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1.0 
Policy
All new employees of St. Attracta’s Residence shall undergo Induction Training and Orientation within one month of commencement of employment (or later only by exception).  St. Attracta’s Residence shall aim to help new employees to adapt to the existing culture, language and standards of the residential home, and to recognize that the care of the resident is at the core of all care/service provision. 
2.0 
Responsibility 

2.1
All Staff Members – Participate in Induction and Orientation
A staff member is defined as a person employed by the home and includes a person placed in employment by an agency however does not include persons who provide professional services to the home and to whom the home pays fees for such services or a volunteer.  
2.2
General Manager - Administer Induction and Orientation

2.3
Director of Nursing: Evaluate adherence to the process
3.0
General Introduction

3.1
All new staff members shall be given an overview of St. Attracta’s Residence. This shall include:  
· The resident centered approach to resident care

· The importance of involving residents in the care and services which they receive 
· The importance of respecting the privacy and dignity of the resident 
3.2
All new staff shall be helped to adapt to the culture, expectations and standards of St. Attracta’s.  
3.3
All new members of staff shall be assigned an experienced staff member for their initial shifts. The purpose of this is to provide a link person who can assist with on the job training and ease the transition for the new employee.  

4.0
Induction Training
4.1
St. Attracta’s Residence shall ensure that all personnel have the necessary training to perform their assigned responsibilities.   All staff shall receive induction training on or within the initial weeks of commencement of employment.  Details of the typical training plan for new staff is enclosed as Appendix 1.
4.2
A training needs assessment shall be undertaken by the Director of Nursing/General Manager as part of their recruitment.  A training record shall be commenced.  This shall include all mandatory training (see 4.3 below) and all additional training required. 
4.3
All staff shall receive the following during their initial weeks of employment: 
· Fire Safety and Evacuation Training shall be provided to new employees.  This will include a fire safety walk around and fire training.   
· Manual Handling Training shall be provided to new staff.  Where a new recruit already has manual handling training the Manual Handling Instructor will still sit with them and highlight the expectations of St. Attracta’s and confirm their level of understanding.  

· Protection of Vulnerable Persons Training.  This includes protection of the resident from abuse and management of suspected abuse/allegations of abuse.  
· Introduction to all residents of St. Attracta’s Residence
4.4
All Staff Nurses shall complete the e-learning programme training on medication management prior to the administration of medications.

4.5
All new employees shall perform their duties in a supernumerary capacity for at least two days or until deemed competent by the Line Manager.
4.6
Staff not competent in medication management shall work in a second nurse capacity until verification of qualification regarding medication management has been provided. 
4.7
The Director of Nursing & General Manager shall liaise with the new employee frequently to ensure they are comfortable and competent to carry out their role within St. Attracta’s Residence.  
5.0
Organisational Processes
5.1
New staff members shall be provided with access to all relevant policies and procedures upon initiation of work.  They may be issued with copies of key policies upon commencing employment.  
5.2
New employees shall confirm their understanding and acceptance of any issued policies.

5.3
All new employees shall be issued with any relevant passwords for doors throughout 
St. Attracta’s Residence to gain access to the building for their use only. They shall also be 
made aware of the policy regarding building access and security.
5.4
All staff shall be made aware of the grievance and dismissal procedures which operate 
within St. Attracta’s Residence HR-023 Disciplinary Procedure. This is issued as part of their offer pack in the employee handbook.
5.5
Details of the staff induction shall be recorded on the staff record. 

5.6
Staff will be made aware of the Health Act 2007 and relevant regulations which relate to the governance and operation of thehome and the standards of care provided to our residents.  A copy of the Health Act and relevant legislation is made available to staff.  

6.0
Records 
Staff Records 
7.0
References:
· Health Information and Quality Authority (2016) National Standards for Residential Care Settings for Older People in Ireland.  Dublin: Health Information and Quality Authority.
· New Health Act 2007 and its revision March 2017
APPENDIX 1

Training Plan

Healthcare Assistant

· All new employees will attend Manual Handling training on or before their first day of employment.

Thereafter training shifts flow as follows:

· Day 1 - Assigned with shift leader/senior carer both of whom are extra on the floor for the duration of the shift. During this first day the new carer will:

· Be given full tour of nursing home including upstairs.

· Introduced to residents and colleagues

· Explain the break systems, refreshments available.

· Oriented to the residents rooms, corridors etc.

· The senior carer will demonstrate to the new carer the care aspects required for the residents and accompany them for the majority of the shift. 
· Be assigned a buddy (the buddy is an experienced carer with 2+ years employment in the home who may not be rostered on every shift with the new carer but will make themselves available to the new carer; the buddy is assigned by the GM/CNM.)
· Day 2 – Assigned with shift leader /senior but only the new carer is extra on the floor.  At this time the new carer will be training primarily in the Caroline Suite.
· Ensure new employee given overview but specific points on following:

· Communicating with the team

· Laundry operation

· Use of Manual handling belts

· Resident nutrition folder and meal/drink consistency
2 weeks / 6 shifts - New carer will work mainly on Caroline Suite

2 weeks / 6 shifts – Mainly on Horan Suite / Lissadell Suite

2 weeks / 6 shifts – Mainly on Clew Bay Suite

Within the first 6 weeks of commencing employment the new carer will attend the following training:

· Master Induction

· Protection of Vulnerable Persons

· Infection Control Training

· Fire Safety Walk around

· Restraint Training

· Personal Care Training

· Kitchen Induction 

Within the first 6 months of employment the new carer will attend the following:

· Full fire safety training including evacuation drill

· Dementia Awareness Training

· Nutrition & Hydration Training

· A check is completed of Personal Care Training with the new carer to ensure they are confident in the Care Skills required.  
Follow Up’s & Check In’s

· At one month mark buddy to check in with new employee.  Escalate any concerns to the CNM

· At the 2 month mark the CNM/Senior Nurse to check in with the new employee.  Opportunity for 2 way feedback.  Escalate any concerns to the General Manager/Director of Nursing.

· At the 3 month mark the General Manager to check in with the new employee.  Opportunity for 2 way feedback.  Escalate any concerns to the General Manager/Director of Nursing.
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