Bracknell Forest Council adult social care
CIS flowchart

New person appointed

<

HR inform L&D of new starters in SC&L

|

Learning and Development Officer books mandatory courses for
new starter
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Has new starter had previous experience of Social Care or are they
a qualified social worker, occupational therapist and so on.
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L&D officer creates a user profile on CIS assessment tool. New starter will need to attend all of the mandatory
Staff member to log on and complete assessment within courses and all appropriate courses identified in appendix 2
two weeks. Manager will be copied in on communication (dependant on role)
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Staff member informs line manager and L&D officer when
assessment is complete
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L&D set up automatic tracking and reminder
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During supervision — manager and staff member discuss
outcome of assessments and decide which optional
courses should be attended g
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Manager identifies all optional courses

Manager is sent course booking form to *Managers and staff ’ /g >
compl etg il e S ey g* A e can access the CULD identified in appendix 2. *All course dates
) calendar through are on the CULD calendar

dates are on the CULD calendar
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Manager sends completed form to L&D Officer confirming
required courses. *Dates must be included

Staff member booked and confirmation sent
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Every quarter manager's feedback to CULD on completed
CIS logbooks
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CULD carry out regular sampling to ensure consistency
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