHS Foundation Trust

N
oFollowing job offer eFirst day \ eFirs'r week \

* Manager to send welcome email and * Manager to have IT passes and equipment ready to go and ensure new starter Staff member to complete a Covid-19 risk assessment and discuss
background information including good is added to circulation lists for Trustwide and local communications. it with their manager in the first week of employment. Download the

news stories and highlight the importance risk assessment form and managers guide.
e Manager to complete local induction checklist.

of living the Trust values.
e Manager to explain to new starter all about the department and the Trust including F'rSt two WeekS

e Manager to invite new starter to a team
meeting or walk around once pre-employment : : - HE _
checks are complete. Manager fo maintain Thg Trust values, behaviours chartey, service ob|ecT|vest KPls, team meeting g:lotgst Trust o New starter to have induction meetings with feam members.
regular contact with new staff member. objectives, staff networks, recognition schemes, benefits, health and wellbeing initiatives,
People at Work Service, team and individual roles and responsibilities and purpose of all
relevant meetings and NHS Pensions information.

¢ Introduce new starter to the team.

e Manager to set objectives with new starter, discuss
policies, agree training needs and set regular supervision
sessions. Manager to update and send new starter

¢ Welcome emails to be sent to new starter
from head of service and service director.

:

e |f the new starter is a manager also provide the manager’s handbook. probation plan letter (Probationary Period Guidance —
Appendix B).
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Month one Month two Month three Month six Year one

e Attend Trust induction. If staff Complete second e Complete third probationary review meeting and celebrate Manager to arrange for new Manager to continue fo
member is unable to attend the probationary review successful probation completion. starter to attend a career provide support, guidance,
waiver must be completed. meeting including reviewing « Manager to send new starter probation completion letter — development session with regular supervision,

e Complete first appraisal and progress and objectives. please add the service director’s signature for added recognition. a member of the senior appraisals and development.

. o : - team in their service.
review meeting including reviewing * Review workload and expectations.

objectives (Probationary period

uidance — Appendix A). * Head of service to meet new starter during a service visit.
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https://staff.cnwl.nhs.uk/application/files/4215/5860/1019/Welcome_email_template_from_Head_of_Service.docx
https://staff.cnwl.nhs.uk/application/files/9015/5860/1155/Welcome_email_template_from_Service_Director.docx
https://staff.cnwl.nhs.uk/download_file/3642/0
https://staff.cnwl.nhs.uk/application/files/7115/8946/5995/Risk_AssessmentGuide_Guide_for_Managers.pdf
https://staff.cnwl.nhs.uk/application/files/5015/4748/2802/Probationary_Period_Guidance.pdf
https://staff.cnwl.nhs.uk/application/files/5015/4748/2802/Probationary_Period_Guidance.pdf
https://staff.cnwl.nhs.uk/application/files/4815/4765/4756/Local_Induction_Checklist.doc
https://staff.cnwl.nhs.uk/application/files/3515/4290/7785/The_CNWL_Way_Our_Staff_Charter.pdf
https://www.cnwl.nhs.uk/about/vision-and-values
https://www.cnwl.nhs.uk/about/vision-and-values
https://staff.cnwl.nhs.uk/i-want-info/equality-diversity-and-inclusion/staff-networks
https://staff.cnwl.nhs.uk/corporate-support-services/hr-and-development/i-want-find-out-about-health-and-wellbeing-services/reward-and-recognition
https://staff.cnwl.nhs.uk/corporate-support-services/hr-and-development/i-want-find-out-about-health-and-wellbeing-services
https://staff.cnwl.nhs.uk/corporate-support-services/hr-and-development/i-want-find-out-about-health-and-wellbeing-services/health-and-wellbeing
https://staff.cnwl.nhs.uk/corporate-support-services/people-and-development/i-want-find-out-about-health-and-wellbeing-services
https://staff.cnwl.nhs.uk/corporate-support-services/hr-and-development/i-want-find-out-about-my-pension
https://staff.cnwl.nhs.uk/application/files/2615/4281/0621/Managers_Handbook.pdf
https://staff.cnwl.nhs.uk/application/files/6015/4868/4896/New_starter_induction_waiver.docx
https://staff.cnwl.nhs.uk/application/files/5015/4748/2802/Probationary_Period_Guidance.pdf
https://staff.cnwl.nhs.uk/application/files/5015/4748/2802/Probationary_Period_Guidance.pdf
https://staff.cnwl.nhs.uk/application/files/9715/4281/1125/Staff_appraisal_and_supervision_pack.pdf
https://staff.cnwl.nhs.uk/application/files/3615/4868/4962/Successful_probation_letter.docx

