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Staff

Induction
Name: 





................................................
Date started:                   

................................................
Position:                                  
……………………………………………..
Induction completed by:          
………………………………………………..
Induction completed by:         
………………………………………………..
Welcome to,
We hope you will have a long and prosperous career within our school, and to help you settle in we have devised an induction programme for you to follow.  Parts of your induction may be carried out by different members of staff, however some of the content is accessed via the school server.  All parts of the induction must be signed and dated when you have received and understood the information.
Your curriculum team is:          


.........................................................................
Your Line Manager/Curriculum Team Leader is:    
.........................................................................
Your school email address is:



……………………………………………………………………….
I confirm I have read and understood:

Safeguarding  Policy issued:         
Signed  ………………………………………………………… Date:  ……………..
Staff Code of Conduct issued        
Signed  ………………………………………………………… Date:  ………………

Behaviour Policy issued   

Signed  ………………………………………………………… Date:  ……………….
KCSIE Part One 2022 issued:  
Signed  ………………………………………………………..  Date:  ………………
Mandatory safeguarding training date:   ………………………………………………
(Either give details of last training date if within last 3 years OR the date the new employee will attend mandatory safeguarding training)
	Welcome
	Induction Subject
	Initial when completed
	Date

	
	Staff introductions/who to ask for help/mentor

	
	

	
	Structure of day/times of hours worked

Structure of school – EYFS/KS1/KS2, start/finish times
	
	

	
	Who’s Who - structure of staff/curriculum teams, etc


	
	

	Health and Safety
	Emergency, fire and security procedures – signing in/out/ID badge
	
	

	
	Tour of school – site layout/fire exits/toilets/staffroom/no smoking/storage and resource areas/parking
	
	

	
	Health and Safety at Work – PPE/COSHH


	
	

	
	Accident and Incident Reporting/Near Miss Book


	
	

	
	Supervision of children and risk assessment

	
	


	
	Induction Subject
	Initial when completed
	Date

	Safeguarding
	Safeguarding policy – including child protection/early help/first day calling procedures/children missing from education
	
	

	
	Keeping Children Safe in Education Part One – specific safeguarding issues such as FGM/Prevent/Peer on peer abuse/County Lines
	
	

	
	Designated safeguarding lead and deputies – their role and who they are
	
	

	
	Safeguard reporting system
Reporting procedures for concerns and incidents
	
	

	
	Staff Code of Conduct – Dress code/Social media/Mobile phone/camera policy
	
	

	
	Confidential Reporting Code (whistleblowing) - dealing with harassment
	
	

	
	Behaviour Policy – school behaviour and rewards system


	
	

	HR
	Access to personal data – GDPR/Data Protection Act 2018/confidentiality and information sharing protocols
	
	

	
	Equal Opportunities – Equality Act 2010


	
	

	
	Disciplinary and Grievance Procedure


	
	

	
	Pay details/Pay system/Pension 


	
	

	
	School dinners/online payment system/cashless system


	
	

	
	Absenteeism and lateness/Holidays and sickness/who to contact


	
	

	
	Continuous Professional Development (CPD)


	
	

	
	Trade unions – protection against allegations


	
	


Date ID badge issued:  


………………………………..
Date swipe card/fob issued:

………………………………..

Additional information: 


(e.g allergies, etc)








