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1. Purpose

The purpose of this policy is to ensure that all newly recruited staff are appropriately inducted, 
trained, and assessed as competent to deliver safe, person-centred, and rights-based support 
within West Limerick Independent Living (WLIL).

This policy ensures that staff:

 Understand their roles and responsibilities

 Are competent in core duties and safe working practices

 Are familiar with organisational systems, including Care Planner

 Complete mandatory training requirements, including i-START (HSELand)

 Are prepared for independent (lone) working within a structured and time-efficient 
framework

No staff member shall commence lone working until all required induction and competency 
assessments have been completed and signed off.

2. Scope

This policy applies to:

 All newly recruited Personal Assistants and Home Support staff

 Staff returning following a prolonged absence where re-induction is required



3. Legislative and Regulatory Framework

This policy is informed by and compliant with:

Primary Legislation

 Health Act 2007 (as amended)

 Health (Amendment) (Home Support Providers) Bill 2025

 Disability Act 2005

 Assisted Decision-Making (Capacity) Act 2015

 Safety, Health and Welfare at Work Act 2005

 Children First Act 2015 (where applicable)

Standards and Guidance

 HIQA National Standards for Residential Services for Children and Adults with 
Disabilities (2013)

 HIQA Draft National Standards for Home Support Services (2024)

 HIQA National Standards for Adult Safeguarding (2019)

 National Policy Framework for Adult Safeguarding in the Health and Social Care Sector 
(2025)

4. Policy Statement

WLIL is committed to delivering a structured, consistent, and efficient induction process that 
ensures all staff are safe, competent, and confident in delivering support.

Induction is a staged process combining:

 Core induction

 Service-specific induction

 Mandatory training (including i-START)

 Job shadowing

 Competency assessment

Induction will:

 Be completed in a structured and time-bound manner

 Reflect the realities of delivering support in a client’s home

 Promote a person-centred, rights-based approach

 Ensure compliance with organisational, legal, and regulatory requirements

5. Roles and Responsibilities

5.1 Manager

 Deliver core organisational induction

 Ensure pre-induction requirements are completed



 Oversee compliance with induction requirements

5.2 Service Coordinator

 Deliver service-specific induction, including fire safety

 Assign and supervise job shadowing

 Assess staff competency

 Confirm readiness for independent working

 Maintain induction and competency records

5.3 Experienced Personal Assistant (PA)

 Support job shadowing

 Demonstrate safe and effective service delivery

 Provide feedback to the Service Coordinator

5.4 Employees

 Participate fully in induction and training

 Complete required training within specified timeframes

 Adhere to organisational policies and procedures

6. Induction Process

6.1 Stage 1 – Pre-Induction

Completed prior to commencement:

 Garda Vetting

 References checked and filed

 Contract issued and returned

 i-START (HSELand 12-module programme) enrolment arranged

6.2 Stage 2 – Core Induction (Day 1)

Delivered by the General Manager (with Coordinator input where required).
Completed within a maximum of 6–8 hours.

Includes:

 WLIL ethos, values, and service model

 Role expectations and professional boundaries

 Safeguarding and reporting procedures

 Health and Safety overview

 Lone working responsibilities

 Communication and reporting structures

 Emergency procedures and on-call arrangements



 Introduction to Care Planner:

o Logging in/out

o Recording notes and confirming shifts

6.3 Stage 3 – Mandatory Training

All staff must complete required training, including:

 i-START (HSELand 12 modules) – Mandatory

 Safeguarding Adults (HSELand)

 Assisted Decision-Making (HSELand)

 Children First (where applicable)

 Manual Handling / People Moving & Handling

 Infection Prevention and Control

Training must be completed within a defined timeframe (typically within the first 2 weeks of 
employment unless otherwise specified).

6.4 Stage 4 – Service-Specific Induction

Delivered by the Service Coordinator prior to or alongside job shadowing.

Includes:

 Fire safety awareness (practical)

 Review of care plan and support needs

 Review of relevant risk assessments

 Communication needs of the service user

 Practical expectations within the client’s home

6.5 Stage 5 – Job Shadowing

All staff must complete structured job shadowing.

Requirements

 Minimum of 8 hours total

 Maximum of 2 hours office-based induction contributing to this total

 Minimum of 6 hours practical shadowing with a service user

Shadowing Activities

 Personal care (where applicable)

 Use of equipment and mobility support

 Meal preparation and domestic tasks

 Communication with the service user



 Social and community participation

 Emergency and safety procedures

 Use of Care Planner in practice

Job shadowing is assigned and supervised by the Service Coordinator and conducted with an 
experienced Personal Assistant.

6.6 Stage 6 – Competency Assessment

Following job shadowing, the Service Coordinator will assess competency.

Staff must demonstrate:

 Safe working practices

 Understanding of safeguarding responsibilities

 Ability to follow the care plan

 Competent use of Care Planner

 Appropriate communication and professional boundaries

6.7 Stage 7 – Authorisation for Independent Working

No staff member may commence lone working unless formally authorised.

Authorisation requires:

 Completion of induction

 Completion of job shadowing

 Demonstrated competency

 Completion of the Job Shadowing Verification Form

The Service Coordinator must confirm:

 ☐ Job Shadowing Completed

 ☐ Ready for Independent Work

The Service Coordinator holds final responsibility for this decision.

7. Induction Documentation

The following documents form part of the induction system:

7.1 Induction Checklist

 Tracks completion of all induction elements

 Completed across Day 1 and the first 2–4 weeks

 Signed and dated

7.2 Job Shadowing Verification Form

 Confirms completion of job shadowing



 Records competency assessment

 Provides formal authorisation decision

7.3 Training Records

 Includes i-START certificate and all mandatory training

All documentation must be retained and available for inspection.

8. Timeframes

 Core induction: Day 1 (max 6–8 hours)

 Job shadowing: Minimum 8 hours (typically 1–3 shifts)

 Training completion: Within first 2 weeks (where applicable)

 Competency sign-off: Within 1–2 weeks of commencement

9. Key Principles

Staff must understand that:

 They are working in the service user’s home

 The service is person-centred and client-led

 Duties vary depending on individual needs

 Professional boundaries must be maintained at all times

10. Related Policies

 Safeguarding Policy

 Health and Safety Policy

 Risk Assessment Policy

 Incident Reporting Policy

 Data Protection Policy

 Grievance and Disciplinary Procedures

 Employee Handbook

11. Review and Audit

This policy will be reviewed every two years or sooner where required.

Induction processes and records will be subject to audit as part of WLIL’s governance and 
quality assurance systems.
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