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Staff Induction Policy
Homerton Early Years Centre
1
Introduction

1.1
This policy applies to all employees and also, as appropriate, to volunteers agency staff and governors who will all receive a  tailored induction programme which will include appropriate information, training, observation, and mentoring.  Safeguarding Children and Child Protection will feature prominently in every induction programme.

1.2
The first weeks and months are vital to the success of any appointment.  The arrangements made for introducing a new employee, volunteer or governor to the duties of the post, and to the school as a whole, provide the foundation for successful and safe contribution to the school.  The Induction Programme is designed to help new employees, volunteers and governors become familiar with the requirements of their position and learn about the school culture, ethos and working practices effectively and efficiently so that they become knowledgeable and confident as quickly as possible.  The Induction Programme should be cross-referenced to the NQT Induction requirements and probationary periods for support staff, as appropriate.

1.3
The induction process will 

· Provide information and training on the school’s policies and procedures

· Provide a date for Child Protection training 

· Enable the colleague to contribute to improving and developing the overall effectiveness of the school, raising pupil achievement, and meeting the needs of pupils, parents and the wider community 

· Contribute to the colleague’s sense of job satisfaction and personal achievement 

· Explain the school’s Code of Conduct to ensure that all staff, volunteers and governors new to the school understand what is expected of them at the school and gain support to achieve those expectations
· Identify and address any specific training needs


1.4
The induction programme will include:

· an induction checklist of the policies, procedures and training to be covered
· an induction timetable 

· details of help and support available 

· details of work shadowing, if appropriate

· a diary of induction meetings 

· details of other relevant individuals with responsibility for induction e.g. the designated mentor or supervisor 

1.5
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Appendix 1 
Management and Organisation of Induction

1.
Responsibility for Induction
The Head is responsible for the overall management and organisation of induction of new employees supply teachers, and agency staff.

The Assistant Head is responsible for the overall management and organisation of induction of volunteers

The Chair of governors responsible for the overall management and organisation of induction of Governors

2.
The person responsible for induction should

· Make arrangements to ensure that a new member of staff, volunteer or governor is welcomed.
· Ensure that immediate needs are identified before taking up the position where possible 

· Provide, if appropriate, a tour of the school and information about facilities, answering questions and giving practical advice
· Introduce key personnel.

· Ensure that an Induction Programme is provided, delivered and evaluated.
Appendix 2

The Induction Programme

Induction Programme

The person responsible for induction should ensure that an Induction Programme is provided personally, or by the line manger or mentor, or another person with delegated responsibility, which will include:

· a statement of training needs, in particular Child Protection and Health and Safety
· a checklist of the policies and procedures to be understood 

· details of help and support available 

· a diary of meetings 

· details of other relevant individuals with responsibility for induction e.g. the designated mentor or supervisor 

Induction programmes should be tailored to specific individuals.  Areas which should be considered for each category of staff are set out below.  These are not intended to be exhaustive and careful consideration should be given in relation to each post and the experience of the post holder.  
Supply Teachers and Agency Staff
All new supply teachers and agency staff should be given appropriate induction advice, training and resources by their line manager unless they are in full supervision.  This should include:
· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education
· Health and safety key priorities for their working space
· Fire and emergency procedures 

· First aid

· Code of Conduct 
· Relevant information from the Staff Handbook
Teaching Staff including Teaching assistants
All new staff should be given appropriate induction advice, training and resources
by the Head.  This should include:
· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education

· Health and safety 

· Fire and emergency procedures 

· First aid

· Code of Conduct

· Staff Handbook,
· School Brochure
· Policy documents, including School Improvement/Development plan 
· Class list and SEND information

Administrative Staff
All new staff should be given appropriate induction advice, training and resources
by the office manager.  This should include 

· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education
· Health and safety 

· Fire and emergency procedures 

· First aid

· Code of Conduct

· Staff Handbook

· School administrative systems and procedures

· Specific job related training such as finance, for recruitment selection administration etc.
Cleaning/Caretaking/Kitchen Staff
All new staff should be given appropriate induction advice, training and resources 
by CCS .  
Midday and Cover supervisors
All new staff should be given appropriate induction advice, training and resources 
by the Head.  This should include 

· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education

· Health and safety 

· Fire and emergency procedures 

· First aid

· Code of Conduct
· Staff Handbook 
· Specific job related training such as Behaviour management

Governors
All new Governors should be given appropriate induction advice, training and resources by the Cahir of governors.  This may include:

· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education

· Health and safety 

· Fire and emergency procedures 

· First aid

· Code of Conduct

· Current relevant school information, policy documents and School Improvement Plan data.
· School brochure including staffing, Ofsted and school performance data
· DfE information on the role of governor
· Governing Body Policy documents.
· Dates and times of whole governing body and sub committee meetings
· Access and information of previous governing body minutes,
· Latest governing body report to parent and school newsletters.
· Information and access to governor training courses.
Volunteers
All new volunteers should be given appropriate induction advice, training and resources by the Assistant Head .  This should include:

· Safeguarding children, children protection and Part 1 of Keeping Children Safe in Education

· Health and safety 

· Fire and emergency procedures 

· First aid

· Code of Conduct

Appendix 3 (see file for volunteer and trainee induction checklist.

Homerton Early Years Centre Checklist

Name:
 ____________________________________
Start Date: ____________
Job Title: __________________________________
All boxes to be completed with either a tick or N/A (not applicable)

1.
Welcome to the School (to be talked through)


a.
Outline of school, size and history
(

b.
School vision and values
(

c.
Staff handbook 
(

d.
Induction Procedures/Timing
(
2.
Tour of Premises


a.
Tour of rooms and introduction to staff, use of stationary/cleaning cupboard, staff room, washrooms, lockers, fire points (If there is no locker available for students to safely secure their personal belongings, please inform students that it is their responsibility to look after their own valuables).
(

b.
Parking facilities (car or bicycle)
(

c.
Eating facilities (including Friday bun day)
(

d.
Noticeboards, plasma screen (including whistle blowing info)
(
e.
Location of School Policies
(
3.
Documentation


a.
Confirm office has employee’s full name, address, telephone number, 
(


date of birth, next of kin (on critical incident form)


b.
Refer to Staff Induction Handout list
(
4.
Hours of Work

a.
School term dates and training dates
(

b.
Absenteeism and punctuality
(

c.
Good timekeeping
(

d.
Catering arrangements / drinks
(
5.
Fire Precautions

a.

Procedure in the event of fire alarm
(

b.
Use of fire-fighting appliances 
(
6.
Health and Safety


a.

Identification of any specific hazard(s) eg lifting heavy equipment
(



storage of Milton


b.
Procedure in the event of an accident (own or child)
(

c.

Location of first aid boxes and first aiders
(

d.
Smoking policy
(

e.
Security eg signing in, ensuring doors shut for children’s safety, not
(



opening front door until identification is assured, handing over




children


f

Hygiene routines for children
(
7.
The Job and Its Responsibilities

a.

The job and its responsibilities
(

b.
Relevant procedures/work instructions
(

c.

Registration system eg signing in and out/in and out board
(

d.
Child protection procedures (ensure understanding from policies)
(

e.
Equality duty objectives
(

f.

Class list and SEND information
(
8. Contract, pension and salary

a.
Explanation for methods and frequency of payment
(

b.
Confirm employee’s bank account details have been passed to office
(

c.
Travel, overtime and subsistence expenses
(
b.   support from office Bursar

9.
Sickness

a.
Procedure to be adopted if absent through accident or sickness
(

b.
Medical certificates
(

c. 
Back to work interview


10.
Issues

a.

Keys, front door
(

b.
IT and wireless
(

c
.
Mobile telephones (reinforce from e-safety policy)
(

d.
Dress code
(
All the above points have been explained/issued to me:
Signed (employee): _______________________________  Date: ___________

Mentor: _______________________________________  Date: ___________

(To be returned to the Office Manager on completion for filing)
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Homerton Early Years Centre

Staff Induction Handouts

Name:
 __________________________________


Start Date: ____________

Job Title: _________________________________
All boxes to be completed with either a tick or N/A (not applicable)

a. Line management structure (Staff List in Staff handbook)
(


b. Critical Incident List 
(
c. Critical Incident Form for Completion 
(
d. Supervision documentation 
(
e. Centre Development Plan
(                                                 

f. Whole School Pay Policy
(
g. Sickness Policy
(
h. Complaints Procedure Policy
(
i. Grievance Procedure Policy 
(
j. Equality and Diversity Policy 
(
k. Good Behaviour Policy
(
l. Health and Safety Policy
(
m. Fire Policy
(
n. First Aid 
(
o. Confidentiality Procedure and Guidelines      
(
p. E-safety policy
(


q. Child Protection Policy
(
r. Nagging Doubt and Body Map Forms
(
s. Safer working practices
(
t. Safer Care Code of Conduct 
(
u. Whistleblowing Policy
(
v. Keeping children Safe in Education
(
w. Disqualification by association
(
Policies in bold are essential safeguarding policies, please read with care.
All the above have been explained and issued to me and I have read and understood them (please do come and ask further questions as needed):

Signed : _______________________________  Date: ___________
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