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This check list should be completed prior to using the Clinical Research Facility to ensure patient, staff/visitor safety, whilst complying with NHSGGC policy.  Staff and visitors should set aside some time to familiarise themselves with the CRF.
Name: ___________________________                  Site of CRF: _________________________
Designation: ________________________




	Induction
	Please tick

	
	Achieved
	Not Applicable

	Orientation
	
	

	Tour of facility
	
	

	Changing facilities/toilets
	
	

	Staff Room
	
	

	Patient waiting area
	
	

	Emergency procedures
	
	

	Fire plan/procedure  (Complete attached Fire Safety Induction Proforma)
	
	

	Nurse call system
	
	

	Emergency procedures
	
	

	Location of emergency equipment
	
	

	Security
	
	

	Access requirements i.e. visitors security passes/key codes/signing in book
	
	

	Opening and locking up procedures/out of hours access
	
	

	Operational
	
	

	Appointment booking system including generic email address
	
	

	NHS email (ggc.scot.nhs.uk, NHS.net)
	
	

	Read appropriate SOPs
	
	

	Equipment management
	
	

	Nurse Co-ordinator
	
	

	Hours of work and breaks
	
	

	NHSGGC policies
	
	

	Infection Control – NHS GGC Policy
	
	

	Room cleaning procedures
	
	

	Hand hygiene procedures
	
	

	Use of personal protective equipment
	
	

	Segregation of waste
	
	

	Laboratory Safety
	
	

	Safe use of Centrifuge
	
	

	Freezer use and sample storage/freezer logs
	
	

	Laboratory  SOPs
	
	

	Lab consumable storage
	
	

	Laboratory competency
	
	



	Induction Completed

	Inductee: 
Print Name_____________________ Sign______________________ Date____________ 
CRF Staff Member:
Print Name_____________________ Sign______________________ Date____________ 

	CRF copy: Original to be scanned into specific GCRF site folder in common drive.
Original copy: Returned to Staff member/visitor Staff



NHSGGC Fire Safety Induction Proforma
As noted within the NHSGGC Fire Safety Policy, Line Managers are responsible for completing fire safety induction for all staff, volunteers and long term contractors and maintaining a record of this induction locally.
This proforma has been developed to identify the points that require to be covered during the Fire Safety Induction process, and also to record the training activity for local retention. (Extracted from NHS GGC Fire Safety Policy 2016)
	Points to be covered during Induction:

	Inductee to be:

	1
	Shown a copy (and allowed time to read through) the NHSGGC Fire Safety Policy, NHSGGC Wilful Fire Raising Policy, and NHSGGC Toaster and Kitchen Electrical Appliances Management Policy (displayed on Staffnet – Acute>Facilities>Fire Safety).

	2
	Shown (and allowed time to read through) the displayed and laminated Fire Action Plan for the ward/area/department 
Note: These are still in the process of being rolled out to all areas. If this is not present within your area, the below information requires to be cascaded to the new staff member:
· Name(s) of Fire Safety Officer for site
· Name(s) of Fire Warden for area (not applicable to in-patient areas as the clinical team carries out this role)
· Items from the Fire Risk Assessment that require to be taken into consideration
· Fire Alarm information including test day/time (if applicable), whether alarm is intermittent/continuous/strobes present, type of detection present  (smoke or heat)
· What to do if a fire is present or fire is suspected:
1) Raise the Alarm
Immediately raise the alarm by breaking a red Fire Alarm Call Point.
2) Contact the Fire Service
Within Acute sites
If able to get to internal phone without endangering self, dial x2222 (emergency fire number) and provide clear details of location (site, address, building, floor, ward/area/dept) to contact centre staff in addition to letting them know if any persons are involved (i.e. being evacuated) and what is on fire (if known) or whether fire is suspected. The contact centre staff will contact the Emergency Services on your behalf. If unable to get to internal phone, dial 999 direct and provide clear details of location of fire direct to Emergency Services. When safe to do so, call x2222 informing them of your actions if possible.
Within Non-Acute sites
If able to get to phone without endangering self, dial 999 and provide clear details of location to Emergency Services Operator. Clearly state whether there is a real fire or whether a fire is suspected. If unable to get to a phone, on evacuating the area, call 999 as soon as possible.
3) Proceed to Evacuate the area (see below)
· Procedure for evacuating the area and checking all areas have been evacuated
· Role of Fire Response Team
· What to do if fire alarm is known to be a false alarm
· Reminded never to wedge open a Fire Door, and never to block/obstruct a Fire Exit

	3
	Shown the location of:
· Fire Exits
· Break Glass Point boxes
· Any evacuation aids that are present 
· Any portable firefighting devices (including the operating instructions displayed on the appliance)
· Fire Assembly Point
· Fire detection devices
· Fire Panel
· Isolation devices (if applicable, with separate instruction to be provided)  



	Manager:
I confirm that the above items on the proforma have been covered as part of the Fire Safety Induction Process.

Name:
Signature:
Date
	Inductee:
I confirm that the above items on the proforma have been explained to me as part of the Fire Safety Induction Process, and all elements are understood.
Name:
Signature:
Date



	[bookmark: _GoBack]This Form is a controlled document. The current version can be viewed on the R&I website, GCTU website and R&I’s Q-Pulse account.
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