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About this Handbook 

 

This handbook is intended to accompany the induction sessions rather than be read on its own. If you 

wish to learn more about the topics covered, please refer to the intranet pages as detailed. 

 

If there are additional learning requirements that need to be met to enable you to successfully undertake 

the induction program, please advise the facilitator as soon as possible to discuss what support you may 

require and what the learning and development team and staff in your new area can provide. 

  

Name  

Department  

Induction Date  
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Introduction 

 

Corporate Induction is delivered through a series of presentations, eLearning modules and short 

workshops (Information Governance and Fire Safety) and practical sessions such as Manual Handling. 

This format supports the different ways that people learn and focuses on self-directed learning where 

you take responsibility for your own learning. 

 

When you have completed all the appropriate e-learning modules, please print a certificate of 

achievement to keep for your own record in your portfolio or personal folder and provide an additional 

copy to your line manager for your staff file. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This induction program has been designed to help you get to know the organisation, how it operates, 

and the services that it provides. 

 

In addition, it will provide you with an opportunity to access and develop the knowledge, skills and 

information required to work safely and effectively not only as an individual but also as part of the 

wider NHS team. 
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Aims of Corporate Induction 

 

This induction is designed to offer you the best possible start in your new post. It will do this by providing 

you with: 

❖ An understanding of what is important to the Organisation and what is expected of you. 

❖ Knowledge & skills that will ensure the delivery of safe, effective & person-centred care. 

❖ An opportunity to ask questions and virtually meet colleagues. 
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Only the beginning 

Corporate Induction is the beginning of your twelve-week induction pathway. Corporate Induction 

covers important safety-related topics that are relevant to all staff, in all roles, at all levels of the 

organisation. Some of you will receive more role-specific knowledge and skills via a clinical induction 

that will follow the corporate induction. For all of you, your induction will continue in your local area 

with your manager and colleagues. Induction is very much a collaborative process; you must take 

what you need from corporate and local induction and please do not hesitate to ask questions. 

 

 

 

 

 

 

 

 

 

 

 

 

Everyone in NHS Lothian is required to take responsibility for their own continuous professional 

development to ensure their practice remains current and safe. A joint development review 

with your line manager/ reviewer/ appraiser is an essential part of this process.  For most 

employees, your first development review meeting will take place, four weeks following your 

attendance on the corporate induction programme. The purpose of this meeting will be to 

introduce you to the appraisal process and explain what will be expected of you. 

 

The focus for this meeting is to identify your development needs for the year ahead and activities to 

help address these. It is essential that the outcomes of the discussion and any subsequent 

achievements are recorded in line with the relevant procedure for your staff group. This will enable 

you to build a portfolio that will support your career development and reflect your commitment to 

safe and effective practice. 
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Glossary 

Some of the terms you will come across during induction are: 

 

Line manager - The person in your workplace you report directly to. 

Departmental manager - The person in charge of the department (this may also be your line 

manager). 

Reviewer / Appraiser - An allocated person within your new ward or department who will support you 

through the Appraisal process.  This may be your line manager, charge nurse, supervisor, team leader 

or charge hand. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Probationary Period 

A Probationary Period Review policy applies to new NHS Lothian staff during the first 12 weeks of 

employment. The aims of this policy are to ensure that: 

• The performance, conduct, attendance, timekeeping and capability, including training or 

support needs, of all new employees are assessed fairly and consistently across the 

organisation. 

• Managers provide new employees with the appropriate support, guidance, training, 

encouragement and feedback. 

• Both managers and probationers understand the purpose of the probation. 

 

The induction process and the introduction to appraisal process will both play an important role in 

supporting these aims. 
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Further Reading/ Resources 

• Departmental Policy Manuals 

• NHS Lothian Intranet Site 

• Scotland’s Health on the Web www.show.scot.nhs.uk 

• Lothian NHS Board website www.nhslothian.scot.nhs.uk 

• Scotland’s Health at Work www.shaw.uk.com 

•  Scotland’s Health at Work in the Lothian’s www.lothianhealthatwork.co.uk  

• HR Online – Terms and Conditions 

 

http://www.show.scot.nhs.uk/
http://www.nhslothian.scot.nhs.uk/
http://www.shaw.uk.com/
http://www.lothianhealthatwork.co.uk/
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NHS Lothian- Who We Are 

Covering 700 square miles, NHS Lothian is the second largest Health Board with: 

• 26,000 staff 

• 21 hospitals, including 4 major teaching hospitals 

• 126 GP practices 

• 180 community pharmacies 

• 173 dental practices 

• 112 ophthalmic practices 

• Lothian Localities: East 2, Mid 2, West 2, Edinburgh 4 
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Getting around Lothian 

Your Induction might involve you traveling to a variety of different sites in NHS Lothian. 

Parking can be difficult on some sites and therefore we would advise, if possible, to travel 

by public transport. 

 

The information below may help you to decide or plan your most efficient route if traveling 

by car.  

(Please note that public transport timetables may be subject to change and it is therefore 

advisable to consult the relevant websites for up-to-date information).: 

 

Travelling to the Western General/Comely Bank Centre by public transport 

 

Buses from all over the city travel within close proximity of the Western General Hospital, 

which is situated next to Comely Bank Centre. 

 

Buses 

Lothian Buses provides a number of bus services that stop within the Western General 

Hospital and on Crewe Road South. Lothian Buses serving the Western General include 

services 19, 29, 37, 38 and 47. 
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Traveling by Car 

Location of Main Hospital sites: 

 

❖ Royal Infirmary of Edinburgh 

51 Little France Crescent 

Old Dalkeith Road 

Edinburgh 

EH16 4SA  

 

❖ Royal Hospital for Children & 

Young People 

50 Little France Crescent 

Old Dalkeith Road 

Edinburgh 

EH16 4SA 

 

❖  Western General Hospital 

Crewe Road 

South Edinburgh 

EH4 2XU  

 

❖  Royal Edinburgh Hospital  

Morningside Place 

Edinburgh 

EH10 5HF 

❖  St. John’s Hospital 

Howden Road West 

Howden 

Livingston 

West Lothian 

EH54 6PP 
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Our Values into Action 

 

NHS Lothian has core values to help us deliver effective and efficient high-quality care to all 

members of the public. You must adhere to these during your work. 

Quality 

 

 

• We will demonstrate a commitment to doing our best. 

• We will encourage and explore ideas for improvement and 

innovation. 

• We will seek out opportunities to enhance our skills and expertise. 

• We will work together to achieve high quality services. 

• We will use our knowledge and enthusiasm to implement positive 

change and overcome challenges. 

 

 

Dignity and Respect 

 

 

• We will be polite and courteous in our communications and 

actions. 

• We will demonstrate respect for dignity, choice, privacy and 

confidentiality. 

• We will recognise and value uniqueness and diversity. 

• We will be sincere, honest and constructive in giving, and open to 

receiving, feedback. 

• We maintain a professional attitude and appearance. 

 

 

Care and Compassion 

 

 

• We will demonstrate compassion and caring through our action 

and words. 

• We will take time to ensure each person feels listened to, secure, 

understood and is treated compassionately. 

• We will be visible, approachable and contribute to creating a calm 

and friendly atmosphere. 

• We will provide a safe and caring setting for patients and staff, 

and an efficient, effective, and seamless care experience. 

• We will meet people's needs for information and involvement in 

all care, treatment, and support decisions. 
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Openness, Honesty and Responsibility 

 

• We will build trust by displaying transparency and doing what we 

say we will do. 

• We will commit to doing what is right - even when challenged. 

• We will welcome feedback as a means of informing improvements. 

• We will use our resources and each other's time efficiently and 

wisely. 

• We will maintain and enhance public confidence in our service. 

• We will be a positive role model. 

 

 

Teamwork 

 

 

• We will understand and value each other's role and contribution. 

• We will be fair, thoughtful, welcoming and kind to colleagues. 

• We will offer support, advice and encouragement to others. 

• We will maximise each other's potential and contribution through 

shared learning and development. 

• We will recognise, share and celebrate our successes, big and 

small. 
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What you need to know 

 

Corporate Induction 

You have completed your corporate induction week.  

❖ Corporate induction  

 

Mandatory Training  

You have discussed what is important to you and your training and development 

needs with your manager. You should have completed all core mandatory subjects 

by the end of the 1st week of employment (see below). 

 

You have completed your mandatory training on TURAS Learn: 

❖ Equality & Diversity 

❖ Fire Safety 

❖ Scottish Infection Prevention and Control Education Pathway (SIPCEP) 

❖ Health & Safety 

❖ Information Governance 

❖ Manual Handling 

❖ Public Protection 

❖ Basic Life Support (clinical staff only) 

❖ Violence & Aggression 

 

HCSW Standards 

The Mandatory Induction Standards are made up of fourteen interlinked statements 

which apply to all new Healthcare Support Workers (HCSWs) joining NHS 

Scotland.  The fourteen standards have been grouped into four clusters to make 

them easy to apply in the workplace. 

❖ HCSW Induction Standards and Code of Conduct (scot.nhs.uk) 

 

https://staff.nhslothian.scot/induction/
http://intranet.lothian.scot.nhs.uk/HR/About/ourservices/EducationandEmployeeDevelopment/induction/HCSW/Pages/HCSW.aspx
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Appraisal 

You have clear objectives to work towards in your probationary period of the first 3 

months. You have meetings planned for 4, 8 and 12 weeks to discuss these.  

Guidance on setting up a TURAS accounts will be provided during your corporate 

induction days. 

❖ Core Mandatory Training – HR online 

 

Identity Badge 

You have an ID badge to wear during your working days.  You may need to have 

different badges for different buildings.  

❖ How to get an ID badge 

 

Emergency Details 

You have let us know who we can contact in case of an emergency. 

❖ Staff Engagement Form on the intranet  

 

Your role, responsibilities & contract 

You have a clear role, responsibilities and contract – e.g. place of work, hours of 

work, uniform/PPE/dress code etc.  

You understand how your role fits in with the directorate’s annual goals.  

❖ Payroll 

❖ Dress code policy on the intranet 

 

Meeting the team & Internal Communications 

You have met your manager and team and understand our organisation as a whole.  

You have been added to relevant meetings, MSTeams groups, newsletter list, 

fortnightly departmental catch-up and department wide CPD meetings.  

You have a way of contacting your team when you don’t have access to a computer 

e.g. phone numbers of people in your team.  

http://intranet.lothian.scot.nhs.uk/HR/LTC/CLDC/mandatory-training/cmtr/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/Directory/Facilities/indentificationsecuritypassapplform/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/HR/az/EPF/Documents/Staff%20Engagement%20Form%20Online%20Non%20Medical%20Aug%2020.docx
https://nhsnss.service-now.com/nhslpay
http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/dresscode/Documents/Dress%20Code%20Policy.doc
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Health, Safety & Wellbeing  

You have read the relevant Health and Safety policies.  

You are familiar with the Fire Action Plan for your place of work and have had a walk 

around with a Fire Warden.  

Links: 

❖ Health and Safety Policies including Fire Action Plans 

❖ Staff Wellbeing Strategy – “Work Well – building a healthier and happier 

culture for our staff” 

❖ Wellbeing hub on the intranet 

❖ Dealing positively with stress at work on the intranet 

❖ Lone working policy on the intranet 

 

Support with technology  

You have the technology you need – e.g. computer/ phone/ projectors/ printers/ 

internet access – and you are confident using our main software – e.g. Teams, 

Sharepoint, intranet, Outlook.  

 

You have your login name and password, have set up your email signature, have 

been added to the global address book and can access IT systems relevant to you  

Examples of Areas you may need added: 

 

❖ Folders in shared drives 

❖ TURAS 

❖ eESS 

 

❖ TRAK 

❖ ePayroll 

❖ eRoster 

 

 

You know who to contact if you have any problems. 

❖ EHealth 0131 536 85050 or helpdesk  

❖ IT usage policies on the intranet  

❖ Follow you printing  

 

http://intranet.lothian.scot.nhs.uk/Directory/HealthAndSafety/PolGuide/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/StaffRoom/StaffHealthAndWellbeing/Documents/NHS_Lothian_Work_Well_Strategy_Lo-Res%20Final.pdf
http://intranet.lothian.scot.nhs.uk/StaffRoom/StaffHealthAndWellbeing/Documents/NHS_Lothian_Work_Well_Strategy_Lo-Res%20Final.pdf
http://intranet.lothian.scot.nhs.uk/StaffRoom/StaffHealthAndWellbeing/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/HealthandWellBeing/DealingPositivelywithStressatWork/Pages/DealingPositivelywithStressatWork.aspx
http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/managementofaggression/LoneWorking/Pages/LoneWorking.aspx
http://e85050.luht.scot.nhs.uk/Default.html
http://intranet.lothian.scot.nhs.uk/Directory/eHealth/Policies/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/Directory/eHealth/Policies/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/Directory/Facilities/WGFacilities/Pages/Photocopying.aspx
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Equality and Human Rights 

You have read NHS Lothian Equality and Human Rights Strategy 2023 to 2028 and 

are confident about where to find information, guidance and support about: 

❖ Employment equality and diversity policies 

❖ Equality Staff Networks  

❖ How to comply with our public sector equality duties, as part of our integrated 

impact assessment (IIA) process  

 

Absence Leave 

You are confident with the process of alerting your manager by 8.30am on your first 

day of absence if you are unable to work because of an emergency or sickness and 

when you need a doctor’s letter.   

❖ HR Policies 

❖ NHS Attendance Policy  

❖ Parental Leave Policy 

 

Annual Leave and Public Holidays 

You are confident in how to request Annual leave and have your Leave Records set 

up.  

The four public holidays at Christmas and New Year are compulsory.   

❖ Information on Annual Leave and Public Holidays – HR online 

 

Agile Working – at home 

You can work safely from home and you have carried out a Risk Assessment about 

Working from Home and discussed with your manager.  

❖ Working from home checklist on the intranet pages  

http://intranet.lothian.scot.nhs.uk/HR/About/EqualityAndDiversity/Pages/EqualityandDiversity.aspx
http://intranet.lothian.scot.nhs.uk/StaffRoom/StaffNetworks/Pages/default.aspx
http://intranet.lothian.scot.nhs.uk/HR/About/equalityanddiversity/ImpactAssessment/Pages/ImpactAssessment.aspx
http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Pages/HRPolicy.aspx
https://workforce.nhs.scot/policies/attendance-policy-overview/
http://intranet.lothian.scot.nhs.uk/HR/hrpolicy/Leave/Parental/Pages/ParentalLeave.aspx
http://intranet.lothian.scot.nhs.uk/HR/az/AnnualLeaveandPublicHolidays/Pages/AnnualLeaveandPublicHolidays.aspx
http://intranet.lothian.scot.nhs.uk/Directory/Facilities/Facilities%20Health%20and%20Safety/COVID/Documents/RA%20Working%20From%20Home%20Checklist.docx
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Agile Working – in the office/your base 

You are confident coming into your place of work and know where the kitchen, toilet, 

parking/bike racks and fire exits are. You know codes to doors or have a pass to 

access the building and know what to do if you are the first person in/last person out. 

All reasonable adjustments have been made to allow you to access the office if 

required. 

 

You agree to follow some basic principles around working in a shared space e.g.: 

❖ Keeping desks and surrounding areas clean and tidy. 

❖ Closing windows/turning off heaters etc at the end of the day and returning all 

equipment as you found it. 

❖ Keeping your valuables locked up. 

❖ Keeping kitchen areas tidy, keeping food in a sealed container and removing 

it once it is past its use by date. 

❖ Keeping noise to a minimum and using your personal mobile phone sparingly. 

 

 

Expenses 

You are confident on how to claim expenses if relevant for your role.        

❖ Expenses (Including Travel) SOP  

 

 

 

 

 

 

 

file:///C:/Users/violet.dilworth/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/9GG0X8PS/-%09F:/PHHP%20Business%20and%20Governance/3.%20SOPs%20-%20Standard%20Operating%20Procedures/1.%20Directorate%20Wide/1.20%20SOP%20-%20Expenses%20(Including%20Travel)%20SOP%20V1.pdf
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I feel confident in my induction and have covered the points above: 

Signed__________________________________________________ 

Manager________________________________________________ 

Date____________________________________________________ 

 

If you have any feedback on your induction process, please email our Corporate 

Induction team at loth.see@nhslothian.scot.nhs.uk 
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Outlook Excel 

☐Welcome to your email 

☐Create and Send email 

☐Manage your calendar and contacts 

☐Create an email signature 

☐Send and receive attachments 

☐Set up auto-reply (out of office) 

☐Search and filter email 

☐Shared mailboxes 

☐Create a New Workbook 

☐Insert or delete a worksheet 

☐Move or copy worksheets or worksheet 

data 

☐Print a worksheet or workbook 

☐Use Excel as your calculator 

☐Fill data automatically in worksheet cells 

☐Create a drop-down list 

 

Teams Others 

☐Get Started with Microsoft Teams 

☐Chats, calling and meetings in Microsoft 

Teams 

☐Explore teams and channels in Microsoft 

Teams 

☐Tips, shortcuts and what’s new in 

Microsoft Teams 

☐Microsoft Teams Level 100 

☐Microsoft Teams Level 200 

☐Microsoft Teams Channels & Files Level 

100 

☐Get started with Microsoft PowerPoint 

☐Get started with Microsoft Planner 

☐Get started with Microsoft To Do 

 

Further Resources 

☐Further Outlook Resources 

☐Further Excel Resources 

 

https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Welcome-to-your-email.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Create-and-send-email-in-Outlook.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Manage-your-calendar-and-contacts.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Create-an-email-signature.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Send-and-receive-attachments.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Set-up-auto-reply-(out-of-office).aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Search-and-filter-email.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Open-and-use-a-shared-mailbox.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Create-a-new-workbook.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Insert-or-delete-a-worksheet.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Move-or-copy-worksheets-or-worksheet-data.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Move-or-copy-worksheets-or-worksheet-data.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Print-a-worksheet-or-workbook.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Use-Excel-as-your-calculator.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Fill-data-automatically-in-worksheet-cells.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Create-a-drop-down-list.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Get-started-with-Microsoft-Teams-training.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Calling-and-meetings-in-Microsoft-Teams.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Calling-and-meetings-in-Microsoft-Teams.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Explore-teams-and-channels-in-M.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Explore-teams-and-channels-in-M.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Tips,-shortcuts-and-what%27s-new-in-M-Teams.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Tips,-shortcuts-and-what%27s-new-in-M-Teams.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Microsoft-Teams-Level-100.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Microsoft-Teams---Level-200.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Microsoft-Teams-Channels-%26-Files-Level-100.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Microsoft-Teams-Channels-%26-Files-Level-100.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Get-started-with-Microsoft-PowerPoint.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Get-started-with-Microsoft-Planner.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Get-started-with-Microsoft-To-Do.aspx
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Learn-Outlook.aspx#outlook-quick-start
https://scottish.sharepoint.com/sites/NHSSLearningPathways/SitePages/Learn-Excel.aspx?from=SendByEmail&e=xNxrTg8Wxk2IY57hPxUnVw&at=9#intro-to-excel
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