Mandatory Training & Induction Policy
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.

Stage one - all new staff at induction.
Stage two - all refresher training available through e-learning or
classroom specific refresher sessions.

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.

It is essential that all new staff attend the Trust induction at the earliest
opportunity [THIS MAY BE THE 1ST DAY OF EMPLOYMENT] and no
later than three months into their employment.

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.
Mandatory training is delivered in two stages:

All new starters must also have a compulsory local induction and must
NOT be rostered onto shifts until this has been undertaken. The
recruiting manager and new starter must review the training
requirements for the role and ensure that any additional mandatory
training that has not been completed as part of the Induction week is
scheduled and completed to the correct competency level as
soon as possible after starting.

Mandatory Training

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. With effect from April 2019 Corporate Induction will be
attended on commencement of employment for most staff.

The Trusts has an overall compliance target of 85%. It is
everyone’s personal responsibility to ensure compliance
is maintained. Individual compliance should be reviewed
on a monthly basis during supervision and formally at
Appraisal.

All new starters must also have a compulsory local induction and must NOT be
rostered onto shifts until this has been attended. The recruiting manager and new
starter must review the training requirements for the role and ensure that all
outstanding additional mandatory training is scheduled and completed to the correct
competency level as soon as possible after starting.

The following are Core Mandatory Courses required
for ALL staff (and renewal frequency):

The manager is responsible for booking the local induction and ensuring the
New starter integrates into their role and immediate work environment.
Managers are responsible for the recording and monitoring of local induction
completion via My Learning in the Record of Learning: Other Evidence page.

Training costs & funding











Equality & Diversity (3 yearly)
Fire Safety (annually)
Health & Safety (3 yearly)
Infection Prevention: Level 1 (3 yearly)
Information Governance (annually)
Moving & Handling: Level 1 (3 yearly)
PREVENT (3 yearly)
Safeguarding Adults: Level 1 (3 yearly)
Safeguarding Children: Level 1 (3 yearly)

*Please refer to the policy for the full list of training
available.

MANDATORY TRAINING MUST BE COMPLETED BEFORE REQUESTING FUNDING
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 must accompany the application and
sent to the Education and Training team a minimum 4 weeks prior to a course starting.
Training Costs:
All mandatory training is available free to all staff, however for cancellations less than 72
hours prior to a course or if you Do Not Attend (DNA) on the day a charge of £140 will be
made to your service cost centre.

MyLearning
If you still have questions, ask! It is important that this information
makes sense to you in your role, if you are not clear, tell
someone.
Mandatory Training and Induction Policy
which can be found on the staff intranet or
 Contact your Manager

 Contact the MyLearning team at
mylearning@sussexpartnership.nhs.uk

