
Induction Policy and Procedures 

 

Aim of the Induction 

The aim of our induction is to make sure that new employees are given all the help and guidance they need for them 

to do their job to the required standard as soon as possible. We need to ensure that the process reinforces the 

school’s commitment to the new employee as a person, build confidence, motivate and inspire. We need to ensure 

that the new starter does not feel overwhelmed. The aim is to build their confidence and their abilities by providing 

the appropriate training and support. 

The ineffective induction of new members of staff can be costly for any organisation, not only in terms of time and 

resources, but also for the organisation’s reputation and staff morale.  

 

Who is it for? 

The induction is for anyone new to our school or new to a role. 

 

Roles and Responsibilities 

 

Line Manager  The line manager is responsible for effectively introducing the new employee to their role, 

the team and the school. Therefore the attached induction checklist should be tweaked to 

suit the new joiner and be monitored during the induction process.  

 

New Employee The new joiner is responsible for completing their pre-prepared Induction Checklist within 

the agreed timescales. 

 

The Process 

Attached to this you will find checklists fir new employees, people who have permanently changed roles in the 

school and for new managers. The appropriate form will used as a basis for planning the induction of the new staff 

member.  

 

Evaluation 

It is important to constantly evaluate our processes and procedures to check that they are effective. We need to  

check whether the induction programme met its objectives and whether adjustments were needed. Between three  

and six months after the new member of staff completes their probationary period, you should ask them to assess  

whether they felt the programme met their needs. Use the ‘How are you settling in?’ form for this. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



All new staff must meet with a member of the Senior Leadership Team and cover the following areas on their first 

day of employment. 

 

Paperwork Date and 
initial 

Paperwork Date and 
initial 

Vision Aims and Values  
 

Appraisal Policy  

Safeguarding Policy  
 

Capability Policy and Procedures  

Fire Evacuation Policy  
 

Complaints and Allegations Policy  

Health and Safety Policy  
 

Staff Disciplinary Policy  

Absence Policy  
 

Confidentiality Policy  

Pay Policy   
 

Whistleblowing Policy  

Behaviour Policy  
 

Staff Handbook  

Induction Policy 
 

 Teaching and Learning Policy  

School Improvement Plan 
 

 School Evaluation Document  

 

During this meeting, a programme will be developed for their induction.  This will also involve their line manager and 
where possible, their ‘buddy’. All new staff will be assigned a ‘buddy’ or ‘mentor’ who either currently undertakes 
work similar to that of the new member of staff or who has a special understanding of the new member of staff’s 
roles and responsibilities. 
 

It is at this meeting that the new member of staff will be given a copy of their job description to agree and sign. 

 

All new staff will then be shown around the school and given a brief overview of the ethos of the school. 
 

All new staff will receive a copy of the School Improvement Plan, Code of Conduct, professional portfolio, access to 
the email system (and school network as appropriate) and access to other school policies. 
 

Towards the end of the induction period, an evaluation of the induction process should be carried out involving the 

new member of staff, the line manager and the member of the senior leadership team.  

 

All new staff must meet with the Office Manager to cover the following points 

 

Paperwork Date and 
initial 

Paperwork Date and 
initial 

Emergency contact card 
Complete form 

 Employment contract 
Ensure receipt and check 
understanding 

 

Bank Details 
Complete paperwork 

 Payment date and method 
Inform 

 

P45,P46,P38 
 

 E mail address and access to network  

Pension    



Explain opting in or out 
 

 

At the end of each month, for the first six months of employment, the new member of staff will have a review 

meeting with their line manager and the Headteacher. These meetings are an opportunity for all parties to discuss 

how the new member of staff is settling in both in their role and on a personal level. They may identify further needs 

for training which can be actioned by the Headteacher. These meetings should be minuted. 

 

After six months, if all is well, the new member of staff will need no further induction meetings. They should be 

asked to complete an evaluation of their induction period.  

 

D. Hewett-Dale 

July 2013  

 

 

 

 

 

 

 

 

 

 

 

 

 


