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AHP STUDENT INDUCTION CHECKLIST-
JAN 2025
The induction checklist should be incorporated into any existing Uni-professional induction process and completed during the first week of placement.
Once all sections have been completed, both learner and practice educator should sign to demonstrate an induction has taken place.



	Induction Topic
	
	Note/Action

	1.Orientation to department and setting / Housekeeping
	STATEMENT: it is important all learners feel orientated to the department early in the placement.

	
	Introduction to Practice Educator (PE)
	
	

	
	Organisational structure
	
	

	
	Area specific structure
	
	

	
	Introduction to all Staff
	
	

	
	Complete learner contact details form 
	
	

	
	Learner passport/ check learner ID
	
	

	
	Discuss absence management processes.
(PE to inform HEI of absences as soon as notified)
	
	

	
	Locations of
· Offices/reception/staff room
· Treatment areas/equipment stores
· Stationary
· Toilets/changing facilities
· Computers/IT suite/Library
· Filing/ stationery
· Dining room/Bank/Shops
	
	

	2.Placement Information
	Hours of work/ weekly schedule
	
	

	
	Signing in/ out arrangements
	
	

	
	Discuss absence/sickness management/ reporting processes.
(PE to inform HEI of absences as soon as notified)
	
	

	
	Lunch/ Breaks
	
	

	
	Study Leave
	
	

	
	Set Learning objectives/ contract
	
	

	
	Set Mid-way assessment
	
	

	
	Set Final assessment
	
	

	
	Duties and responsibilities
	
	

	
	Lecturer contact arrangements
	
	

	
	Assessment process
· Reminder: mention word ‘failing’ at half-way report to HEI if issues with meeting learning outcomes
	
	

	
	Administration systems specific to area
	
	

	
	Raising concerns and comments
	
	

	
	Provide details of ‘third person’ e.g., Team lead, Service Manager, placement coordinator.
	
	

	3. Learning Requirements
	STATEMENT: we encourage and support learners to raise any issues or adjustments that they may require to safely practice and learn to their full potential. This helps us to support you in your learning during your practice –based learning experience.

	
	Is there anything that you would like to tell us about your health or learning requirements?
	
	

	
	Learner and Practice Educator expectations discussed
	
	

	
	Strategies or support required by learner discussed
	
	

	
	University learning outcomes for placement (including objectives and areas for development from previous placements) are noted.
	
	

	
	Discuss learner learning contract if applicable
	
	

	
	Learning Styles of learner and Practice Educator discussed
	
	

	
	Supervision arrangements
	
	

	
	Tutorials, attendance at seminars etc.
	
	

	
	Visits e.g., HEIs, with other appropriate health care professionals
	
	

	
	Reporting: Midway and final report planned
	
	

	4.Essential Learning / Mandatory training

	STATEMENT: The university will ensure that all learners will have registered with TURAS Learn and will have completed mandatory training in the HEI prior to placement. Practice Educators have the reassurance that all necessary training has been completed prior to learners coming out on PrBL. All modules can be found here. 
Re-enforce key points/ procedures for placement

	
	Patient confidentiality -
Remind learner of confidentiality agreement signed with their HEI and orientate them to any local policies.
	
	

	
	Patient consent -  
Discuss processes to gain consent for student involvement in patient care
Explain gaining consent for all Ax/Rx 
	
	

	
	Fire Safety
	
	

	
	Basic Life support (BLS)
	
	

	
	Information Governance: Safe information handling 
	
	

	
	Violence and Aggression de-escalation
	
	

	
	Adult Protection awareness
	
	

	
	Child Protection Module 1
	
	

	
	Equality & Diversity.
	
	

	
	Duty of candour
	
	

	
	Health Acquired Infection- Scottish Infection Prevention and Control Education Pathway
	
	

	
	Contact details:
· Complete learner contact sheet
· Check matriculation/SMART card
· Ensure learner has appropriate ID badge which is always visible.
	
	

	5.NHS Lothian Policies/ Governance Procedures
	STATEMENT: PVG- The learner does not provide evidence of PVG certificate on their first day. The university will ensure that all learners have appropriate membership of the PVG scheme. If it is an elective placement from out with a Scottish HEI, PVG information will be reviewed by the recruitment team prior to issue of an honorary contract.

	
	Health and Safety: Ensure the learner is aware of local information relating to placement e.g., Local risk assessments pertinent to practice (generic/site/profession specific) risk, policy location, etc. 
Cover procedures for: Infection control, moving and handling requirements, reporting faults, incidents and near misses involving learner or others (Datix), safeguarding, management of sharps/ needle stick injury, hazardous waste and spillages procedures, work-stations and display monitor usage, disposal of waste (waste management policy), food safety and food hygiene, fire appliances, personal protective equipment use, occupational health/ spiritual care
	
	

	
	DATIX:  Ensure learners are aware of DATIX reporting process (Flow chart and Guidance). The HEI should be updated on all adverse events, however minor.
	
	

	
	Uniform: Refer to NHS Lothian’s Uniform policy and dress code. 
· ID badge
	
	

	
	Our values into Action: Signpost students to the values page on the intranet: NHS Lothian - Our values into action
	
	

	
	IT Security information: Ensure learner aware of correct procedures e.g., locking computer, online professionalism, fair warning system, GDPR (General Data Protection Regulations), safe email transmission, electronic systems used e.g., MiDIS, eWRAD, TRAK etc, Information governance principles: remind learner to only access online information pertinent to patient/ practice; confidentiality; Caldicott/ Data Protection / Safe information handling; access to shared drives; email protocol; orientation to Intranet and relevant applications
	
	

	
	IT user account – ensure access 
	
	

	
	Social Media - learner to read and be aware of NHS Lothian social media Policy.
	
	

	
	Whistleblowing/Speak up champion - Advise about Lothian ‘Speak Up Champion’- information on process here. Where possible student raises concern directly with Practice Educator/ Team manager/ identified 3rd Person. Where not possible student can raise with AHP PE team via: LOTH.AHPPracticeEducation@nhs.scot or Speak Up Advocate: SpeakUP@nhslothian.scot.nhs.uk.
	
	

	6.Local Fire Procedures
	Specific Fire Induction to Placement site and working areas:
· 2222 in hospital setting 
· 999 in community setting
· Location of fire extinguishers
· Fire alarm and drill including testing
· Evacuation points
	
	

	7.Local Emergency Procedures
	· How to summon emergency support
· Orientation to crash trolley
· Basic life support
· Anaphylaxis
	
	

	8.Security
	Details of local security arrangements
· Personal belongings
· Department security
· Keys
· Personal safety
· Alarms
· Call points 
	
	

	9.Professionalism
	Refer to HCPC Standards:
· Policies and guidance 
· Culture and values
· Zero tolerance
· Whistleblowing
	
	

	10.Learner Well-being
	Occupational Health – access NHS Lothian service via intranet
Direct to QMU Student Wellbeing Toolkit – download as PDF
Advise how to access Flu vaccinations during national campaign
Additional support needs – ask if the student has any reasonable adjustments that you need to be aware of. Allow student to identify any additional support/adaptations required and offer support as able.
Ask if student has any concerns about the cost of living.
	
	

	11.Quality Standards for Practice Learning
	Highlight current QSPP standards:
1. Practice based learning (PrBL) essentials - ensuring placement governance Turas I Learn (nhs.scot)
1. New QSPL standards (to be used when audit tool ratified) 
	
	

	12.Evaluation
	Student to complete end of placement evaluation. Provide time to do so at end of placement: 
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Checklist Completed: 
Practice Educator: _______________   Signed:     _________________     Date: ________
Student: _______________________    Signed:    __________________    Date: ________	Comment by Finlayson, Amy: TO UPLOAD and host  on subsite Practical information and tools for placement provision	Comment by Finlayson, Amy: https://staff.nhslothian.scot/ahp/practical-information-and-tools-for-placement-provision/
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