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Induction of new staff policy 

Statement of intent  

Once a new employee has been appointed, the Leadership team at Sudley Infant School 
believe it is essential that they follow an effective induction procedure. Consequently, all 
teaching, support and temporary staff 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.  

• Meets the Headteacher, governing board, staff and pupils.  

• 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.  

The first weeks and months are vital to the success of any appointment. The 

arrangements made for introducing a new member of staff to the duties of the post, and to 

the school as a whole, provide the foundation for successful contribution to the school.  

The induction process is designed to help new staff become familiar with the requirements 

of their position and learn about the school culture, ethos, priorities aims and working 

practices effectively and efficiently so that they become knowledgeable and confident as 

quickly as possible. 

This policy will apply equally to the induction of all staff regardless of age, gender, physical 

difference, sexuality, race, colour, creed, nationality, cultural or ethnic origin.  (Any 

individual needs will be discussed and addressed sensitively.) 

 

1. Legal framework 

This policy has due regard to legislation and statutory guidance including, but not limited 

to, the following: 

DfE ‘Keeping children safe in education’ (2021) 

The induction period will provide opportunities for the new employee to understand a 

range of school policies and procedures. All policies are available to view on the school 

Google Drive.  
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2. Roles and responsibilities 

The Headteacher is responsible for: 

• Overseeing inductions. 

• The coordination of the induction programme for all categories of staff, including 

ECTs.  

• Ensuring that induction programmes run for the first term of a new employee’s 

appointment.  

• Ensuring that all inductions include the receipt of a copy of part one of ‘Keeping 

children safe in education’. 

• Upon completion of the induction period, ensuring that an induction completion 

checklist is signed and dated by themselves and the new employee.  

The new member of staff should:  

• Build on strengths, skills, understanding and knowledge  

• Keep records to support their professional development  

• Attend relevant courses 

• Be pro-active in speaking to colleagues and asking questions 

 

3. Mentors 

All staff share a corporate responsibility towards new members of staff to make them 
aware of day-to-day routines and procedures. It is in everybody’s interest that each 
member of staff is able to contribute towards the fulfilment of our school aims.  

Each new member of staff is assigned an induction mentor to help them accomplish the 
requirements of the job. Mentors will be chosen in relation to the nature of the 
appointment. Mentoring is the support, advice and guidance provided for colleagues to 
enable the development their expertise in their new role in order to become a confident 
team member. Where possible, the new employee will get an opportunity to shadow the 
mentor at the start of the induction period. 

New staff member  Allocated mentor 

Early career teacher (ECT) ECT Induction Mentor 

Experienced teacher  Experienced teacher mentor within year group 

Learning Support Assistant  Learning Support Officer 

Lunch Time Supervisor  Senior or experienced lunchtime supervisor 

Parent helper/volunteer  Teaching staff to whom allocated 

Deputy Headteacher  Headteacher 

Premises Manager  Headteacher or Assistant Headteacher 

Office Staff Office Manager 
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4. Teaching staff  

As soon as possible after their appointment, all teachers are briefed by their manager on 

issues relating to their appointment. This briefing includes detailed information relating to 

curriculum policies, resources and procedures that relate to their role.  

The meetings cover areas including the following:  

• A briefing by the Headteacher or Assistant 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 (e.g. code of conduct, 

safeguarding and child protection, health and safety, fire safety, attendance, equal 

opportunities and dignity at work, ICT acceptable use, social media) 

• 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 

• Roles and responsibilities of staff throughout the school 

• The staff handbook 

• Line management procedures 

• Communication sources (e.g. email, meetings, the shared server, Google Drive, 

staff WhatApp, ClassDojo, notice boards) 

During a teacher’s first year, an induction programme is organised that covers the 

following: 

• Performance management 

• Report writing and parents’ consultations (if relevant) 

• Organising educational visits 

• The role of governors 

• Professional development 

• Target setting, monitoring and evaluation 

All staff undergo safeguarding and child protection training (including online safety) at 

induction and on an annual basis thereafter. All induction training is in line with advice from 

the school’s local safeguarding partners.   

5. Early career teachers (ECTs) 

There is a separate policy to detail the induction process of early career teachers (ECTs).  

This policy has due regard to all relevant legislation and statutory guidance including, but 
not limited to, the following:  



Sudley Infant School Induction of new staff policy 

 

 4 

• DfE (2021) ‘Induction for early career teachers (England)’  

• DfE (2021) ‘Appropriate bodies guidance: induction and the early career framework’ 

• DfE (2019) ‘Early career framework’ (ECF) 

6. Support staff  

Support staff are offered an induction programme applicable to their specific role. 

As soon as possible after their appointment, all staff are briefed by their line manager on 

issues relating to their appointment. The briefing includes detailed information relating to 

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. 

• 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, dignity at work, ICT acceptable use, use of social 

media, staff behaviour policy (code of conduct). 

• 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 of staff throughout the school. 

• A guide through the staff handbook. 

• Line management procedures. 

• Communication sources (e.g. email, meetings, staff WhatsApp, Google Drive, 

ClassDojo, notice boards, the school calendar). 

• CPD opportunities. 

• The performance management process. 

 

7. Key documentation 

There are a number of checklists used within the induction period. 

• Safeguarding checklist 

• Safeguarding induction handbook 

• Health & Safety checklist 

• Staff handbook 

• Key information checklist 
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These are used to ensure that key information and policies are given to new employees. 

 

8. ICT 

If an employee’s duties involve using a computer, there will be a workstation set up (if 

appropriate) and they will be allocated a username and password. 

Where relevant, guidance about display screen equipment will be provided.  

 

9. Monitoring and review  

This policy will be reviewed every two years.  

 

 

 

 


