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EXECUTIVE SUMMARY:
This policy covers:
• Mandatory training requirements for all staff working in the trust
• Core mandatory training applies to all staff.
• Additional mandatory training applies to specific staff as defined by their service.
• The duties and personal responsibilities of all staff and managers for ensuring
compliance with mandatory training, including corporate and local induction for
new starters.
• The duties and personal responsibilities of those ensuring high quality mandatory
training is available, accessible and appropriate to requirements.
• The self-service Learning Management System (LMS) for the Trust –
‘MyLearning’ –enables staff to access a single system for booking, recording and
monitoring learning and compliance and complete e-learning.
• Responsibilities for follow-up non-completion of mandatory training and
induction.
• Responsibilities for monitoring and reporting compliance against mandatory
training requirements.

If you require this document in another format such as
large print, audio or other community language please
contact the Corporate Governance Team on:
0300 304 1195 or email:
policies@sussexpartnership.nhs.uk
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1.0 Introduction
Sussex Partnership NHS Foundation Trust (the Trust) aims to provide safe, high
quality care to everyone using its services through a skilled and competent
workforce.
1.1 Purpose of policy
The Trust requires all employees to attend a Trust induction that forms part of service
specific local inductions. The induction is designed to welcome staff and engage
commitment to values and self-care required for work in the Trust. In addition it
addresses core mandatory training subjects identified as relevant to all staff. Statutory
and Mandatory subjects are of key importance in mitigating risks, and are reflected in
national guidelines, such as the Core Skills Training Framework. All mandatory
compliance targets are reported to local performance contract meetings and to the
Trust Board / its delegated subcommittees as key performance indicators.
1.2 Definitions
Induction
Corporate and local inductions are vitally important in providing a welcome to the Trust,
as well as an orientation to key values, principles and scope of our services. It also
protects our patients, staff, visitors and the public by providing new starters with core
mandatory training.
New starter
A new starter is anyone taking up work within the Trust. This covers both permanent
and fixed-term staff, temporary workers including bank and apprenticeships, preregistration students, trainee medical staff and volunteers.
Developmental training
Developmental training is identified through a process of matching operational needs
and objectives with individual interests and aspirations. These are identified through the
appraisal process and escalated for approval through the CDS . For funding requests
over £1000 a completed Training Contract (appendix) must accompany the application.
Computer based learning
Training, learning or assessment activity such as e-learning, webinars etc. that are
delivered on-line and/or via a personal computer or other mobile device.
E-assessments
On-line assessments are used to test knowledge and understanding of users. Passing
an e-assessment can exempt staff from undertaking the linked refresher training.
Failing to pass requires the refresher training to be completed and the e-assessment to
be re-taken until a pass is achieved.
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Learning Management System (LMS)
The Trust’s central system for the administration, documentation, tracking and reporting
all training. This system is called ‘MyLearning’ and is accessible to all Trust staff.
Managers access the LMS to monitor team progress and learning compliance.
Named Subject Director
The Director responsible for a designated area of mandatory training. This will normally
be the Policy Sponsor named in the relevant Trust policy. Details of these at the time of
writing this policy can be found in Appendix 8.
Subject Matter Expert (SME)
Internal trainers and subject matter experts lead on the design and delivery of training in
a particular subject.
Statutory Training
Is training that the organisation is legally required to provide as defined in law (and
consequently a legal paper can be referenced) or where a statutory body has instructed
organisations to provide training on the basis of legislation. For example:
• Fire safety training is required by statute: Management of Health & Safety at
Work Regulations 1997 amended (1999)
• Training on race issues is required because the Equality and Human Rights
Commission has interpreted the Equality Act (2010) as stating that training
should be provided to meet the legislation.
Mandatory Training
Is a training requirement determined by the organisation and stipulated as a minimum
requirement and is, therefore, compulsory. Mandatory training (which incorporates
statutory training requirements) is concerned with minimising risk, providing assurance
against policies, and ensuring the organisation meets external standards (e.g. CQC
regulations, NHS Litigation Authority, Insurers Requirements).
Specifically, mandatory training is defined as:
• Without such training the individual would be unable to carry out the full range
of duties – this includes health and safety issues and the use of core policies.
• Without such training the individual would be unable to practice e.g. Basic Life
Support for clinicians.
• Training that ensures safe practice or compliance of health and safety
procedures.
• Training that is essential to take forward the organisation’s core aims and
values e.g. appraisal training.
See Roles and Responsibilities-Individual Employee (P13) for more details of
expectations.
1.3 Scope of policy
This policy applies to all staff of Sussex Partnership NHS Foundation Trust.
Bank workers will be paid for their training attendance. Bank staff will also be required
to maintain compliance for their role if they wish to be considered for bank shifts. The
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Trust will pay bank hours according to role responsibilities (see appendix 1 Core
Mandatory Training and Appendix 3 Bank Workers Guidelines)
Mandatory training for agency workers and contracted workers is the responsibility of
their employer and should be covered in contractual arrangements between the Trust
and the agency/contractor.
Responsibility for identifying, meeting and monitoring mandatory training requirements
of pre-registration students, including induction, is covered in the partnership agreement
between the Trust and the relevant education provider. As with any temporary
worker/visitor, the Trust has a duty of care to ensure that the student is safe and
competent.
Medical staff in-training have access to an induction programme that meets all
mandatory training requirements deemed necessary for their role within the Trust.
Details of current programmes are held by the Medical Education team, who
maintain a record, monitoring attendance and following up those who do not attend.
•
•
•

•

•

This policy defines core and additional mandatory training frameworks for the
Trust.
It defines responsibilities for ensuring that core mandatory training is
appropriately identified, provided and undertaken within specified time frames
and that appropriate action is taken in response to non-compliance.
Additional mandatory training requirements are defined through the Care
Delivery Services (CDS) and can be diverse and subject to frequent change.
This policy outlines the range of additional mandatory training subjects this list is
not definitive.
Adequate provision is made for mandatory training and induction, including via elearning. Staff have a contractual obligation to attend/complete training within the
given renewal periods. Resources and systems are provided so that staff and
managers take personal responsibility for ensuring compliance with all
mandatory requirements.
Failure to comply with this policy and associated procedures may result in the
following risks arising:
 Staff at risk to themselves, service users, colleagues and the reputation of
the Trust.
 The Trust failing to comply with legal, contractual and professional
requirements including, but not limited to, the requirements of the Care
Quality Commission, Health and Safety Executive, NHS Litigation
Authority and commissioners of Trust services.
 Pay points not allocated
 Disciplinary action

• This policy and associated procedure should be read in conjunction with all of
Sussex Partnership’s related Risk, Clinical, Workforce and other policies.
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1.4 Principles
Each job profile within the LMS has specific training requirements defined by the Trust
as critical or otherwise important for mitigating risk and ensuring minimum levels of
service safety and quality. Training subjects collectively reflect statutory expectations,
directives, compliance requirements, the UK Core Skills Training Framework and the
NHS Litigation Authority Training Needs Analysis Minimum Dataset.
The LMS records, monitors and reports bookings, attendance and compliance with
processes in place to address non-compliance.
All proposed changes of core or additional mandatory training will be discussed with the
Associate Director of Education and Training and the appropriate governance
committee so that potential implications of any amendments can be identified. Agreed
changes must then be signed off through the relevant governance group and the
Named Subject Director.
The fundamental principle of this policy is that ALL staff are responsible for ensuring
compliance with mandatory training requirements. Managers are responsible for
enabling and monitoring staff compliance across their services.
Staff not up-to-date with core mandatory training will not be eligible for funding
or study leave for developmental training, this may also have an impact on
annual pay increment application.

2.0 Policy Statement
Mandatory training is delivered in two stages:
 Stage one - all new staff during the induction period.
 Stage two - all refresher training available through e-learning or classroom
specific refresher sessions.
It is compulsory that all new staff attend the Trust Induction. This should be at the
earliest opportunity and may be their 1st day of employment. It should be no later than
three months into their employment where immediate attendance is not possible (with
effect from April 2019 it is expected that an employees will attend the Trust Induction on
their first day).
All new starters must also have a compulsory local induction and must NOT be rostered
onto shifts until this has been completed. The recruiting manager and new starter must
review the training requirements for the role and ensure that all additional mandatory
training is scheduled and completed to the correct competency level.
The manager is responsible for booking the local induction and ensuring the new starter
integrates into their role and immediate work environment.
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Managers are responsible for recording and monitoring local induction paperwork via
My Learning in the Record of Learning: Other Evidence page.

3.0 Duties
Duties within the organisation
•
•
•
•

The Trust Board is responsible for ensuring the organisation provides sufficient
induction and mandatory training provision, and that completion rates meet or
exceed agreed minimum levels.
The Trust Board will receive assurance of core mandatory training and induction
provision and completion through regular reporting against targets, including
risks and mitigating actions.
The Executive Committee will take appropriate action to address any identified
factors affecting mandatory training provision or compliance.
The Service Delivery Board will provide the resources necessary for ensuring
that all staff are compliant.
Duties of stakeholders

Directors
• Acting as Named Subject Director for a designated area of mandatory training.
They will also be the named Policy Sponsor.
• Ensure provision of sufficient and cost-effective training solutions for subjects
they are the named lead.
• Ensure relevant underpinning Trust policies are in place for subjects they have
been named as responsible.
• Ensure resource issues and other risks affecting provision or uptake of training
are brought to the attention of the Director of Workforce and Organisational
Development (Workforce & OD) and the Executive Assurance Committee.
• Agree with the Associate Director of Education and Training any changes to core
or additional mandatory training needs matrices.
• Cascade this policy within their service. Guarantee that managers are aware of
their responsibilities for staff compliance in relevant training and induction.
• Ensuring local services identify and achieve safe levels of compliance.
Care Delivery Service
•
•
•
•

To assess and pre-approve or reject individual applications for funding outside of
this menu.
To agree a three-way training contract with staff who undertake training
programmes to agree to release them to undertake an agreed amount of
education activity.
Enable new starters to undertake an induction programme of up to 5 days
commencing on their first day.
Enable completion of all core mandatory training for role through e-learning and
classroom learning as soon as possible after starting in post and no later than
three months after.
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•
•

Enable, support and if necessary performance manage all staff to become fully
compliant with core mandatory training requirements.
Report on core mandatory training compliance through the Operational
Management Board.

Subject Matter Experts
• Determine the specific requirements for all Trust posts for their subjects agreed
as core mandatory training. They will inform the Education and Training team so
that appropriate system builds can be actioned into the Trust’s LMS.
• Advise which posts must complete additional mandatory training subjects,
including advising on the training needs of any new positions in the organisation.
• Lead/contribute to relevant policy development underpinning mandatory training.
• Work closely with the Education and Training team and the Named Subject
Director to ensure sufficient training provision for their subject is planned,
promoted and delivered.
• Ensure that sufficient and cost-effective training solutions for their subject are
provided to meet anticipated need within available resources, and where
resources are likely to insufficient, raise with the relevant Named Subject
Director and Director of Education and Training.
• Monitor overall levels of compliance for their areas of mandatory training through
regular performance reports.
• Develop plans to increase uptake of their training subject, as necessary, in
response to compliance information drawn from the Trust’s LMS, informing their
Named Subject Director of any resource implications.
• Ensure the content of their training meets agreed learning outcomes (e.g. Core
Skills Training Framework).
• Work closely with the Education and Training department to quality assure and
support development of relevant e-learning materials. This includes providing
content and design of e-learning.
• Provide training that addresses appropriate local and national standards/targets.
• Ensure that training attendance registers are returned to the Education and
Training department within one week of training completion, failure to return
registers will result in the training being null and void.
• Access the Trust’s LMS to upload information on attendance at locally delivered
training, as and where advised by the Education and Training department e.g
PMVA.
• When designing training SME’s must take into consideration the Equality Impact
Analysis
• Subject matter experts will demonstrate 'due regard' in the facilitation and
delivery of training. Taking into account the identified impacts for those protected
under the Equality Act 2010 and the need to provide reasonable adjustments in
course content, location and materials.
Director of Workforce & OD
• To hold overall governance responsibility for education and training, including
mandatory training and induction.
• Ensure the Education and Training department resources are prioritised to meet
mandatory training requirements including induction.
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•
•
•
•

Authorise changes to the core mandatory training needs matrices, following
discussion with Named Subject Director and Associate Director of Education and
Training.
Ensure all directors are aware of their responsibilities to this policy.
Ensure performance reports on induction and core mandatory training are
provided by the Associate Director of Education and Training, for presentation to
the relevant committees.
Ensure that the Trust’s induction and core mandatory training programmes are
evaluated and reviewed on a regular basis, to meet ongoing requirements and
are of a consistently high standard.

Associate Director of Education and Training
• Responsible for the successful provision of central resources and processes to
enable the Trust to achieve required levels of compliance for mandatory training.
• Produce, maintain and review this policy and associated procedures and
guidance on training needs for staff.
• Maintain core mandatory training requirements for all Trust posts on the Trust’s
LMS.
• Maintain the LMS with core mandatory training requirements for newly created
posts through discussions with relevant specialist advisors and managers.
• Maintain the LMS to empower staff and managers to book onto/amend/cancel
training as required.
• Ensure compliance of all mandatory training is recorded onto the LMS in a timely
fashion to ensure accurate, current performance reporting.
• Work closely with subject matter experts to ensure sufficient training provisions
are planned and delivered.
• Commission relevant training from third parties where no internal/existing
provision exists, bringing resource issues affecting this to the attention of the
relevant Named Subject Director.
• Maintain an appropriate suite of supporting e-learning courses and materials to
assist in the achievement of required levels of mandatory training.
• Ensure all core mandatory training meets agreed learning outcomes from the
Core Skills Training Framework.
• Respond, where possible, to any recurrent issues regarding individuals who are
unable to undertake required training.
• Ensure a systematic evaluation and review process is in place for induction and
mandatory training programmes.
• Organise the Trust’s induction programmes, ensuring there is sufficient provision
in place for all new starters to attend/complete an induction within a maximum of
three months of their start date.
• Complete Equality, Diversity and Human Rights Impact Assessments for the
provision of training.
• Provide performance reports on compliance to the Trust Board and/or relevant
committees.
Education and Training Department
• Lead production of core mandatory training performance reports for presentation
at relevant committees.
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•
•
•
•
•
•
•

Maintain the Trust’s LMS, including data feeds from relevant internal and
external data systems.
Maintain the accuracy of data held on the Trust’s LMS.
Ensure attendance of all mandatory training is processed promptly and
accurately.
Encourage staff and managers to access the Trust’s LMS as a self-service
facility.
Pursue non-attendance with the relevant line manager, implementing the
charging framework.
Ensure a comprehensive programme of Trust induction is available and
accessible to all new starters.
Support the Associate Director of Education and Training to undertake their
duties.

Managers and Professional Leads
• Cascade and monitor this policy and associated procedure compliance within
their area of responsibility.
• Ensure all new starters in their teams are booked to attend / complete the first
available Trust induction programme. This should be as close to their start date
as possible, and no more than 3 months after their start date, if exceptional
circumstances dictate.
• Ensure all new starters, including bank and other temporary workers, complete a
local induction, in accordance with the guidance in Appendix 4, recording the
completion of local induction on the Trust’s LMS.
• Ensure all mandatory training requirements for relevant staff are understood
(appendix 1+2) and compliance targets are achieved. In the event of incomplete
compliance, manage the service in such a way as to ensure that safety of
patients and staff is maintained (e.g. through proactively scheduling shifts to
ensure that sufficient appropriately trained staff are on duty and deployed
appropriately to ensure safety).
• Ensure staff have access to current information on relevant training
opportunities.
• Ensure adequate time is rostered for travelling to and attending required face-toface training or complete specified e-learning.
• Ensure staff meets core and additional mandatory training requirements before
consideration is given to developmental training opportunities.
• Use the Trust’s LMS to directly access core and additional mandatory training
reports, identify skills gaps within their team(s) and proposes options at
performance and team meetings, supervision and appraisal.
• Act on mandatory training performance reports during regular supervision to
ensure staff non-compliant or due to lapse with training are identified and booked
to attend the next available training event or e-learning programme.
• Investigate instances of non-attendance at training or non-completion of elearning and ensure prompt corrective actions are taken.
• Provide the Education and Training department with feedback in response to
inaccuracies on mandatory training performance reports to facilitate corrections
to the LMS.
• Support the Education and Training department in identifying mandatory training
requirements of any new posts created.
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•

Inform the Education and Training department of any difficulties experienced by
staff obtaining places or attending required training events, or in accessing elearning.

Individual Employees
• Understand their contractual obligations in maintaining their personal training
requirements as outlined in the Core Mandatory Training matrix (Appendix 1).
Failure to do this may result in managers limiting duties until the required training
is complete.
• Understand which additional mandatory training needs may apply to their role in
consideration of the local context through discussions with their manager
(appendix 2).
• Exercise personal responsibility and accountability to ensure that all training
requirements are met or reported to their line manager/Education and Training
department where barriers are encountered (e.g. at supervision).
• Be prepared to travel to attend certain training sessions. Every effort is made to
deliver face to face training at most suitable locations, however some reasonable
travel will be necessary.
• Monitoring their personal record of training and alerting their line manager when
a training subject is due to expire, making use of the Trust’s LMS.
• Ensure that their personal details in the trust’s LMS record are accurate and up
to date.
• Book onto classroom-based training, via the Trust’s self-service LMS.
• Complete e-learning/attend booked training, including Trust induction, on the
date/time booked, except in exceptional circumstances.
• To cancel a booking using the Trust’s LMS as early as possible, and at least 7
day before the course start date to avoid any charges to the service area budget
code. There will be a minimum requirement of 48 hours notice to avoid the
full cancellation fee of £140 per day.
• Ensure their line manager is aware of any course cancellations or late
withdrawals or problems experienced in accessing training.
• Ensure that when attending training events, they personally sign the attendance
register as confirmation of attendance.
• Complete and return training evaluation forms as requested.
• Complete any self-directed learning (such as e-learning; elements of local
induction) as directed by their line manager and within the timescales agreed.
See Appendix 4 for example local induction welcome pack/checklists
template.
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4.0 Procedure
4.1 Identifying, planning and delivering induction and mandatory training
Training needs
identified at Trust level

Education & Training
links with Named
Subject Director & CDS

Identify suitable Subject
Matter Expert

Define key learning
objectives and
programme design

•
•
•

Schedule training
Load onto LMS
Advertise to staff

Deliver scheduled
programme

Evaluate

Develop

For full narrative, see appendix 5
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4.2 Accessing and completing mandatory training, including induction.
Manager and individual review
compliance at local induction

Manager and staff member identify
training need during supervision

Training options reviewed and
agreed

Training booked and confirmed
through LMS

Manager ensures protected time
agreed to complete

E-learning

Locally

Induction/classroom

Delegate completes e-learning
at agreed time

Agree training with Subject
Matter Expert

Delegate booked to attend
induction/ classroom training
(see Appendix 9 for Induction
booking process wef May 2019)

Arrange date and time for
delivery
Delegate attends training
Subject Matter Expert delivers
training and delegates sign
attendance sheet

Attendance sheet returned to
Education & Training team for
recording to LMS

For full narrative, see appendix 6
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4.3 Monitoring compliance at induction and mandatory training, including nonattendance
Manager/individual
monitors compliance
through LMS

Continue
monitoring

Yes

Fully
compliant?

Yes

Compliance record
correct?

No

Notify Education and
Training team to
amend

No

Manager/staff
member identify
training gap

elearning

e-learning scheduled
and completed

Classroom

Training booked

Training attended

Need to cancel?
Non-attendance without
cancellation will incur a £140
per day charge. See
Appendix 7 for full charging
details.

Training record updated in
LMS

Manager follows up
non-attendance to
ensure re-booked

Monthly reports
presented to trust
board or delegated
board subcommittee

For full narrative, see appendix 7
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5.0 Development, Consultation and Ratification
This policy has been developed by the Education and Training department, working
with subject matter experts for mandatory training.
Consultation has taken place with the following:
- Service Directors and Clinical Directors
- Professional leads
- Equality, Diversity & Human Rights Team
- Subject Matter Experts
- Named Subject Directors
- Governance Support Team
- Staff-side representatives
Using the following methods:
- Face to face meetings / discussions
- E-mail / draft document distribution

6.0 Equality and Human Rights Impact Analysis (EHRIA)
This policy has been equality and human rights impact assessed in accordance with the
Procedural Documents Policy.
Access to induction and mandatory training in relation to protected characteristics will
be reported on an annual basis, in line with the Trust’s Equality Performance
Scheme.
The trust will make reasonable adjustments and provide support, appropriate to an
individual’s needs, to enable all staff to undertake the training requirements of their
role.

7.0 Monitoring Compliance
Compliance with and effectiveness of this policy will be assessed through on-going
analysis and formal annual review, against the following targets:
• Core mandatory training compliance rates against a target of 85%
• Comparison of course availability against uptake (for classroom-based training)
to assess the effectiveness of the training needs analysis process, nonattendance issues and over or under provision of training.
Where recurrent non-attendance issues are highlighted, the Associate Director of
Education and Training, will bring this to the attention of relevant local and senior
managers for action.
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Where potential under provision of training is identified, the relevant Subject Matter
Expert will raise this with the Associate Director of Education and Training, to agree
appropriate action to address shortfalls in provision, including e-learning. Where
capacity issues prevent this, the relevant subject matter expert will bring this to the
attention of the Named Subject Director for subsequent discussion with the Director of
HR & OD.
Trust Board assurance will be through the performance monitoring process based on
core mandatory training and through monthly reports through the most appropriate Subcommittee of the Board, summarising existing risks and mitigating actions.
Complaints in relation to the application of the policy will be investigated as they arise,
ensuring that issues are addressed both through feedback to managers, the Education
and Training department, Named Subject Directors, and through policy amendments as
required.

8.0 Dissemination and Implementation of Policy
This policy will be available on the staff intranet and publicised to all staff and relevant
partner agencies and commissioners.

9.0 Document Control including Archive Arrangements
This policy will be stored and archived in accordance with the Procedural Documents
Policy.
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Please refer to the definitions section 1.2.
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•
•
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Appendix 1 - Core Mandatory Training – ALL STAFF * Check MyLearning for latest news re Covid amendments
The list of training topics below will be included in central compliance reporting undertaken by the Education and Training
Department and reported to the Trust Board.
Ref

Topic
Induction - Trust

Frequency
of training
Once

Non -clinical Clinical staff staff
community
Yes
Yes

Clinical staff –
in-patients
Yes

Mode(s) of
delivery
Classroom

Duration
(approx)
Up to 5
days
depending
on
role/setting

IND 1

IND 2

Induction - Local

Once

Yes

Yes

As required

IND 3

Induction – trainee (junior)
doctors

Once

Trainee doctors joining the
Trust on rotation

Locally
delivered
Classroom and
e-learning

COR1

Health and Safety, Risk &
Welfare (including incident
reporting/raising concerns)
Moving and Handling
Awareness

3 years

Yes

Yes

Yes

e-learning

2 hrs

3 years

Yes

Yes

Yes

e-learning

1 hr

COR2

Yes

3 days inc.
site specific
local
Induction

Comments
Includes baseline
face to face core
training and an
opportunity to
complete required
elearning modules

Trainees are
required to complete
induction eLearning
packages prior to
commencing post

Some staff may
need to undertake
more frequent
locally arranged
refreshers or
practical application
sessions where
regular load bearing
duties dictate.

Ref

Topic

Frequency
of training
Annually

Non -clinical Clinical staff staff
community
Yes
Yes

COR3

Fire Safety Awareness

COR4

Infection Prevention &
Control – basic awareness
(level 1)
Equality, Diversity &
Human rights

3 years

Yes

3 years

Yes

Yes

COR6

Information Governance

Annually

Yes

COR7
COR8

Prevent
Safeguarding Adults –
basic awareness (level 1)
Safeguarding Children –
basic awareness (level 1)

3 years
3 years

Yes
Yes

COR5

COR9

3 years

Clinical staff in-patients
Yes

Mode(s) of
delivery
Classroom/
induction days
or
elearning
e-learning

Duration
(approx)
1-1.5 hr

Yes

Trust Induction
and e-learning

1 hr

Yes

Yes

e-learning

1 hr

Yes
Yes

Yes
Yes

elearning
e-learning

1 hr
1 hr

e-learning

1 hr

Yes
If not completing Level 3

1 hr

Comments
Inpatient sessions
will be extended to
include evacuation
procedures
Included in L2 for
clinical staff
An initial 1 hour
Introductory session
is delivered during
induction and
followed up with
elearning

Completion required
in addition to L2
Staff required to
complete L3 will not
need to complete
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Mandatory Training – Clinical Staff * Check MyLearning for latest news re Covid amendments
Ref

Topic

M1

Autistic Spectrum
Conditions and Psychosis
Care Certificate (for
healthcare support
workers)

M2

M3
M4

M5

M6

M7

Frequency
of training
Once

Non -clinical
staff

Once

Clinical staff Clinical staff community
in-patients
Registered staff (inc. Nurse
Associates) from all professions
For substantive healthcare
support workers from all
professions.

Clinical Risk Assessment
and Safety Planning/Risk
management
Deprivation of Liberty
(DoLs)
Infection Prevention &
Control – level 2

3 years

Yes

Yes

2 years

Yes

Yes

Annually

Yes

Yes

Adult ILS (AILS) Level 3
includes Resuscitation
(L2) and Basic Life
Support (L1)
Medicines Management
Update

Annually

Yes-Adult
services

Yes-Adult
services

3 years

Registered nurses (inc. Nurse
Associates) up to matron

Medicines Management –
dosage calculation
Under review

3 years

Registered nurses (inc. Nurse
Associates) up to matron

one off
session at
Induction

Mode(s) of
delivery
Elearning

Duration
(approx)
1 hour

Comments

Classroom,
e-learning and
workplace
assessment
a.e-learning
b.Locally
delivered
e-learning

Up to 12
weeks

This is an extended
programme of training
and assessment.

a.1.30 hrs
b.3 hours

a.For all clinical staff
b.For qualified staff
only

e-learning
Locally
delivered
Trust
induction/
Elearning/
Classroom
Classroom

2.5 hrs

e-learning

1 hr

2 hrs

2 hrs

1 day

Inpatient staff also
need to do AILS
practical. Full details
in MyLearning
Bank nurses are
required to complete
the inpatient version
to support the
potential movement
across settings.
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Ref

Topic

M8

Mental Capacity Act

Frequency
of training
2 years

M9

Mental Health Act

2 years

M10

Moving and Handling
(Level 2) – people
handling
Paediatric ILS Level 3
includes Resuscitation
(L2) and Basic Life
Support (L1)

2 years

M12

PMVA – Disengagement
and Conflict Resolution

3 years

M13

PMVA:Physical
Interventions

Annually
BUT
recorded as
‘Live’ up to
15 months
from
completion
date.

M11

ResolveD-Inpatient
Dementia services
Resolve5-All other
inpatient services

Non -clinical
staff

Annually

Clinical staff community
Yes

Clinical staff in-patients
Yes

Mode(s) of
delivery
e-learning

Duration
(approx)
Up to 1 hr

Yes

YesRegistered
staff (inc.
Nurse
Associates)
Yes
Nursing and
OT staff only
Yes-CAMHS
services

e-learning

Up to 1 hr

Locally
delivered by
Key Trainers
Elearning
Classroom

1.5 -3 hrs
dependent
on site needs
2 hrs

May be appropriate
for some community
staff, role dependant
Inpatient staff also
need to do PILS
practical. Full details
in MyLearning

Yes

Trust Induction
Classroom

Yes

Classroom

½ day elearning AND
½ face to
face

For staff who do not
need to undertake
more intensive PMVA
training
Includes ½ day
Disengagement and
Conflict Resolution
(if already completed
exemption will be
given)

Yes-CAMHS
services inc.
Perinatal

Based on
risk
assessment

Yes

Resolve55 days (2 days
refresher)
ResolveD3 or 5 days
dependant on
local Incident
response
arrangement
(1 or 2 day
refresher)

Comments

PDCA staff do a 2 day
course in addition to
PBS training
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Ref

Topic

Frequency
of training
Once

M14

PREVENT
WRAP/Preventing
Radicalisation L3

M15

Rapid Tranquilisation

3 years

M16

Safeguarding Adults –
(level 2)

M17

Non -clinical
staff

Clinical staff community
Staff working in
clinical services

Clinical staff in-patients
Classroom or
elearning

Mode(s) of
delivery
1 hour

Duration
(approx)

Comments

e-learning

2 hrs

All bank nurses are
required to complete
this course due to the
transient nature of
their postings across
settings.

3 years

Yes

Registered
nurses,
doctors, nonmedical
prescribers
and
pharmacists.
Yes

Up to 1 hr

Safeguarding Adults
Level 3

3 years

Yes
B6/7 in Adult
services only

Yes
B6/7 in Adult
services only

e-learning
Locally
delivered
classroom

M18

Safeguarding Children –
(level 3) Core-under
review

3 years

All staff that have direct contact with children
& young people and/or parents, who are not
required to do Level 3 Specialist

Trust
Induction/
Classroom
e-learning

3 hrs
1.5 hrs

M19

Safeguarding Children –
(level 3) Specialist

3 years

All staff working in Ch&YPs ONLY
Safeguarding Link Practitioners

Classroom

7.5hrs

Staff requiring level 2
must complete level 1
first
Exemption for staff
who have completed
local authority L3
training.
For new ChYPS staff
the Core Induction
session is required in
addition to any other
L3 requirements.
ChYPS staff are
required to undertake
an intermediate
refresher by elearning during the 3
year period

3 hrs
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M20
M21

Suicide Awareness
(clinical)
Domestic Violence and
Abuse (Clinical)

3 years

Yes

Yes

e-learning

1-2 hrs

Yes

Yes

e-learning

1.5 hours

Fully assessed
version
Levels 1&2
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Appendix 2 – Additional Mandatory Training * Check MyLearning for latest news re Covid amendments

The list of training topics below is intended to be advisory and will not be included in central compliance reporting undertaken by the Education and Training
Department and reported to the Trust Board. It will be the responsibility of individual staff, local managers, clinical and professional leads to determine what
additional mandatory training is required for specific job roles. For specific job roles there may be other mandatory training requirements which are not reflected
here. It will be the responsibility of the subject matter lead & associated policy author/executive sponsor to monitor and report on Trust compliance, as necessary,
using the Trust’s Learning Management System.
Ref
Topic
Frequency
Non -clinical Clinical staff - Clinical staff Mode(s) of
Duration
Comments
of training
Staff
community
in-patients
delivery
(approx)
A1
Basic Food Hygiene
3 years
Staff involved in the preparation, handling or
Classroom
1 day
CHIEH level 2
distribution of food
A2
Business Risk
once
All managers Band 7 and above
Elearning plus
2 hrs
Management
classroom
3.5 hrs
A3
Carenotes
Once
Required by all staff working with the Trust’s
e-learning
Various
Unless already
Health Records System(s)- Carenotes
trained.
A4

Care Programme
Approach/Care Planning

3 years

Yes

A5

Community Treatment
Orders

2 years

All nursing and medical staff

A6

Dementia Awareness

Once

A7

The Deteriorating Patient

A8

Domestic and Sexual
Violence

Once

Yes

This training is not currently available as a taught
course but some relevant elearning modules may be
found here on the Skills for Care e-LfH platform
Classroom

1 hr+

Staff that do not have an existing awareness
of dementia through previous specialist
training.
Yes
Yes

e-learning

1 hr

classroom

2.5 hr

Staff in contact with services users, carers or
their families.

Classroom
e-learning

3.5hrs

Local delivery as
part of the bite size
programme
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Ref

Topic

A9

Equality and Human
Rights Impact Assessmt
Fire Marshal/Warden

A10

A11

Frequency
of training
Once
2 years

First Aid – Emergency
First Aid at Work
First Aid – Qualified First
Aid at Work
Infection Control – Link
Practitioner

3 years

A14

Inoculation Incidents

Once

A15

IT security & Cybersecurity

On-going

A12
A13

3 years
Once

Non -clinical
Clinical staff - Clinical staff Staff
community
in-patients
Staff who have responsibility for service
and/or policy development
Staff acting in the role of nominated fire
marshal/warden for their location/building.
(Clinical staff)- minimum of one person trained
per ward per shift
(non-clinical staff) minimum of one person
trained per building.
Staff acting in the role of local First Aid
Appointed Person
Staff acting in the role of local First Aid
Qualified Person
Nominated
registered
nurses
All

All

Mode(s) of
delivery
Classroom

Duration
(approx)
3.5 hrs

Comments

Classroom

1-1.5 hrs

Nominated locally by
CDS

Classroom

1 day

Classroom

3 days

Classroom

2 days

Local Induction
Infection Control
e-learning
Trust – induction
Classroom
Security HQ (on
trust Intranet)
E-learning

1 hr

1 hour
On-going
Short
modules
(To be
developed)

2 day refresher

Covered as part of
local induction /
supervision
Delivered using a
holistic approach
using multiple
communication
channels and
working closely with
Inform Governance
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Ref

Topic

A16

Manual (People) Handling
Key Trainer

A17

Medication Awareness for
non-nurses

A18

National Early Warning
Score (NEWS) Training
Physical Health-improving
PH outcomes for people
who use MH services

A19

Frequency
of training
2 years

Once

Non -clinical
Clinical staff - Clinical staff Staff
community
in-patients
Nominated manual handling Key Trainers

Classroom

Duration
(approx)
Qualifying
training-up
to 5 days
Refresher 1
day
3.5hrs

Yes

Elearning

1hr

Yes

elearning

1.5 hr

Classroom/
elearning

2 days

e-learning

2 hrs

elearning

1 hr

Locally delivered

1-2 hours

OT’s, Health care support
workers / health care
assistants

Once

Yes

Positive Behavioural
Support (PBS) (for
Residential LD staff)
Prescribing in Psychiatry

Annually

A22

Preventing Pressure
Ulcers

Once

Clinical staff working
Learning Disability
Residential Services
All foundation grade doctors
and GP trainees.

A23

(Clinical )Risk Formulation

Once

A20

A21

Once

Registered
nurses (inc.
Nurse
Associates)
only

Recommended for clinical
staff

Mode(s) of
delivery
Classroom

Comments

Additional staff may
be required to
complete – defined
by CDS

In addition to a 2 day
bespoke PMVA
course
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Ref

Topic

Frequency
of training

Non -clinical
Staff

Clinical staffcommunity

A24

Root Cause Analysis
(Serious Incident reporting)
Safeguarding Children
Named Nurses/Named
Doctors - level 4

Once

Staff band 7
and above

Classroom

2 days
Classroom

Various

Smoking Cessation
Level 1
Smoking Cessation
Level 2

once

Named Nurses/Doctors &
other specialist staff should
attend LSCB & other
specialist training as
identified
Yes
Yes

Elearning

1 hr

Yes

Yes

Classroom

1 day

A28

Therapeutic Observation
of Service Users

Once

All

Locally delivered

1 hr

A29

Venepuncture

As required

3.5 hrs
varies

A30

Autism Awareness

Once

Classroom
Observed
practice locally
e-learning

A31

Suicide Awareness-video

e-learning Video

30 minutes

A25

A26
A27

Annually

once

Yes

Clinical staff in-patients

Staff involved in the taking of
bloods for sampling, and
others according to role.
All staff who do not have an existing
awareness through previous specialist
training
yes

Mode(s) of
delivery

Duration
(approx)

Comments

For SC champions
and those who lead
on SC initiatives.
Covered as part of
Local Induction/
Supervision
See Venepuncture
Policy for full
requirements

1.5 hrs

Clinical staff are
required to do the
longer assessed
version
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Ref

Topic

Frequency
of training

A32

Domestic Violence and
Abuse (non-clinical)
Microsoft online learning
and certification training –
Office 2010

3 years

A33

As required

Non -clinical
Staff

Clinical staffcommunity

Yes
All staff

Clinical staff in-patients

Mode(s) of
delivery

Duration
(approx)

Comments

e-learning

1 hour

Modules 1&2 only

e-learning

http://susi.sussexpartnership.nhs.u
k/services/training/microsoft-office2010
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Appendix 3 – Bank Workers Guidelines

BANK WORKERS – GUIDELINES ON THE COMPLETION OF
STATUTORY AND MANDATORY TRAINING
New Bank Workers
1

Introduction
Unless advised to the contrary, prior to undertaking any bank shifts with the Trust all
new bank workers are required to attend the Trust Induction day(s), and complete all
Statutory and Mandatory training relevant to the bank assignment/s they will be
undertaking, the attached detail the minimum requirements for each role, but there
may be additional specific training in some services.
Bank Staff Group

Required Statutory and Mandatory Training

Clinical Staff – Community Non-Registered

Page 32 – Appendix 3.1.1

Clinical Staff – Community Registered

Page 33 – Appendix 3.1.2

Clinical Staff – In Patient Non-Registered

Page 35 – Appendix 3.1.3

Clinical Staff – In Patient Registered

Page 37 – Appendix 3.1.4

Non Clinical Staff

Page 39 – Appendix 3.1.5

The bank recruitment team will arrange your attendance on Induction, once your
checks have been completed. Please note that Induction will include some of your
mandatory classroom based training, details of these will be confirmed on
enrolment.
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Appendix 3.1.1

Clinical Bank Worker (Community Non-Registered)
Core Mandatory elearning
Topic
Carenotes if required for role (extra classroom sessions can
be booked on request – please speak to your IT Trainer)
Clinical risk assessment and safety planning/Risk
management
Domestic Violence & Abuse - Clinical
Equality, diversity & human rights
Health, Safety, Risk & Welfare
Infection Prevention & Control – level 2
Information Governance
Mental Capacity Act & Deprivation of Liberty (DoLs)
Moving and Handling Awareness
PMVA Disengagement & Conflict Resolution (see below)
eLearning must be completed in addition to the classroom
course (and/or Covid19 Contingency)
Prevent
Prevent WRAP
Safeguarding Adults – basic awareness (level 1)
Safeguarding Adults – (level 2)
Suicide Prevention (Clinical)
Adult Immediate Life Support L3 (Incorporating BLS L1 and
Resuscitation Adult L2) (Covid19 Contingency only)
Safeguarding Children – (level 3) Core or alternatively book
for the webinar option on MyLearning (Covid19 Contingency
only)

Duration
hours
(approx)

Combined
total of 20
hours and
30 minutes,
paid once
requisite
number of
shifts have
been
worked.

Date Completed
or booked

Please complete
as soon as
possible. All
elearning must
be completed
prior to booking
any shifts.

Additional Mandatory Training
Topic

Duration
hours
(approx)

Induction Welcome Package (must be completed within 4
weeks of the cohort date, but ideally during your first week)

4 hours 30
mins

Fire Awareness

1 hour 15
mins

PMVA Disengagement & Conflict Resolution
3 hours
Immediate Life Support Level 3 (due within 6 months of 2 hours 30
contingency above)
mins

Date Completed
or booked
[DATE] Cohort details on how to
access will be
sent just prior to
this date
Please enrol for
Covid-19
contingency
webinar
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Appendix 3.1.2

Clinical Bank Worker (Community Registered)

Core Mandatory elearning
Topic

Duration
(approx)

hours

Autistic spectrum conditions and psychosis
Carenotes if required for role (extra classroom sessions
can be booked on request – please speak to your IT
Trainer)

Date
Completed or
booked

Clinical risk assessment and safety planning/Risk
management. (Webinar courses are available as an
alternative if preferred - please see MyLearning)
Domestic Violence & Abuse - Clinical
Equality, diversity & human rights
Health, Safety, Risk & Welfare
Infection Prevention & Control – level 2
Information Governance
Mental Capacity Act & Deprivation of Liberty (DoLs)
Mental Health Act
Moving and Handling Awareness

Combined total of
27 hours 30
minutes will be
paid once
requisite number
PMVA Disengagement & Conflict Resolution (see below) of shifts have
eLearning must be completed in addition to the classroom been worked.
course (and/or Covid19 Contingency)
Prevent
Prevent WRAP
Safeguarding Adults – basic awareness (level 1)
Safeguarding Adults – (level 2)
Suicide Prevention (Clinical)
Adult Immediate Life Support L3 (Incorporating BLS L1
and Resuscitation Adult L2) (Covid19 Contingency only)

Please
complete as
soon as
possible, all
elearning
must be
completed
prior to
booking any
shifts.

Safeguarding Children – (level 3) Core or alternatively
book for the webinar option on MyLearning (Covid19
Contingency only)
Safeguarding Adults Level 3 (Covid19 Contingency only)
(only bands 6 and 7 staff in Adult services)
Medicines Management (Covid19 Contingency only)
(Nursing staff to matron only)

Additional 1 hour
30 mins where
required
Additional 5 hours
30 mins where
required
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Additional Mandatory Training (must be booked but shifts can be worked prior to
attending with manager agreement)-payments will be made on completion of individual
training courses
Topic

Duration
hours
(approx)

Induction Welcome Package (must be completed within 4 weeks of
the cohort date, but ideally during your first week)

4 hours 30
mins

Fire Awareness

1 hour 15
mins

PMVA Disengagement & Conflict Resolution

3 hours

Immediate Life Support Level 3 (due within 6 months of
contingency above)

2 hours 30
mins

Date Completed
or booked
[DATE] Cohort details on how to
access will be sent
just prior to this
date
Please enrol for
Covid-19
contingency
webinar
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Appendix 3.1.3
Clinical Bank Worker (Inpatient Non-Registered)
Core Mandatory elearning
Duration
hours
(approx)

Topic

Date Completed
or booked

Carenotes if required for role (extra classroom sessions can
be booked on request – please speak to your IT Trainer)
Clinical risk
management

assessment

and

safety

planning/Risk

Domestic Violence & Abuse - Clinical
Equality, diversity & human rights
Health, Safety, Risk & Welfare
Infection Prevention & Control – level 2
Information Governance
Mental Capacity Act & Deprivation of Liberty (DoLs)
Moving and Handling Awareness

Combined
total of 20
hours and
30 minutes
will be paid
PMVA Disengagement & Conflict Resolution (see below) once
eLearning must be completed in addition to the classroom requisite
course (and/or Covid19 Contingency)
number of
shifts have
Prevent
been
Prevent WRAP
worked.
Safeguarding Adults – basic awareness (level 1)

Please complete
as soon as
possible, all
elearning must
be completed
prior to booking
any shifts

Safeguarding Adults – (level 2)
Suicide Prevention (Clinical)
Adult (or Paediatric where applicable) Immediate Life
Support Levels 1 & 2 elearning
Safeguarding Children – (level 3) Core or alternatively book
for the webinar option on MyLearning (Covid19 Contingency
only)
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Additional Mandatory Training (must be booked but shifts can be worked prior to
attending with manager agreement)-payments will be made on completion of individual
training courses.
Topic

Duration
hours
(approx)

Induction Welcome Package (must be completed within 4
weeks of the cohort date, but ideally during your first week)

4 hours 30
mins

Fire Awareness

1 hour 15
mins

1 hour 30
Moving and Handling-People Handling (Nursing and OT staff minutes
only
within your
ward shift
PMVA-Physical Interventions 5 Day Qualifying course

37 hours 30
minutes

PMVA- 2 Day Covid-19 contingency course (prior to
attendance on 5 day course) if not available due to Covid.
Please ensure you read the Pre-Course information prior to 15 hours
attending.

Date Completed
or booked
[DATE] Cohort details on how to
access will be
sent just prior to
this date
Please enrol for
Covid-19
contingency
webinar
Please book with
your Ward
Manager
Initial
qualification or if
qualification
lapsed-when
available.

Adult (or Paediatric where applicable) Immediate Life
2 hours 30
Support Levels 3 practical training
mins
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Appendix 3.1.4
Clinical Bank Worker (Inpatient Registered)
Core Mandatory elearning
Topic
Autistic Spectrum Conditions and Psychosis
Carenotes if required for role (extra classroom sessions can
be booked on request – please speak to your IT Trainer)
Clinical Risk Assessment and Safety Planning/Risk
Management (classroom or webinar courses are available)
Domestic Violence & Abuse - Clinical
Equality, Diversity & Human Rights
Health, Safety, Risk & Welfare
Infection Prevention & Control – Level 2
Information Governance
Mental Capacity Act & Deprivation of Liberty (DoLs)
Mental Health Act
Moving and Handling Awareness
Prevent
Prevent WRAP
Rapid Tranquilisation
Safeguarding Adults – basic awareness (level 1)
Safeguarding Adults – (level 2)
Suicide Prevention (Clinical)
Adult (or Paediatric where applicable) Immediate Life
Support Levels 1 & 2 elearning
Safeguarding Children – (level 3) Core or alternatively book
for the webinar option on MyLearning (Covid19 Contingency
only)

Duration
hours
(approx)

Combined
total of 28
hours 30
minutes will
be paid
once the
requisite
number of
shifts have
been
worked.

Date Completed
or booked

Please complete
as soon as
possible, all
elearning must
be completed
prior to booking
any shifts

Additional 1
hour 30
Safeguarding Adults Level 3 (Covid 19 Contingency) Bands 6 minutes
where
and 7 in Adult Services only
required
Additional 9
hours
Medicines Management- Inpatient (Covid19 contingency).
where
Nursing staff only.
required
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Additional Mandatory Training (must be booked but shifts can be worked prior to
attending with manager agreement) - payment will be made on completion of individual
training courses.
Topic

Duration
hours
(approx)

Date Completed
or booked

Induction Welcome Package (must be completed within 4
weeks of the cohort date, but ideally during your first week)

4 hours 30
mins

[DATE] Cohort details on how to
access will be
sent just prior to
this date

Fire Awareness

1 hour 15
mins

1 hour 30
Moving and Handling Level 2-People Handling (nursing and minutes
OT staff only)
(within your
ward shift)
PMVA-Physical Interventions 5 Day Qualifying course –
please also complete the PMVA disengagement and Conflict 37 hours 30
resolution e learning package (if you want to book shifts prior minutes
to attending the classroom course)
Adult (or Paediatric where applicable) Immediate Life 2 hours 30
Support Level 3 practical training
mins

Please enrol for
Covid-19
contingency
webinar
Please book with
your ward
manager
Initial
qualification or if
qualification
lapsed-when
available.
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Appendix 3.1.5
Non Clinical Bank Workers
Core Mandatory elearning
Topic
Basic Life Support L1
Carenotes if required for role (extra classroom sessions can
be booked on request – please speak to your IT Trainer)
Equality, Diversity & Human Rights
Health, Safety, Risk & Welfare
Infection Prevention & Control – Basic Awareness (Level 1)
Information Governance
Moving and Handling Awareness

Duration
hours
(approx)

Combined
total of 11
hours will
be paid
once
PMVA Disengagement & Conflict Resolution (see below), if requisite
applicable to your role, eLearning must be completed in number of
addition to the classroom course (and/or Covid19 shifts have
been
contingency)
worked
Prevent
Safeguarding Adults – basic awareness (level 1)
Safeguarding Children – (level 1)
Suicide Prevention (Non-Clinical)

Date Completed
or booked

Please complete
as soon as
possible, all
elearning must
be completed
prior to booking
any shifts

Additional Mandatory Training
Topic
Induction Welcome Package (must be completed within 4
weeks of the cohort date, but ideally during your first week)

Fire Awareness

Duration
hours
(approx)
4 hours 30
mins

1 hour 15
mins

PMVA Disengagement & Conflict Resolution-Role specific,
staff working in non-clinical environments may not be 3 hours
required to do.

Date Completed
or booked
[DATE] Cohort details on how to
access will be
sent just prior to
this date
Please enrol for
Covid-19
contingency
webinar
Please discuss
with your line
manager. If
required for your
role, complete
elearning and
book classroom
course when
available via
MyLearning
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2

Payment for Training Undertaken
2.1

Trust Induction
Attendance on Day 1 and Day 2 of the Trust Induction (or in the case of
Covid19 contingency arrangements, completion of the remote package and a
pass mark received) will be paid at the normal bank rate with this being
confirmed by the Education and Training Team to the Temporary Staffing
Bureau.

2.2

Statutory and Mandatory Training / Attendance on Further Mandatory
Training Courses
Payment will made in respect of time spent attending further classroom
based courses and/or completing eLearning that covers all the Statutory and
Mandatory training required for your role, subject to the following:•
•

3

At least 12 shifts/days have been worked within a 3 month period 1
Evidence (see section 3 below) provided to the Temporary Staffing
Bureau that all required training has been completed).

Requesting Payment for Statutory and Mandatory Training / Attendance on
Further Training Courses
As a Bank worker you are responsible for requesting payment, and providing
evidence, for time spent undertaking your training once you have satisfied the
criteria detailed in 2.2 above.
3.1

On-Line Training
For on-line training bank workers are required to provide evidence of
completion by way of a scanned copy of their training record from My
Learning (see section 4 – Accessing E-Learning).
Payment for training on-line undertaken will be calculated based on the
average amount of time it takes to complete each module, as a bulk amount
on completion of all the training required for each specific role, details of
which are attached in 1. above (nb, these timings may vary from those
published on MyLearning as in some instances these are inaccurate).
All elearning will be paid at your basic rate, regardless of when completed.
Enhanced hours payments will not be made under any circumstances.

3.2

Webinar based or Face to Face Training
For webinars or face-to-face training (i.e. PMVA or other classroom-based
training that is required for the role you are undertaking) notification of
attendance will be sent to the Temporary Staffing Team from the trainer.

1 In exceptional circumstances the 3 month period may be extended, for example, where a bank worker
has been unable to work the required number of shifts due to there not being work available
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Payment for this type of training undertaken will be aligned to the duration of
course as advertised on My Learning and/or indicated in the Mandatory
training and Induction Policy.
Please also see the final paragraph regarding the implications of nonattendance at face to face courses
4

Accessing E-Learning
The Trusts E-Learning Portal is called My Learning and the system can be accessed
via the link below.
Website: https://mylearning.sussexpartnership.nhs.uk/login
To access the system you will need a Trust login. This will be arranged by the bank
team once all pre-employment checks have been completed.
Any questions regarding the elearning should be directed to the MyLearning Team:
Email: MYLearning@sussexpartnership.nhs.uk

EXISTING BANK WORKERS
All Bank Workers are required to keep up to date with their Statutory and Mandatory
Training on an on-going basis, and will receive payment for time spent completing the
Training (see 3.1 and 3.2 above).
To request payment for time spent completing Statutory and Mandatory training please
contact the Temporary Staffing Team, providing the required evidence.
bank@sussexpartnership.nhs.uk
The Education and Team will notify the Temporary Staffing Bureau on a regular basis of
training undertaken.
Bank Workers who are not up to date with their Statutory and Mandatory training will not
be allowed to work shifts until the training has been completed and the required evidence
provided to the Temporary Staffing Team.
Failure to keep up to date with Statutory and Mandatory training may result in Bank
Workers being removed from the Bank Register.
CLASSROOM BASED COURSES
Any bank worker that does not turn up for training, or cancels their place close to the
course start date may incur a charge for non-attendance, and unless there are exceptional
circumstances, they will also be restricted from booking further shifts until the course has
been rebooked and completed/passed for compliance purposes.

Appendix 4 – Local Induction Template/Checklist – All staff
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The template below can be used to create a localised Welcome Manual that can be
downloaded, personalised and provided to all new starters, adjusting as appropriate for
your team/service. An adaptable word version can be accessed from the staff Intranet
or on request from the Education and Training team.
The content is considered the minimal information that should be conveyed to orientate
new starters to the team environment. More information can of course be added for
specific roles or to include clinical procedures/information that might be required.
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Local Induction
Welcome Pack & Check
List
ENTER TEAM/SERVICE NAME
Enter new starter name & role
Line Manager: name & role
Buddy: name & role
Start date: dd/mm/yy
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INDEX
When start date agreed

- Page 2

First day on site/at base

- Page 2/3

Useful contacts

- Page 3

Use of building(s)

- Page 4

Protocols

- Page 4

Fire Instructions

- Page 5

Panic Alarms

- Page 5

Other useful information

- Page 5

Check list for managers/new starters
WHEN START DATE AGREED
Refer to Induction/New starters’ flowchart on the staff intranet and follow steps from no. 10
onwards.
Add link here
Other team specific information, permissions or equipment needing to be arranged
Add your own list here

FIRST DAY ON SITE/BASE
Introduce to team
Arrange tour of site and where facilities are etc.
Explain lunch & break arrangements
Run through welcome pack
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Preceptorship required? – If so check with Preceptorship team
Set appraisal date (ensure always added to MyLearning):
Add details of paperwork and agree & book date here

Set supervision date (ensure always added to MyLearning):
Add details of paperwork and agree & book date here

Training –mandatory training should have been mostly completed or booked as part of
Induction, double check that this is the case and ensure any additional specialist or role
specific training is booked and timetable in place for completion.
Add list of role specific training required, check compliance progress and agree & book dates for
completion of any outstanding courses,

Diarise for completion of local induction (2 months approx.) to ensure checklist updated
on MyLearning: add date here
Refer to the link below for Trust Policies that the member of staff should familiarise
themselves with.
https://policies.sussexpartnership.nhs.uk/
Add here details of policies applicable for the member of staff to read and agree dates for this to be
completed by.
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Advise member of staff that they will receive surveys during their first 12 months that
will provide an opportunity to feedback their experiences that will help us to continually
update and improve the way we welcome and support staff new to the Trust.

USEFUL CONTACTS
List or imbed word document(s) or link(s) here to team/service/external contact information

USEFUL CONTACTS
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USE OF THE BUILDINGS
Access – Explain about any key codes, or keys that are needed
Workstations – add your own advice re laptops/printers etc.
Telephones – add your own information re outside lines, emergency numbers, skype,
mobiles
Post – add local instructions.
Leaving the Building – Please ensure that when you finish your working day, the
following is completed: Your hot desk is clear and all confidential documents are safely locked
away.
 You have logged off the PC that you have been using.
 All keys are back in the key cabinets, or back in their designated place of
safety.
 All windows and fire doors are closed.
 Add any local instructions needed for last person leaving.
Kitchen Facilities –All have microwaves, kettles, fridges and basic kitchen crockery &
utensils (add or delete as appropriate). Please ensure that items used in the kitchen
are washed and that the area is left clean & tidy. Add details of any local arrangement
for provision of teas/coffees/milk funds etc.
Toilets – Add location details and any local information/codes etc.

PROTOCOLS
Annual Leave/Training – Annual leave is requested by add local arrangements here. If
you would like to request another type of leave, or would like to attend a training
course, please speak with your line manager.

Smoking – There is a policy of no smoking on all Trust sites. Your manager will share
site specific information with you in respect of staff and patient protocols, and advise of
the referrals process to obtain support to quit smoking and/or relevant training available
to help you support your patients to do the same.

Absence/Sickness – Should you be unwell and unfit for work, please ring in as soon
as possible and ask to speak with your manager as arrangements may be needed to
re-allocate your work. If you are unable to speak with your manager, please speak with
another Team Leader add any additional local arrangements here and emergency
contact details. For the 7 calendar days that you are off sick, you can self-certificate.
Should you be sick for 8 calendar days or more, a doctor’s certificate will be needed.
On your return to work, your manager will meet with you so that a ‘Back to Work’
interview can take place. Please see the Trust Absence Management Policy for full
details. For further information and support please visit the Health & Wellbeing page on
the staff intranet. http://staff.sussexpartnership.nhs.uk/health-and-wellbeing
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Health & Safety – Please add any local arrangements here
First Aid – Should you require first aid treatment, please see one of the designated first
aiders:-

List or Imbed word document or link here to contact information

For all accidents or incidents it is necessary to fill in an incident report using the Trust
Ulysses Safeguard Wed system, the link to this is found in either the clinical or
corporate icons on your desktop. Please also inform your Team Leader of any incidents
as soon as possible.
FIRE INSTRUCTIONS
Please Speak to your local Fire Marshal about procedures in your building.
List or Imbed word document or link here to contact information

ON NOTICING A FIRE, PLEASE SOUND THE FIRE ALARM AND CALL FIRE SERVICE
IMMEDIATELY (9) 999
Assembly Point(s)
add local arrangements here
Fire Exits – All fire exits are clearly signposted in each building, you will be shown these on
your initial tour of the building, please familiarise yourself with their whereabouts. Fire doors are
to be kept closed at all times.
Fire Alarm Call Points (press hard to break glass) – Fire Alarm Points are located
throughout the building(s) Fire Instruction Notices are located next to all Fire Alarm Call Points
and in corridors.
Fire Extinguishers –Only use if safe to and you have been trained to use them.
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PANIC ALARMS
Panic alarms are situated in most interview and groups rooms; add local arrangements here
about how they are triggered
The alarm siren will sound in most parts of the building. add local arrangements here about
resetting the alarm

Action by Team Members on Hearing the Panic Alarm – add local arrangements here

OTHER USEFUL INFORMATION
Lone Working – Please ask a Team Leader for a copy of the Lone Working Policy and
add local arrangements here
Expenses claims – You will need to register via the staff website to claim expenses
the link below takes you to the site and provides full instructions on how to claim. The
Company ID for Sussex Partnership is SPT and your username is your assignment
number. If you are claiming mileage you will need to let your line manager have a copy
of your driving licence, car insurance (to include business cover) and MOT certificate (if
applicable).
http://staff.sussexpartnership.nhs.uk/i-need-help-with/expenses
Roster requests – SPFT uses the STAR rostering system to manage all shifts, you
can access this {R-Roster+(STAR users)} from either of the icons on your desktop. To
get a password and for assistance you will need to email the team on
STAR@sussexpartnership.nhs.uk
Employee Self Service (ESS) – is where you can view your payslip and total reward
statement as well as update your personal details. Access is via smart card if you have
one or from the staff website from the link below. Please download the guide available
from the site for further details.
http://staff.sussexpartnership.nhs.uk/i-need-help-with/employee-self-service
Link(s) for our team shared drive
Add link to your own resource here
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Appendix 5 – Identifying, planning and delivering induction and mandatory
training
Provision of sufficient induction, core mandatory and additional mandatory training is
monitored monthly, and formally reviewed in quarter 3 of each financial year by the
Education and Training department as part of the overall annual training planning
process for the forthcoming financial year. This involves identifying Trust-wide
education and training priorities.
The provision of mandatory training, including induction, has highest priority when
allocating resources, including financial resources, for education and training activities.
Responsibility for providing and resourcing mandatory training is the combined
responsibility of the Education and Training Department, the relevant Named Subject
Director for each subject and Care Delivery Service (CDS). The Education and
Training team liaise closely with the teams responsible for the provision to ensure
sufficient training sessions are planned to meet anticipated need. This includes the
design, development and commissioning of e- learning, where appropriate.
The annual plan for the delivery of the corporate induction and core mandatory training,
will assume as a minimum, the compliance targets outlined in the core mandatory
training matrix.
Planning mandatory training is a continual process to remain in line with national
changes, new priorities and unpredictable operational pressures. While training needs
are formally reviewed on an annual basis provision is constantly reviewed to reflect
demand.
Provision of training is based on a central corporate agreement where training subjects
are classified as mandatory against specific Trust posts identified as relevant.
The Education and Training department centrally maintain the core mandatory training
requirements of every post through the LMS. Completion of required training within
specified timescales will satisfy compliance requirements for each post holder. Nonattendance/completion means compliance requirements are not satisfied and will form
the basis of core mandatory training reports, directly accessible to managers,
professional leads and members of staff via the LMS. Such reports will be used by the
Education and Training department to calculate the number of staff with outstanding or
anticipated training needs, from which the number of training sessions required to meet
calculated demand.
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On-going planning and provision of mandatory training is based on corporate
agreement of changes to existing training subjects or identification of new subjects.
This follows referrals by a Subject Matter Expert or Lead Subject Director following a
specific Trust policy change, development or in response to changes in regulatory
requirements. Discussions determine whether the training subject should attract the
status of core mandatory training, additional mandatory training, or training for
registration/accreditation or developmental training.
The Education and Training department will not centrally identify specific training
requirements for posts relating to additional training requirements. It will be the
responsibility of the CDS to determine these needs. However, the LMS will be used for
recording the completion of additional mandatory training. This will be used by
managers locally to monitor and report on completion to their CDS.
Additional mandatory training demand is identified through training needs analysis with
the CDS. Requests are then passed to the Education and Training team to investigate
and source suitable training solutions.
Mandatory training requirements will be met through a combination of classroom and elearning. This information is shown in Appendices 1 and 2, updates to which will be
published on the LMS and on the Trust intranet.
The Education and Training Department will plan a programme of corporate inductions
to meet the following requirements:
• Sufficient capacity to offer a place for all new starters over any 12 month period.
• A minimum of 2 induction programmes per month, will run and may be held at a
central geographical location to provide early access to an induction programme
for all new starters
• Sufficient capacity to offer a place at an induction to all new starters as close to
their start date as possible (ideally on their start date) and at most within 3
months of their start date
• Timetable core mandatory training not covered in the corporate induction, so that
new starters are able to complete their induction and core mandatory training
within 3 months of joining the Trust, except in exceptional circumstances.
Line managers are responsible for the planning and delivery the local induction for
permanent new starters/temporary workers and should ensure that a localised version
of the Local Induction Pack is provided to all new starters. See the local Induction
Welcome Pack for guidance - appendices 4.
Corporate and local induction arrangements for pre-registration students and trainee
doctors will be arranged by the respective education lead for pre-registration
training/medical education and/or practice educators. This will include the requirements
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for induction as specified in partnership agreements and contracts with Health
Education England, higher education providers and the respective professional body for
the validation of pre-registration education programmes. This includes the provision of
occupation-specific local induction programmes and checklists. It is the joint
responsibility of the student and the practice educator to ensure that induction is
completed in the early days of placement, and induction checklists returned to the
appropriate education provider, as directed.

Page 52 of 60

Appendix 6 – Assessing and completing induction and mandatory training
Together, managers and staff should clarify which core mandatory and additional
mandatory training subjects apply to them by referring to the Training Needs Matrices in
Appendices 1 and 2 of this policy respectively. Core mandatory training requirements
for all staff will also be maintained on the Trust’s LMS.
Together, managers and staff should identify and allocate protected time to undertake
training to ensure that the individual remains compliant with their training requirements.
This should be addressed during local induction with new starters, supervision, and at
least annually thereafter via the annual staff appraisal. Non-compliance may affect pay
point progression.
Basic details of training provision, including e-learning options, are provided in the Core
Mandatory Training Needs Matrix and Additional Mandatory Training Needs Matrix.
This information will be updated regularly and published on the LMS.
Dates and times of classroom training, including Trust induction, along with details of
how to book are published on the LMS. Further advice can be sought from the
Education and Training department. The Trust’s LMS will operate on the basis of a selfservice model (i.e. course bookings and e-learning access are managed directly by the
user). It is the responsibility of the individual to ensure they have manager agreement
to attend training and have secured any necessary release from duties.
Managers will ensure that individuals protected time is honoured to attend/complete
mandatory training within their working hours, including those completed by e-learning,
to enable them to comply with their training requirements and maintain pay point
progression.
Attendance at classroom training is confirmed by individuals signing attendance sheets
issued by the training provider. These are returned to the Education and Training
department for updating onto the LMS. Individuals failure to sign the attendance sheet
will result in not being recorded as completing training and therefore be shown as noncompliant with their training requirements. It is the attending individual’s
responsibility to ensure they sign the attendance sheet.
Where training has been arranged to take place locally, it is the Subject Matter Expert’s
responsibility to ensure that a register of attendees is kept and retuned promptly (within
24 Hours) to the Education and Training Department for recording into the LMS.
Corporate induction: Line managers in liaison with recruitment should pre-book new
starters on to the first available/relevant corporate induction as soon as the new
starter’s start date is confirmed. Corporate induction should be completed as soon as
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possible on joining the Trust, preferably in the first week of employment, and within a
maximum of 3 months.
Managers in conjunction with the Education and Training team will identify the other
core and additional mandatory training that the new starter will require and pre-book
any classroom-based training required, so that such training is completed as soon as
possible on joining the Trust. Managers should also identify any e-learning
requirements so that a schedule for completion is agreed when the new starter
commences employment. Where the new starter commences the Induction programme
on their first day this will be undertaken during the course of the Induction week
alongside support to undertake any required elearning modules.
Where component parts of the new starter’s induction programme, including core and
additional mandatory training, are not completed due to unforeseen reasons (e.g.
sickness absence), it is the line manager’s responsibility to ensure that the new starter
re-books and completes such training as soon as possible. Guidance should be sought
from the Education and Training team where necessary.
Where the new starter is joining the Trust from another NHS organisation, evidence of
previous compliance of mandatory training may mean that the new starter can be
exempt from certain areas of mandatory training (but not all elements of corporate
induction). Such evidence should be submitted to
mylearning@sussexpartnership.nhs.uk for review and confirmation of acceptance.
Local induction: Managers pre-arrange a local induction programme for the new
starter, as appropriate to the new starter’s role and location, making use of the
Templates/checklists in Appendix 4 to create a team/site/service specific Welcome
Pack.
Managers must record the completion of local induction in MyLearning via Record of
Learning: Other Evidence (see below)

Page 54 of 60

A copy of the local induction can be completed electronically, saved and uploaded OR if
completing a paper copy, can be scanned, saved and uploaded.
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Appendix 7 – Monitoring compliance on induction, mandatory training and nonattendance
All staff have access to the Trust’s LMS and are able to monitor personal mandatory
training compliance. Staff must take action as appropriate to undertake any noncompliance of training. Staff must raise any data inaccuracies with Education and
Training so records can be amended as appropriate.
All managers can access their team training records and are able to monitor mandatory
training status. Managers and professional leads must take appropriate action to
ensure staff undertake outstanding areas of training. Managers must raise any data
inaccuracies with Education and Training so that records can be amended as
appropriate.
Staff booked on classroom-based mandatory training, and not able to attend must give
a minimum of 48 hours’ notice and more than 7 days notice to avoid incurring a nonattendance fee. Cancellation of a place allows the place to be made available to other
staff waiting to attend. If a member of staff fails to attend without 48 hours prior notice,
the Education and Training department will automatically recharge to the nonattendee’s department the full cancellation fee. This will be up to £140 per day or the
full daily cost of external training provision (where used), whichever is the greater. See
below for internal course recharge costs;
Non-attendance without cancellation;


1+ day courses £140 per day



Half day course £70



Short course i.e 1 hour £20

Cancellation 7-days – 48 hrs notice
Cancellation Less than 48hrs notice

50% of non-attendance fee
100% non-attendance fee

It is the responsibility of the individual member of staff and their line manager to
ensure that the training is rebooked as soon as possible.
Staff that are not compliant with core mandatory requirements, without good reason, will
not be eligible for financial support to attend developmental training. Managers should
take this into account before submitting request for funding.
Staff MUST be fully compliant with all relevant training requirements and a current
appraisal must be in place before incremental pay progression is approved. Failure to
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do may result in pay progression being declined unless extenuating or mitigating
circumstances can be proven.
On a monthly basis, the Education and Training Department will provide data on Trustwide and service-level compliance, by care group or corporate service. This data will be
provided to the Effective Care and Treatment committee and will cover those areas of
Core Mandatory Training identified in appendix 1.
Where staff are at risk of losing pay progression points or having these delayed, a
report will be provided to Staff Side.
Reporting compliance within services (e.g. at ward/team level), will rest with those
services, who has direct access to compliance data from the LMS in the Core
Compliance Dashboard. Such reports should highlight current risks and mitigating
actions.
Reports detailing which staff have/have not completed mandatory training will only be
produced in exceptional circumstances by the Education and Training Department for
managers, as this information is directly accessible from the LMS.
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Appendix 8 – Core Training Executive Sponsors and Subject Matter Experts 2019
Core
Training
Matrix Ref

Subject

SPT Executive
Lead

Subject Matter Experts

M1

Autistic Spectrum Conditions
and Psychosis

Chief Medical
Officer

Cl. Psychologist
Dawn Howard

M2

Clinical Risk Assessment and
Safety Planning/Risk
Management

Chief Nurse

Lead Clinician Clinical Risk
Rebecca Freestone

COR5

Equality, Diversity and Human
Rights

Director of HR
and
Organisational
Development

Workforce, Diversity and
Inclusion Lead
Shanila Foolheea

COR3

Fire Safety Awareness

Chief Nurse

Fire Safety Manager
Nigel Reynolds

A3

Health records/Carenotes

Chief Nurse

Head of IG
Katie Rees

COR1

Health, Safety, Risk and
Welfare

Chief Nurse

Head of Health and Safety

COR4

Infection Prevention and
Control L1

Chief Nurse

Lead Nurse PH & IPC
Rachel Skates

M4

Infection Prevention and
Control L2

Chief Nurse

Lead Nurse PH & IPC
Rachel Skates

COR6

Information Governance

Exec Director of
Finance and
Support Services

Head of IG
Katie Rees

M12

Life Support-Adult Basic
(ABLS)

Chief Nurse

Resus Service Lead
Alexandra Ireson

M5

Life Support-Adult Basic
(AILS)

Chief Nurse

Resus Service Lead
Alexandra Ireson

M6

Medicines ManagementUpdate

Chief Medical
Officer

Chief Pharmacist
James Atkinson

M7

Medicines ManagementDosage Calculation

Chief Medical
Officer

M8

Medicines ManagementPrescription & Administration
Record Chart

Chief Medical
Officer

M9

Mental Capacity Act

Chief Medical
Officer

Chief Pharmacist
James Atkinson
Chief Pharmacist
James Atkinson
MHA Practice Development
Manager
Jolene Pont
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Core
Training
Matrix Ref

Subject

SPT Executive
Lead

M10

Mental Health Act

Chief Nurse

COR2

Moving and Handling
Awareness (L1)

Chief Nurse

Head of Health and Safety

M11

Moving and Handling People
(L2)

Chief Nurse

Head of Health and Safety

M13

PMVA Disengagement and
Conflict Resolution

Chief Nurse

PMVA Training Lead
Co-ordinator
Richard Roberts

M14

PMVA Team work (Inpatient)

Chief Nurse

PMVA Training Lead
Co-ordinator
Richard Roberts

A21

Positive Behavioural Support
(LDS)

Chief Nurse

PMVA Training Lead
Co-ordinator
Richard Roberts

COR9

Prevent

Chief Nurse

Strategic Leads for AS
Andy Porter/Marian Trendall

M15

Prevent WRAP/Anttradicalisation

Chief Nurse

Strategic Leads for AS
Andy Porter/Marian Trendall

M16

Rapid Tranquillisation

Chief Medical
Officer

COR7

Safeguarding Adults L1

Chief Nurse

Strategic Leads for AS
Andy Porter/Marian Trendall

M17

Safeguarding Adults L2

Chief Nurse

Strategic Leads for AS
Andy Porter/Marian Trendall

M18

Safeguarding Adults L3

Chief Nurse

Strategic Leads for AS
Andy Porter/Marian Trendall

COR8

Safeguarding Children L1

Chief Nurse

Lead Nurse for Safeguarding
Martin McAngus

M19/20

Safeguarding Children L3
Core/Specialist

Chief Nurse

Lead Nurse for Safeguarding
Martin McAngus

M21

Suicide Awareness

Chief Nurse

Lead
Gemma Considine

Subject Matter Experts
MHA Practice Development
Manager
Jolene Pont

Chief Pharmacist
James Atkinson
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Appendix 9 – Trust Induction guidance for new starters-revised process
with effect from May 2019

HR confirms clearance and manager agrees
new employee start date (in line with induction
dates) and informs HR of this. Explains to
candidate about e-learning
and induction process

Manager/buddy to check in with candidate as
often as necessary

HR moves position to starting

Letter from CEO’s office sent to new
staff member (substantive staff
only)

Check manager has completed ORCS form, requested ID etc. Then
once start date is known, book the new starter on to induction and
send confirmation email with welcome pack etc.
Copy in line manager.

Inform admin support of any dietary
requirements or special needs for induction

HR

Line
Manager

Induction
Admin/E&T

Prepare packs for induction, including ID badges,
attendance pack etc. and confirm catering
requirements.

Request IT to set up log in details and inform
them what equipment is needed, manager to
complete ORCS form, request ID badges and
swipe cards. Assign a buddy. This should be
completed within 45 days of start date and not
earlier

HR send unconditional offer to candidate. Once
recruitment episode is completed
Target 2 days
Induction admin support to be informed of
start date

Attend corporation induction on start date and
attend subsequent days as appropriate before
joining team

New Starter
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