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STANDARD OPERATING PROCEDURE 

FACILITIES SERVICES


	SOP: Facilities Workbook

	SOP Ref:
	0
	Effective From:
	June 2022

	Version
	0
	Review Date:
	July 2023

	

	Aim: Roll out of Facilities Workbook

	Statement: The Facilities Services Workbook was launched by NSS Health Facilities Scotland in October 2018 and is designed for new staff working within the facilities department. It covers Domestic, Portering, Catering, Laundry, Transport and Estates and supports staff in demonstrating the required evidence to achieve the Healthcare Support Worker (HCSW) Induction Standards. These Induction Standards have also been linked to the six core Knowledge and Skills Framework (KSF) dimensions relevant to all roles. The Facilities Services Workbook incorporates the Healthcare Support Workers Workbook currently within the induction portal and replaces the Domestic Services workbook. It has been agreed that GGC will implement the new Facilities Workbook as part of their induction training package from Monday 30th May 2022 for all new starts to the organisation. Further steps will be taken to retrospectively complete the Facilities Services workbooks for other staff especially those employed over the past two years who are now on permanent contracts. Completion of the workbook will be linked to the induction portal.


	Responsibility:

	Sector Managers/Assistant Managers
Sector Training Managers

Sector Supervisors

	Safety Precautions:

	· N/A

	Equipment Required:

	· N/A
	

	Task Instructions:

	· Training Managers to meet with Sector Managers/Supervisors to explain and launch the Facilities Workbook 
· Training Managers/Supervisors to meet with relevant staff members or staff groups as required to discuss workbook content and how to complete 
· Training Managers/Supervisors to handout workbook to staff at induction and highlight time scales for completion, 3 months for new full time staff, 6 months for part-time and retrospective staff.
· Supervisors to guide staff member through the workbook and sign off each section.
· Work should commence on the workbook after 1 month on the job 

· Final sign off by training manager/manager and induction portal to be updated 
· Training audits to take place to ensure full compliance and that workbooks are complete




