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[bookmark: _Statement_of_intent_1]Statement of intent
Once a new employee has been appointed, Leading Learners Multi Academy Trust will ensure that that they are provided with an effective induction procedure. All governors, teaching, support and temporary staff will receive an induction training programme appropriate to the post being filled. 
Through this policy, we aim to ensure that every new staff member:
· Is welcomed by the school and governing board.
· Is provided with the necessary tools and information to begin their role as early as possible.
· Is provided with all necessary contextual information about the school and their role within it. 
· Meets the headteacher, governing board, staff and pupils. 
· Understands the role of the trust board and its committees.
· Understands the role of the governing board and its committees.
· Understands their role and responsibilities, and their accountabilities.
· Understands their training needs and requirements.
· Is provided with a comprehensive induction pack.
· Is presented with the opportunity to ask questions. 

Teal Salmon Butty


[bookmark: _Legal_framework_1]Legal framework
[bookmark: _Duty_of_care][bookmark: _Roles_and_responsibilities]This policy has due regard to legislation and statutory guidance including, but not limited to, the following:
· DfE (2023) ‘Keeping children safe in education’
· DfE (2023) ‘Induction for early career teachers (England)’
This policy operates in conjunction with the following school policies and documents:
· [bookmark: _Hlk79047283]Staff Leave of Absence Policy
· Staff Attendance Management Policy
· Health and Safety Policy 
· Equality and Objectives Statement
· Whistleblowing Policy
· ICT and Communications Policy
· Use of Mobile Phones and Electronic Devices Policy
· Child Protection and Safeguarding Policy
· Child-on-child Abuse Guidance
· Staff Code of Conduct
· Behaviour Policy
[bookmark: _Roles_and_responsibilities_1]Roles and responsibilities
The trust board is responsible for:
· Ensuring that policies and procedures are in place in the schools to facilitate the effective induction of new staff members.
· Ensuring that all staff undergo relevant training, particularly safeguarding and child protection training.

The chief executive officer (CEO) is responsible for:
· Overseeing and coordinating the induction for a new headteacher.

The headteacher is responsible for:
· Overseeing staff inductions.
· The coordination of the induction programme for all categories of staff, including ECTs. 
· Ensuring that an induction mentor and induction tutor are identified for each ECT.
· Ensuring that all inductions include the receipt of a copy of part one of ‘Keeping children safe in education’, or Annex A where the staff member receiving induction will not work directly with children.
· Upon completion of the induction process, ensuring that an induction completion checklist is signed and dated by themselves and the new employee. 

The staff member’s line manager is responsible for: 
· Helping the staff member to settle into their new role and the school.
· Briefing the staff member on their role during induction.
· Ensuring the staff member is supported throughout their induction, and being a point of contact for any queries or problems they may have.
· [bookmark: _[New]_Welcoming_new]Ensuring the staff member is aware of relevant protocols and procedures, e.g. surrounding absence, leave and performance management.
Welcoming new staff
[bookmark: _Training_for_pupils]The school will send the incoming staff member useful information relevant to their job role prior to their start date, including:
· Information on the background of the school.
· The details of their job role, including the terms and conditions of their employment.
· Information about their start date, including arrival times, acceptable dress code and where and to whom to report upon arrival.
· Information about their induction, including how it is structured and by whom it will be overseen.
· Any policies or procedures required to be read before their first day – this will be decided on a case-by-case basis depending on the staff member’s job role.
Where a new staff member will require mentoring in their role, mentors will be assigned prior to the staff member’s arrival and new staff members will be informed of the identity of their mentor in advance.
The first day
New staff members will always receive a tour of the school, complete with introductions to relevant staff, e.g. their line manager, upon their arrival. 
Staff members will be informed of important health and safety measures throughout the school site, including where to find toilets, breaktime facilities and fire exits, and any precautions the staff member must take to protect themselves from harm. 
New staff members will be made aware of the structure of their daily routine, e.g. where they should report to in the mornings and how they sign in and out of the building. The staff member will also be provided with copies of policies relevant to their role, including the following documents: 
· Child Protection and Safeguarding Policy
· Keeping Children Safe in Education
· Health and Safety Policy
· Working Off Site Policy
· Lone Working Policy
· Lockdown Policy and Procedures
· ICT and Communications Policy
· Behaviour Policy
· Staff Code of Conduct
· Grievance Policy
· Disciplinary
· Staff Leave of Absence Policy
· Staff Attendance Management Policy
· Whistleblowing
· Use of Personal Mobile Phones and Electronic Devices
· Violence and Aggression to Staff
[bookmark: _Teaching_staff]Teaching staff
As soon as possible after their appointment, all teachers will be briefed by their line manager on issues relating to their appointment. This briefing will include detailed information relating to curriculum departmental policies, resources and procedures that relate to their team. 
During a teacher’s first year at the school, the following will be covered:
· Performance management
· Reports, report writing and parents’ evenings
· Organising educational visits
· The role of governors and trustees
· Professional development
· Target setting, monitoring and evaluation

As part of their induction, all teachers will have meetings with relevant senior staff covering areas including the following: 

· A briefing by the headteacher
· An induction on key curriculum policies e.g. behaviour, teaching and learning, homework, assessments
· An induction on key HR and health and safety policies 
· The safeguarding response to children who go missing from education
· The identity and role of the DSL and any deputies
· Relevant information pertaining to SEND provision
· Roles and responsibilities
· The trusts chosen training platform
· Line management procedures
· Communication sources e.g. email, meetings, the shared server, notice boards, the school calendar
· [bookmark: _Newly_qualified_teachers]The pastoral system

[bookmark: _ECTs]ECTs
[bookmark: _Food]ECTs will be required to serve a statutory induction period of two years, or six terms. ECT inductions will be delivered in line with the school’s ECT Policy.
Entitlement
Before an ECT takes up an appointment, the following will be made available: 
· The opportunity to visit the school to meet the headteacher and other colleagues
· The school's policies and procedures
· The teaching timetable
· Curricular documentation and textbooks relating to teaching subjects
· Information about any school equipment and resources available
· An explanation of the SDP
Every ECT will be allocated an induction mentor, who is responsible for supporting and mentoring the ECT, and an induction tutor, who is responsible for giving guidance and conducting formal assessment.
During the first year, the school will provide:
· A formalised classroom observation schedule conducted by experienced colleagues.
· Observation of agreed lessons by a member of the SLT. 
· Effective written and informal feedback following the observation. 
· Visits to other schools. 
· Opportunities to meet and have discussions with other ECTs and recently qualified colleagues. 
· Opportunities for discussion. 
· A reduced commitment to provide cover for absent colleagues. 
· The opportunity to attend INSET days provided for ECTs. 
Reports on progress 
ECTs will be made aware of the criteria used for monitoring progress, in line with the induction standards defined by the DfE. The school gives ECTs regular and detailed progress updates, and ECTs will always be informed prior to any formal review where there are any concerns about their performance in enough time for them to act on this before the review. 
When scheduling progress reviews, the following DfE expectations will be considered:
· When in the term the ECT started their induction – an ECT who starts halfway through term one is expected to have a progress review by halfway through term two.
· Whether, due to part-time working patterns, a progress review and formal assessment fall within a period of less than one term – in these cases, the ECT will only be required to do one formal assessment.
· Whether an ECT is absent at the point a progress review is scheduled – in these cases, the review will be rescheduled. 
[bookmark: _The_role_of]ECTs serving induction on a part-time basis are expected to have a progress review each term, regardless of their working pattern.
The role of the mentor for ECTs 
All ECTs will have a designated induction mentor, and a designated induction tutor. Wherever possible, these will remain two distinct roles, occupied by two different individuals. Mentors and tutors will have QTS, and appropriate time and abilities to sufficiently support ECTs. 
Induction mentors will: 
· Meet regularly with the ECT for structured, one-to-one mentoring sessions, including effective and detailed feedback. Mentors will timetable these sessions during teaching hours – mentoring that takes place outside of teaching hours will only be permitted under exceptional circumstances.
· Work collaboratively with the ECT and their colleagues to help ensure the ECT receives a high-quality induction programme.
· Provide effective support, including phase or subject specific mentoring.
· Take action where the ECT is having difficulties for the period of statutory induction.
Induction tutors will: 
· Provide guidance for the ECT’s professional development.
· Carry out regular progress reviews. 
· Undertake formal assessment meetings.
· Be open and transparent with the ECT regarding their performance, including giving detailed feedback in progress reviews and formal assessments.
· Ensure all monitoring and record keeping is done in a streamlined manner.
[bookmark: _Support_staff]Support staff
Support staff will be offered an induction programme applicable to their specific role.
As soon as possible after their appointment, all staff will be briefed by their line manager on issues relating to their appointment. The briefing will include detailed information relating to departmental policies, resources and procedures that relate to the specific role. 
The induction programme covers areas including:
· A briefing by the line manager. 
· An introduction to relevant senior staff and central team staff.
· Information relating to the relevant school department. 
· An induction on key HR and health and safety policies (e.g. health and safety, fire safety, staff leave of absence, equal opportunities and dignity at work, ICT acceptable use, social media, staff code of conduct, behaviour).
· Child protection and safeguarding (including online safety).
· The safeguarding response to children who go missing from education.
· The identity and role of the DSL and any deputies.
· Roles and responsibilities.
· Line management procedures.
· Communication sources (e.g. email, meetings, the shared server, notice boards, the school calendar).
· CPD opportunities.
· The performance management process
[bookmark: _Housing_and_environment][bookmark: _Safeguarding]Safeguarding
[bookmark: _Cleaning_and_maintenance]The school will ensure that all staff members receive child protection and safeguarding training as part of their induction. As part of this training, staff members will be provided with:
· Copies of the relevant policies.
· A copy of part one of ‘Keeping children safe in education’.
· The contact details of the DSL and any deputies.
· Information on:
· The systems that support safeguarding in the school.
· The types of abuse, exploitation and neglect that can occur and how to spot indicators that a child is experiencing these. 
· The local early help process and the role of staff in it.
· The process for handling safeguarding concerns.
· What to do if a pupil tells them that they, or another child, is being abused, exploited or neglected. 
· Their confidentiality obligations.
Beyond induction training, staff members will receive any updates related to safeguarding through the school DSL.
[bookmark: _Key_considerations_for]Key considerations for all staff
[bookmark: _Animal_handling]Hours of work 
Hours of work will be specified in job descriptions and contracts of employment. Breaks, e.g. lunch break, will be confirmed with the staff member’s line manager.
Staff Code of Conduct
A comprehensive Staff Code of Conduct will be given to all staff on appointment – this includes a map of the school building and grounds.
Sickness reporting 
New staff members will receive information as part of their induction about how, when, and to whom to report sickness absence, as well as an outline of their entitlement. 
Staff will be expected to read and be aware of the school’s Staff Attendance Management Policy.
Medical appointments 
Staff members will be informed during induction of the school’s policy regarding taking time off school for medical appointments or screening, including any restrictions on times of the day at which taking time off for appointments is appropriate, notice requirements, and whether any medical evidence, e.g. a doctor’s note, is required.
Annual leave and leave of absence
For each new member of staff, details of annual leave entitlement, including whether leave is permitted during term time, will be specified in contracts of employment. Information about leave of absence for personal reasons will also be provided to new staff members by their line manager.
Staff members will be expected to read and understand the Staff Leave of Absence Policy, and will be provided with a copy of this policy during induction. 
[bookmark: _Health_and_safety][bookmark: _Emergency_evacuation]Emergency evacuation
The emergency evacuation procedures are displayed in all rooms and will be fully explained by line managers during induction. 
[bookmark: _ICT]ICT
If an employee’s duties involve using a computer, their line manager will set up their workstation and allocate them a username and password prior to induction. All staff are required to ensure that they comply with the UK GDPR and the Data Protection Act 2018. 
Where staff members are using a school-owned device, the ICT manager will ensure that the device has sufficient storage, and has malware protection and appropriate firewalls installed prior to the staff member picking up the device. 
Where remote work will be involved in the staff member’s role, they will receive information on remote working as part of their wider induction process, and will be provided with a copy of the Working Off Site Policy, and Pupil Remote Learning Policy where the new employee is a member of teaching staff.
[bookmark: _Induction_of_new]Induction of new governors
[bookmark: _Infestation_and_disease]An induction programme for new governors is in place.. 
The induction process includes: 
· A visit to the school including a guided tour and visiting the staffroom. 
· A meeting with the link governor regarding training needs. 
· A meeting with the chair of governors to discuss committee structure, terms of reference, etc. 
· The organisation of their first meeting. 
· A skills interest assessment. 
· An assessment of future development needs.
· Receiving a copy of part one of ‘Keeping children safe in education’. 
· Appropriate safeguarding and child protection training to enable strategic challenge to provide assurance the safeguarding policies and procedures in place at the school are effective.
Further details of governor inductions can be found in the Governor Induction Policy. 
[bookmark: _[New]_Animal_specific][bookmark: _Monitoring_and_review]Monitoring and review


This policy will be reviewed by the Finance and Reaources Committee on an annual basis. Any changes to this policy will be communicated to all staff and other interested parties.

Appendix 1 – Staff Induction – School Based Staff
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STAFF INDUCTION – SCHOOL BASED

This form should be completed prior to a new employee commencing their employment.  
A signed copy of this form should be placed on the staff members personnel file.

	Name of staff member:
	

	Job title:
	

	Date of employment:
	

	School Employed at:
	

	Name of Person Conducting Induction:

	

	Name of Mentor / Support person:
	



	Section 1 – Procedures, Guidance and Information

	

	Completed

	
Welcome
	· Welcome and introductions
· Check new employee has received their contract of employment

	

	Trust Information

	· Go through power point with introduction to Leading Learners Trust and Central Team Staff
	

	School Structure

	· Explain the structure of the school and how their role sits within this
	

	Policies and Risk Assessments
	· See attached list of Policies / Risk Assessments that employee should read and familiarise themselves with
· Inform employee of where police/risk assessments are located in school
	

	School Building
	· Show new employee around the building highlighting key areas such dining hall, toilets, staffroom,    
    reprographics room, headteachers office etc.
· Introduce employee to colleagues
· Introduce employee to mentor (if applicable) 

	

	School Day
	· School start and finish times
· School Holiday Schedule
· Break and lunchtimes for children
· Time of employees lunchtime break and length 

	

	Communications
	· Staff to be shown how to log on to emails 
· Email address and password given
· Days and times of staff briefings, meetings etc.

	

	Systems 
	· Staff to be shown how to log on to computer, Arbor, HR Portal, CPOMS etc.
· Explain HR system and how to add overtime, mileage, leave, holidays etc.
· Explain to employee cut of points for payroll and date of salary payments
· Explain how pay increments are awarded
· Explain how staff should report their absence.
· Username and Password given for all systems
· Where photocopiers are located and code issued

	

	Expectations of Staff
	· To wear clothing appropriate to their role 
· Attend staff briefings and meetings where applicable
· Always follow trust and school policies and procedures
· Check emails on a daily basis
· To complete all compulsory training as directed
· To be punctual
	

	Fire and Evacuation
	· Action to take in the event of a fire
· Location of call points
· Location of assembly points
· Identity of Fire Wardens
· The role of staff in general
· The role of the staff member concerned
· Fire Alarm Check – Day and Time
· Lockdown Procedures

	

	First Aid
	· Location of first aid boxes
· Identity of first aiders
· Procedure for summoning first aid
· Procedures for children with medication
· Procedures for children with Asthma 

	

	Security 
	· Security procedures 
· Signing in and out of the building
· Security codes
· Visitor procedures

	

	Other
	· Car parking arrangements
· Housekeeping

	

	Incident Reporting
	· Employee accident reporting
· Reportable injuries – Staff and Children
· Violence to staff

	

	Personal safety

	· Lone working procedures
· Location of any known asbestos

	

	Staff Training
	· Username and password issued for online training system
· Employee shown how to access training website

	

	
Wellbeing

	· Trust/school wellbeing benefits
	

	
Any Questions from employee:
































	Section 2 – Probationary Period and Expectations



	
	Completed

	Length of probationary period

	· Scale point 22 and below – three months
· Scale point 23 and above – six months

N.B. Probationary periods can be extended up to a maximum of 12 months

	

	Expectations during probationary period

	· What the employee is expected to achieve in their role during the probationary period and thereafter.
· Details of the core values of the organisation and behaviours expected of the employee.  
· The standards of regular attendance expected from the employee.
· The standards of service expected from the employee.
· Any development required to help the employee to do their job.
· How any problems with performance will be addressed.
· When the probationary period review meeting will take place.

	


















	Section 3 – Key Policies and Risk Assessments

	


	Key Risk Assessments
	
	Key Policies and Documents


	14 Major Allergens Sheet
	
	Health and Safety including Arson

	Administration of Medicine
	
	Safeguarding & Child Protection and Low Level Concerns

	Adverse Weather 
	
	Keeping Children Safe in Education

	Asbestos
	
	Working Off Site Policy

	Boiler House
	
	ICT and Communications Systems

	Car Park
	
	Lockdown 

	Classroom – General
	
	Lone Working

	Cleaning
	
	Use of Personal Mobile Phones and Mobile Devices

	Contractors on Site
	
	Violence and Aggression to Staff

	Cookery Lessons & Food Preparation
	
	Whistleblowing

	COSHH Risk Assessment
	
	Data Protection and Data Retention

	Dining Hall
	
	Staff Attendance Management

	Early Years Play Areas
	
	Staff Code of Conduct

	Early Years Trim Trail (if applicable)
	
	Staff Complaints and Grievance Procedures

	Electrical - Appliances & Power Failure
	
	Staff Leave of Absence

	Events & Performances in School
	
	Behaviour 

	First Aid
	
	Grievance Policy

	Hot Weather
	
	Disciplinary Policy

	HSE – DSE User Guide
	
	

	HSE – DSE User Workstation Checklist
	
	

	Inflatables
	
	

	Key Stage 1 & 2 Trim Trails (if applicable)
	
	

	Lone Working
	
	

	Manual Handling
	
	

	Playground
	
	

	Pregnancy Risk Assessment 
	
	

	Putting Up Displays
	
	

	Security
	
	

	Site Manager 
	
	

	Students & Volunteers
	
	

	Violence to Staff
	
	

	Working at Height
	
	

	Dogs in School
	
	








	Section 4 – Training Courses – Role Allocations

	

	Course
	Central Team
	Senior Leaders
	Teaching Staff
	Teaching Assistants
	Office / Business Manager
	Administration Staff
	Lunchtime Supervisor
	Cleaner
	Site Manager

	Induction Only
	
	
	
	
	
	
	
	
	

	Whistleblowing
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Low Level Concerns
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Annually
	
	
	
	
	
	
	
	
	

	Certificate in Safeguarding & Prevent
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Certificate in Cyber Security
	X
	X
	X
	X
	X
	X
	X
	
	X

	Health and Safety 
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Online Safety – Teaching Staff
	X
	X
	X
	
	
	
	
	
	

	Online Safety – Support Staff
	X
	
	
	X
	X
	X
	
	
	X

	Every Two Years
	
	
	
	
	
	
	
	
	

	Safer Recruitment
	X
	X
	
	
	X
	
	
	
	

	Asbestos
	X
	X
	
	
	X
	
	
	
	X

	Every 3 Years
	
	
	
	
	
	
	
	
	

	GDPR 
	X
	X
	X
	X
	X
	X
	
	
	

	Certificate in Equality, Diversity and Inclusion
	X
	X
	
	
	X
	
	
	
	

	Fire Safety
	X
	X
	X
	X
	X
	X
	X
	X
	X

	COSHH
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Lone Working
	X
	X
	
	
	X
	
	
	
	X

	Manual Handling
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Slips, Trips and Falls
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Working at Heights
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Display Screen Equipment
	X
	
	
	
	
	
	
	
	

	Legionella
	
	X
	
	
	X
	
	
	
	X

	Food Hygiene
	
	
	
	
	
	
	X
	
	

	
	
	
	
	
	
	
	
	
	




	Training Course
	To be completed in first month
	To be completed by end of month two
	To be completed by end of month three

	Whistleblowing
	X
	
	

	Low Level Concerns
	X
	
	

	Certificate in Safeguarding & Prevent
	X
	
	

	Certificate in Cyber Security
	X
	
	

	Health and Safety 
	X
	
	

	Fire Safety
	X
	
	

	Online Safety
	X
	
	

	
	
	
	

	Safer Recruitment
	
	X
	

	Asbestos
	
	X
	

	GDPR 
	
	X
	

	Lone Working
	
	X
	

	Slips, Trips and Falls
	
	X
	

	
	
	
	

	Certificate in Equality, Diversity and Inclusion
	
	
	X

	COSHH
	
	
	X

	Manual Handling
	
	
	X

	Working at Heights
	
	
	X

	Display Screen Equipment
	
	
	X

	Legionella
	
	
	X

	Food Hygiene
	
	
	X


	Section 5 - Training Courses - Completion Schedule










	Section 6 – Assets on Loan to Employee



	Description:
	Make:
	Model:
	Serial No:
	Date allocated:


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Section 7 – Safeguarding

	
Topic

	Cover these issues
	Completed
	
N/A

	Policies and Documents
	· To read safeguarding and Child Protection Policy (school and trust)
· To read Low Level Concern Policy if separate to the CP policy
Keeping Children Safe in Education – All staff
· Part one and Annexe A
· To read school Intimate Care Policy
Business Managers / Admin Staff:-
· Part one, Part Two, Part Three and Annexe A
Senior Leaders and Designated Safeguarding Leads:-
· To be familiar with all sections and Annexes

	
	

	Procedures
	· To provide names of Designated   
    Safeguarding leads in school   
· How to report Safeguarding Concerns
· How to report a Low Level Concern 
· How to report child on child abuse
· How to make a prevent referral
· How to whistle blow – Trust Policy must be read
· To discuss the contextual safeguarding 
   issues which the school faces
· To introduce Safeguarding CPD logbook 

	
	

	Training

	· See allocation sheet above for all  
   training courses to be completed

	
	

	Systems
	· Login for CPOMS (if applicable)
· How to use CPOMS (if applicable)


	
	



	 Section 8 - Declaration

	

	Yes
	No

	I can confirm I have received my induction and fully understand all of the procedures and information given to me.  

	
	

	I acknowledge that it is my responsibility to make myself familiar with the policies, procedures and risk assessments.

	
	

	I understand that it is my responsibility to complete all training as stipulated in the training schedule.

	
	

	Upon leaving my employment I understand that all property assigned to me must be returned prior to my leaving date. 

	
	

	I acknowledge that I am liable for any damage caused to Trust property during my employment.

	
	

	I confirm I have received a copy of my completed induction
		
	
	

	


	Employee

	Staff Member(s) Conducting Induction

	Print Name:

	
	Print Name:


	

	Signature:

	
	Signature:


	

	Date:

	
	Date:

	






                       
[image: ]
Appendix 2 – Off Site Working




STAFF INDUCTION – OFF SITE WORKING

This form should be completed prior to a new employee commencing their employment.  
A signed copy of this form should be placed on the staff members personnel file.

	Name of staff member:
	

	Job title:
	

	Date of employment:
	

	School Employed at:
	

	Name of Person Conducting Induction:

	

	Name of Mentor / Support person:
	



	Section 1 – Procedures, Guidance and Information

	

	Completed

	
Welcome
	· Welcome and introductions
· Check new employee has received their contract of employment

	

	Trust Information

	· Go through power point with introduction to Leading Learners Trust and Central Team Staff
	

	Policies and Risk Assessments
	· See attached list of Policies / Risk Assessments that employee should read and familiarise themselves with
· Inform employee of where police/risk assessments are located in school
	

	Working Day
	· Start and finish times
· Time of employees lunchtime break and length 
	

	Holidays

	· Holiday entitlement

	

	Computers and Systems
	· Staff to be shown how to log on to emails 
· Email address and password given
· Staff to be shown how to log on to computer and HR Portal.
· Explain HR system and how to add overtime, mileage, leave, holidays etc.
· Explain to employee cut of points for payroll and date of salary payments
· Explain how pay increments are awarded
· Explain how staff should report their absence.
· Username and Password given for all systems

	

	

Working in Trust Schools


	· Ensure you are familiar with the fire procedures for the school you are working in
· Ensure you are familiar with the lockdown procedures for the school you are working in
· All sites are no smoking
· Always sign in/out of the building
· Report any accidents/injuries/incidents to the headteacher or appropriate person immediately

	

	Expectations of Staff
	· To wear clothing appropriate to their role 
· Attend briefings and meetings where applicable
· Always follow trust and school policies and procedures
· Check emails on a daily basis
· To complete all compulsory training as directed
· To be punctual

	

	Security 
	· Security procedures 
· Signing in and out of the building
· Security codes
· Visitor procedures

	

	Personal safety

	· Lone working procedures
· DSE user checklist handed to employee for completion

	

	Staff Training
	· Username and password issued for online training system
· Employee shown how to access training website

	

	
Wellbeing

	· Trust/school wellbeing benefits
	

	
Any Questions from employee:





























	Section 2 – Probationary Period and Expectations



	
	Completed

	Length of probationary period

	· Scale point 22 and below – three months
· Scale point 23 and above – six months

N.B. Probationary periods can be extended up to a maximum of 12 months

	

	Expectations during probationary period

	· What the employee is expected to achieve in their role during the probationary period and thereafter.
· Details of the core values of the organisation and behaviours expected of the employee.  
· The standards of regular attendance expected from the employee.
· The standards of service expected from the employee.
· Any development required to help the employee to do their job.
· How any problems with performance will be addressed.
· When the probationary period review meeting will take place.

	


















	Section 3 – Key Policies and Risk Assessments

	


	Key Risk Assessments
	
	Key Policies and Documents


	14 Major Allergens Sheet
	
	Health and Safety including Arson

	Administration of Medicine
	
	Safeguarding & Child Protection and Low Level Concerns

	Adverse Weather 
	
	Keeping Children Safe in Education

	Asbestos
	
	Working Off Site Policy

	Boiler House
	
	ICT and Communications Systems

	Car Park
	
	Lockdown 

	Classroom – General
	
	Lone Working

	Cleaning
	
	Use of Personal Mobile Phones and Mobile Devices

	Contractors on Site
	
	Violence and Aggression to Staff

	Cookery Lessons & Food Preparation
	
	Whistleblowing

	COSHH Risk Assessment
	
	Data Protection and Data Retention

	Dining Hall
	
	Staff Attendance Management

	Early Years Play Areas
	
	Staff Code of Conduct

	Early Years Trim Trail (if applicable)
	
	Staff Complaints and Grievance Procedures

	Electrical - Appliances & Power Failure
	
	Staff Leave of Absence

	Events & Performances in School
	
	Behaviour 

	First Aid
	
	Grievance Policy

	Hot Weather
	
	Disciplinary Policy

	HSE – DSE User Guide
	
	

	HSE – DSE User Workstation Checklist
	
	

	Inflatables
	
	

	Key Stage 1 & 2 Trim Trails (if applicable)
	
	

	Lone Working
	
	

	Manual Handling
	
	

	Playground
	
	

	Pregnancy Risk Assessment 
	
	

	Putting Up Displays
	
	

	Security
	
	

	Site Manager 
	
	

	Students & Volunteers
	
	

	Violence to Staff
	
	

	Working at Height
	
	

	Dogs in School
	
	












	Section 4  – Training Courses – Role Allocations

	

	Course
	Central Team
	Senior Leaders
	Teaching Staff
	Teaching Assistants
	Office / Business Manager
	Administration Staff
	Lunchtime Supervisor
	Cleaner
	Site Manager

	Induction Only
	
	
	
	
	
	
	
	
	

	Whistleblowing
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Low Level Concerns
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Annually
	
	
	
	
	
	
	
	
	

	Certificate in Safeguarding & Prevent
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Certificate in Cyber Security
	X
	X
	X
	X
	X
	X
	X
	
	X

	Health and Safety 
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Online Safety – Teaching Staff
	X
	X
	X
	
	
	
	
	
	

	Online Safety – Support Staff
	X
	
	
	X
	X
	X
	
	
	X

	Every Two Years
	
	
	
	
	
	
	
	
	

	Safer Recruitment
	X
	X
	
	
	X
	
	
	
	

	Asbestos
	X
	X
	
	
	X
	
	
	
	X

	Every 3 Years
	
	
	
	
	
	
	
	
	

	GDPR 
	X
	X
	X
	X
	X
	X
	
	
	

	Certificate in Equality, Diversity and Inclusion
	X
	X
	
	
	X
	
	
	
	

	Fire Safety
	X
	X
	X
	X
	X
	X
	X
	X
	X

	COSHH
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Lone Working
	X
	X
	
	
	X
	
	
	
	X

	Manual Handling
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Slips, Trips and Falls
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Working at Heights
	X
	X
	X
	X
	X
	X
	X
	X
	X

	Display Screen Equipment
	X
	
	
	
	
	
	
	
	

	Legionella
	
	X
	
	
	X
	
	
	
	X

	Food Hygiene
	
	
	
	
	
	
	X
	
	





	Section 5 - Training Courses - Completion Schedule



	Training Course
	To be completed in first month
	To be completed by end of month two
	To be completed by end of month three

	Whistleblowing
	X
	
	

	Low Level Concerns
	X
	
	

	Certificate in Safeguarding & Prevent
	X
	
	

	Certificate in Cyber Security
	X
	
	

	Health and Safety 
	X
	
	

	Fire Safety
	X
	
	

	Online Safety
	X
	
	

	
	
	
	

	Safer Recruitment
	
	X
	

	Asbestos
	
	X
	

	GDPR 
	
	X
	

	Lone Working
	
	X
	

	Slips, Trips and Falls
	
	X
	

	
	
	
	

	Certificate in Equality, Diversity and Inclusion
	
	
	X

	COSHH
	
	
	X

	Manual Handling
	
	
	X

	Working at Heights
	
	
	X

	Display Screen Equipment
	
	
	X

	Legionella
	
	
	X

	Food Hygiene
	
	
	X








	Section 6 – Assets on Loan to Employee



	Description:
	Make:
	Model:
	Serial No:
	Date allocated:


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




	Section 7 – Safeguarding

	
Topic

	Cover these issues
	Completed
	
N/A

	Policies and Documents
	· To read safeguarding and Child Protection Policy (school and trust)
· To read Low Level Concern Policy if separate to the CP policy
Keeping Children Safe in Education – All staff
· Part one and Annexe A
· To read school Intimate Care Policy
Business Managers / Admin Staff:-
· Part one, Part Two, Part Three and Annexe A
Senior Leaders and Designated Safeguarding Leads:-
· To be familiar with all sections and Annexes

	
	

	Procedures
	· To provide names of Designated   
    Safeguarding leads in school   
· How to report Safeguarding Concerns
· How to report a Low Level Concern 
· How to report child on child abuse
· How to make a prevent referral
· How to whistle blow – Trust Policy must be read
· To discuss the contextual safeguarding 
   issues which the school faces
· To introduce Safeguarding CPD logbook 

	
	

	Training

	· See allocation sheet above for all  
   training courses to be completed

	
	

	Systems
	· Login for CPOMS (if applicable)
· How to use CPOMS (if applicable)

	
	



	Section 8 – Declaration

	
	Yes
	No

	I can confirm I have received my induction and fully understand all of the procedures and information given to me.  

	
	

	I acknowledge that it is my responsibility to make myself familiar with the policies, procedures and risk assessments.

	
	

	I understand that it is my responsibility to complete all training as stipulated in the training schedule.

	
	

	Upon leaving my employment I understand that all property assigned to me must be returned prior to my leaving date. 

	
	

	I acknowledge that I am liable for any damage caused to Trust property during my employment.

	
	

	I confirm I have received a copy of my completed induction

	
	

	


	Employee

	Staff Member(s) Conducting Induction

	Print Name:

	
	Print Name:


	

	Signature:

	
	Signature:


	

	Date:

	
	Date:
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