
Induction Checklist for New Starters
	Name:

Post Title:

Start date:


This is intended to be an example of an induction checklist. Your school may choose to use this, adding any items as you deem necessary, or create your own. Any induction checklist that is adopted should be used in addition to the appropriate Probation reports for support staff or assessment forms for Early Career Teachers.
This procedure covers the period before the person starts their new job and their first four to six weeks in post.  However, you can adjust the timescales to meet the requirements of the staff member, the line manager and operational considerations.

Don't forget that several factors can prolong the 'settling in' period for a particular individual.  Here are some to consider:


when they are having to move and/or find new accommodation at the same time 


when they are having to make new child care arrangements


when they have a particularly difficult journey to work


when they have previously been out of work for some time


when they have previously worked in a very different organisational culture

if they have particular needs which may require reasonable adjustments
When a new member joins a team it is important to encourage team members to think of the occasion as the start of a new team.  All team members should expect to adjust their own roles and work loads to allow the new person to express their own unique contribution to the team's work.  A new team member brings a fresh perspective and should be expected, even encouraged, to challenge 'the way we do things around here'. Inevitably, teams develop ways of doing things that are no longer the most effective.  A new member is an excellent opportunity to review the work of a team and start afresh.  A team building event held when the new member has settled in can often help this process.

Stage One
-
Before they arrive
Enter date

1.
Ensure you are available to receive the new person


___/___/___

2.
Fix any meetings as appropriate. e.g.
Head Teacher

___/___/___

Members of SMT

___/___/___

Line Manager

___/___/___

Colleagues


___/___/___

3.
Get documents ready for issue


-
Role Profile (Job Description /Person Specification)

___/___/___

-
School Booklet






___/___/___

-
Equal Opportunities policy





___/___/___

-
Appropriate School / LA policies & procedures


___/___/___

4.
Make sure their desk and equipment are ready.


___/___/___

5.
Are there any reasonable adjustments to be made 


because of a disability?






___/___/___

6.
Consider arranging a team building event



___/___/___

7.
Discuss with current team members ways the new team member

can be made to feel welcome 





___/___/___

Stage Two
-
Week One
Day One








    Enter date

1.  Introduction to Line Manager
___/___/___
2.  Toilets
___/___/___
3.  Fire Procedures/First Aid
___/___/___

4.  Safety Issues - Accident Reporting
___/___/___        

5.  Security pass, card key, name badge
___/___/___         6.  Car parking space (if applicable)
___/___/___


7.  Tea/coffee arrangements                    
___/___/___

8.  Lunch rota
___/___/___


9.  Rest rooms/Staff Room
___/___/___


10.Smoking policy
___/___/___


11.Introduction to colleagues
___/___/___


12. Timetable and PPA arrangements
___/___/___
13. School / LA policies & procedures 

(including Safeguarding Lead and Reporting Arrangements, 

Child Protection Arrangements, Whistleblowing and Health & Safety)
___/___/___

14. Code of conduct (including Social Media and Online Safety)
___/___/___

15. Sickness reporting procedures
___/___/___

16. Provide Chapter 7a of the Staff Handbook, Union Contact 

Details including those the school recognises
___/___/___

17. Provide Education Support Network Poster and/ details of the 

school’s Employee Assistance Programme if the school buys into 

the service.
___/___/___

18. Ensure that all new members of staff have adequate time 

to read these policies before undertaking the duties of the role
___/___/___

Days Two -Five

13. Issue structure chart of section and School  



___/___/___

14. Office procedures
-
Different phone systems


___/___/___

-
What to say when answering the phone
___/___/___

-
typing





___/___/___

-
faxing





___/___/___

-
photocopying




___/___/___

-
post (general info internal/external)
___/___/___

-
any other procedures                    
___/___/___

15. Initiate individual development plan with immediate training needs
___/___/___

16. Introduce Probationary report

17. Initial work programme 
-
Introduction to job


___/___/___

-
Role profile    


___/___/___

18.Conditions of service

-
issue annual leave card (if applicable)



___/___/___

-
explain requests for annual leave   



___/___/___

-
reporting sick procedure





___/___/___

-
sickness management policy




___/___/___

-
payslip







___/___/___

19. Collect P45 and other information for HR/Payroll provider

___/___/___

Stage Three
-
Weeks Two - Six
Enter date

1.Getting to know work of other Schools/organisations 


 

-
.....................................



___/___/___

-
.....................................



___/___/___

-
.....................................



___/___/___ 

-
.....................................



___/___/___

-
.....................................



___/___/___

-
.....................................



___/___/___

-
.....................................



___/___/___ 

-
.....................................



___/___/___

2.Meet with other key staff

-
section heads






___/___/___ 

-
staff members






___/___/___ 

3. Finding your way around

-
school premises       





___/___/___ 

-
immediate area                   




___/___/___ 

4. Staff performance and development issues

-
PDCS / Job review 






___/___/___ 

-
Access to training






___/___/___ 

-
Service Planning






___/___/___ 

-
team meetings






___/___/___

5. I.C.T.


- 
network







___/___/___

 
-
password







___/___/___ 

-
systems







___/___/___ 

When all the appropriate actions are complete, please sign below and return to the School Office.
Signed (jobholder)
___________________________
Date:
__/__/__



Signed (line manager)____________________________
Date:
__/__/__
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