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	[bookmark: _Toc40278327] Introduction

	1.1
	CRGPA regards staff as its most valuable resource. When new members of staff are recruited, we need to help them to become effective and legally compliant through a planned induction programme.

All staff will attend the ‘Corporate Induction event and undertake any training required by their role

All staff will receive a local induction with their manager introducing them to their place of work, their role, and their colleagues.




	[bookmark: _Toc40278328]Purpose

	2.1
	· To help new staff establish them at CRGPA effectively and to become productive and valuable members of the team.

· To enable staff to understand their individual responsibilities and the organisation’s expectations of new staff.

· To comply with CRGPA mandatory training as per statutory legislation requirements. 

· To understand the internal organisational structures and systems of CRGPA and their role within it. 

· To understand the process relating to their performance and development review.





	[bookmark: _Toc40278329]Scope

	3.1
	This policy applies to all new employees whether permanent, temporary, locums, agency workers or volunteers.




	[bookmark: _Toc40278330]Definitions

	4.1
	N/A 




	[bookmark: _Toc40278331]Roles and Responsibilities

	[bookmark: _Toc40278332]5.1      CRGPA Board 

	
	CRGPA Board has overall accountability for the quality and standards of care delivered by CRGPA including compliance with this policy.

	[bookmark: _Toc40278333]5.2      Chief Executive

	
	Is responsible for: 
· Ensuring that the CRGPA has appropriate policies in place and that robust monitoring arrangements are embedded.

· Ensuring the policy complies with relevant laws and regulations.


	[bookmark: _Toc40278334]5.3      Line Managers/Heads of Service

	
	Managers/Heads of Service are responsible for:
· Ensuring adherence to the processes and procedures outlined in this policy.

· Deliver a structured, role-specific induction and ensure workplace readiness.

· Clearly communicate responsibilities, reporting lines, and performance expectations.
 
· Set measurable objectives and manage probation through regular reviews and feedback.

· Ensure timely completion of training while reinforcing compliance with policies and safe working practices.

· Support competence development through supervised duties and targeted systems training.


	5.4
	Human Resources 

	
	· Issue contracts, job descriptions, and access to policies.

· Implement a structured induction programme with defined timelines.

· Deliver corporate induction covering structure, values, and governance.

· Assign and monitor mandatory training in line with legislation.

· Maintain accurate training records.

· Provide frameworks for probation and appraisal.


	5.5
	Staff

	
	· Complete and return all requested documents, HR forms, signed contracts and/or agreements in a timely manner.

· Complete all required checks (OH,DBS) in a timely manner.

· Actively participate in induction and engage with colleagues.

· Attend corporate induction when scheduled.

· Take responsibility for understanding their role and seek clarification where needed.

· Complete all mandatory training within set timelines and apply training in practice.

· Participate in reviews and take ownership of development.




	[bookmark: _Toc40278336]Process

	6.1
	Pre-Employment:

· Line manager completes part two of the Authority to Recruit (ATR) form for successful the successful candidate(s) and emails it to HR.

· HR confirms that information in part two of the ATR form corresponds with approved figures in part one and clarifies discrepancies if any.

· HR prepares and sends offer letter to new employee in a welcome email, attaching all necessary documents.

· Employee completes and returns requested documentation

· Upon return of the requested documents, HR initiates/completes all the necessary employment checks; Right to work, DBS, Occupational Health, References.

· Once checks are completed and or initiated, HR issues a contract of employment to the new employee.

· Line manager makes request for IT logins, equipment, relevant system access, work email and work tools.


	6.2
	First Day:

· Line manager welcomes employee and introduces them to the team and does a workplace orientation.

· Line manager schedules team and role specific induction (duration of departmental induction is dependent on scope of work) 

· Line manager issues all necessary work tools and ensures email and relevant access have been created by IT and are accessible.

· HR adds employee on Practice Index and Cezanne

· HR outlines and shares schedule for Corporate Induction

· HR adds employee to the payroll spreadsheet



	6.3
	First Week:

· Line manager has 1st probation discussion with employee and agrees key performance indicators and deliverables ensuring they are SMART.

· Line manager follows up with employee on mandatory trainings to be completed.

· Line manager completes DSE and Equipment forms and sends to HR for filing or action where required.


	6.4
	Fourth Week:

· Line manager conducts first probation review.

· Employee completes their mandatory trainings

· Line manager continues regular supervision and one-to-one meetings


	6.5
	HR to hold Corporate Induction Sessions once a month where employees employed within the last two months will be invites via online (Teams). 





	[bookmark: _Toc40278337]Consultation

	7.1
	CRGPA Staff will have the opportunity to comment on any drafts and/or amendments to this policy via CRPGA Staff Zone following presentation at Policy Review Group.




	[bookmark: _Toc40278338]Implementation

	8.1
	This Policy will be available to all persons working for CRGPA.  An electronic copy will be available on Practice Index.  


	8.2
	This policy will be implemented through application of the policy in practice.




	[bookmark: _Toc40278339]Training and Support 

	9.1
	All relevant staff will be offered relevant training commensurate with their duties and responsibilities. Any relevant staff requiring support should speak to their line manager in the first instance. Support may also be obtained through Human Resources.




	[bookmark: _Toc40278340]Review 

	10.1
	This policy will be reviewed every two years by the Policy lead and in accordance with the following on an as and when required basis:

· Legislatives changes
· Good practice guidelines
· Case Law
· Significant incidents reported
· New vulnerabilities identified
· Changes to organisational infrastructure
· Changes in practice



	[bookmark: _Toc40278341]Monitoring and Compliance

	11.1
	Monitoring and review of legislative changes and national/local developments which may impact on the content of this policy will be the responsibility of the Policy author and/or Policy Owner.

Where any changes are required the Policy Author and/or Owner will be required to amend the policy and arrange for its presentation at the next available Policy Review Group for review and ratification. 

Compliance with this policy will be reviewed annually, on the anniversary of the policy ratification date.




	[bookmark: _Toc40278342]Version Control

	
	
	Version
	Date
	Author
(name and Designation)
	Comments

	1.0
	03/04/2026
	Adaku OBASOHAN , People Business Partner
	Created 

	
	
	
	






	[bookmark: _Toc40278343]Equality Impact Assessment

	13.1
	As part of its development, this procedural document and its impact on staff, patients and the public has been reviewed in line with Coventry & Rugby GP Alliance’s Equality Duties.  The purpose of the assessment is to identify and if possible remove any disproportionate adverse impact on employees, patients and the public on the grounds of the protected characteristics under the Equality Act.
 



	[bookmark: _Toc424980679]	
	Yes/No
	Comments

	1.
	Does the document affect one group more or less favourably than another based on:-

	
	Race
	No
	

	
	Religion/Religious Belief
	No
	

	
	Gender 
	No
	

	
	Gender Reassignment
	No
	

	
	Sexual Orientation
	No
	

	
	Age
	No
	

	
	Any Form of Disability, impairment or mental health problems
	No
	

	
	Marriage and civil partnership
	No 
	

	
	Pregnancy/Maternity
	No
	

	2.
	Is there any evidence that any groups are affected differently?
	No
	

	3.
	If any potential discrimination has been identified, are there any valid, legal or justifiable reasons?
	NA
	

	4.
	Could the document have a negative impact?
	No
	

	
	If so, can the impact be avoided/reduced?
	NA
	

	
	If not, what alternative is there to achieving the document without the negative impact?
	NA
	

	5.
	Name and Designation of 3 staff members who have contributed to or considered this assessment 
	
	Dale Ball, Head of People 
Adaku OBASOHAN, People Business Partner 
Ahmed Tahir, People Business Partner

	6.
	Date of Assessment
	
	03/04/2026




	13.2
	Any potential discriminatory impact which has been identified must be referred back to the author of the document for consideration of additional actions to reduce or remove the potential discriminatory impact.



	[bookmark: _Toc40278344]References

	1.1
	N/A
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