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NHS Finance Insights Programme
[bookmark: _Hlk70423210]Induction - Draft AGENDA 

Day 1 -Thursday 10th September, 9:30 – 12:00, MS Teams

09.30	Welcome and Introduction 
	Tom Shearer, Chief Finance Officer, Central and North West London NHS Foundation Trust
	
09.35	Introduction to the scheme, ONF, SDN and HFMA 
Tom Shearer, Chief Finance Officer, Central and North West London NHS Foundation Trust & Megan Mulhall, Programme Manager, One NHS Finance 
In this session we will highlight what the scheme entails, and touch on responsibilities and expectations. We will also provide an overview of One NHS Finance, the Skills Development Network, and HFMA, clarifying their distinct roles and support within NHS Finance. You will learn about the training and events each programme offers, with a focus on resources available to you during your placement. 
	
09.40	Kings Trust & Mentoring Support 
	Peter Lam, The Kings Trust Foundation
The King’s Trust Employability and Progression Mentoring scheme is a great opportunity for any young person who has taken part in a King’s Trust programme to develop their employability skills and receive guidance on their personal and professional progression. Young people are matched with an Employability and Progression Mentor – one of our King’s Trust volunteers – and work with them on a 1:1 basis to explore their next steps and future opportunities.

10.00	Expectations in the office
Megan Mulhall, Programme Manager, One NHS Finance 
In this session we will ensure the students understand what is expected of them now that they are in a working environment. This will include; office etiquette, work expectations and hours, Annual leave, sickness leave and other basic policy information they may not be aware of. 

10:15	Break 

10:30	Fun Games  
	Ellie Melling, Events & Programme Co-ordinator, One NHS Finance
1. Virtual Scavenger hunt – 10:20 – 10:40

2. Guess Who – 10:40 – 11:00

11:00	Session recap and homework 
	Tom Shearer, Chief Finance Officer, Central and North West London NHS Foundation Trust
A short recap on what was covered within the introduction. Attendees will be asked to have a think about any questions they have in their new roles as there will be an opportunity to ask them. E.g Is it okay to eat food at any time in the day if I am hungry? Or How do I change the font on a word document. 

11.30	Close

Day 2 – Friday 17th September, 11:00 – 13:30, MS Teams


11.00	Welcome and Introduction 
	Tom Shearer, Chief Finance Officer, Central and North West London NHS Foundation Trust
	
11.05	Ice breaker - Online questions – word cloud
· How are we all feeling today?
· In one word describe how your first week/s have gone?
· What was the most interesting thing you learnt so far?
	
11:15 	Navigating Excel – The basics
	TBC
This session will help students gain a basic understanding of how excel works and some of the functions and formulas they can use

12.00	Break

12:20	Writing Emails and managing time
Nigel Willoughby, Head of Financial Strategy, Somerset NHS Foundation Trust
This session will provide hints and tips on how to write a good email and how to use your diary to manage your time appropriately.

12:45	Open Q&A 
Tom Shearer, Chief Finance Officer, Central and North West London NHS Foundation Trust & Megan Mulhall, Programme Manager, One NHS Finance
The students will be starting their 3rd week in the placement and there may be some queries that have come up whilst they have been settling in. This session will be an opportunity for them to ask any questions about the role, the organisation, or their policies.

13.00	Close 
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