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STAFF INDUCTION POLICY
PURPOSE
Introduction
This policy appliesto all employeesand also, as appropriate, to volunteers, agency staffand govemors
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.

The arrangements made for introducing a new employee, volunteer or governorto the duties of the
post, and to the school as a whole, provide the foundation for successfuland 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 Trust and School culture,
ethos and working practices effectively and efficiently so that they become knowledgeable and
confident as quickly as possible.

The induction process will
e Provide information about The Three Saints Trust, its structure and central staff
e Provide information and training on the school’s policies and procedures
e Provide Child Protection training and assess its effectiveness
e 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 Trust & wider community
e Contribute to the colleague’s sense of job satisfaction and personal achievement
e Explain the Trust’s Code of Conductto ensure thatall staff, volunteers and governors
new tothe school understand what is expected of them at the schooland gain supportto
achieve those expectations
e Identify and address any specific training needs

The induction programme will include:
e aninduction checklist of the policies, procedures and training to be covered
e aninduction timetable
e details of help and support available
e details of work shadowing, if appropriate
e details of induction meetings
e details of other relevant individuals with responsibility for induction e.g. the
designated mentor or supervisor

Management and Organisation of Induction

Responsibility for Induction

The Trust CEO will induct all senior Trust staff

The Trust Deputy CEO will induct all Extended Services and Education Central Team staff

The Trust CFOO will induct all central finance, admin and premises staff

The Trust Director of Safeguarding and attendance will induct all FSW and Attendance officers

The member of Leadership who has the responsibility forinduction of newteachers will be responsible
for the overall management and organisation.

The member of Leadership who has the responsibility for cover will be responsible for the overall
management and organisation of induction of Supply Teachers and Agency Staff.

The Business Manager is responsible for the overall management and organisation of induction of
Support Staff (excluding cleaners) and volunteers.

The Premises Manager is responsible for the overall management and organisation of induction of
Cleaning Staff.



The Chair of School Committee is responsible for the overall management and organisation of
induction of Governors.

The person responsible for induction should
e Make arrangements to ensure that a new member of staff, volunteer or governor is
welcomed.
e Ensure that immediate needs are identified before taking up the position where
possible.
e Provide, if appropriate, a tour of the school and information about facilities,
answering questions and giving practical advice.
e Introduce key personnel.
e Ensure that an Induction Programme is provided, delivered and evaluated.

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

e astatement of training needs, in particular Child Protection and Health and Safety

e achecklist of the policies and procedures to be understood

e details of help and support available
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, 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 the leadership team member responsible for Cover. This should include:
e Safeguarding children, children protection and Part 1 of Keeping Children Safe in
Education
e Health and safety
e Fire and emergency procedures
e First aid
e Code of Conduct
e Behaviour management policy
e Relevant information from the Staff Handbook;
¢ Relevant information on curriculum, schedules and timetables



Staff Induction Checklist

Name:

Start Date:

Job Title:

Induction Date:

Induction Element

Information/Instruction

Completed
By/date:

Notes:

Overview of School

Welcome & introduction
to staff

Designated Safeguarding
Lead and deputies

If the member of staff will regularly be based in
multiple schools, ensure appointments are made
with Headteachersto provide relevantinformation

The Three Saints
Academy Trust, NWLP,
NW3 Maths Hub

Explain the governance structure of the Trust and
that NWLP and NW3 are operated by the Trust. If
appropriate provide details of key staff at
NWLP/Maths hub.

Ensure staff are aware of the procedure for booking]
NWLP courses

Organisation of the
school day (school staff
only)

Staff structure

If the member of staff will regularly be based in
multiple schools, ensure appointments are made
with Headteachersto provide relevantinformation

Facilities (food/drinks,
toilet, smoking)

If staff are able to order a school lunch provide
details of the procedure here

Tour of school

Staff Code of conduct &
Policy

This policy should be reviewedwith the member off
staff to ensure they understand expectations.
It can be found on the Trust website

Use of mobile phones

Personnel Information

Job description

A copy of the job description should be signed and
scanned to Lorraine.brown@three-saints.org.uk

(the original can then be destroyed)

Contract

Ensure that the employee had received and signed
a copy of their contract and that it has been
scanned to Lorraine.brown@three-saints.org.uk

Hours of work

Explain:

Start and finish time
Length and time of lunch break|
(ensure employee knowsthatis unpaid
and that they can leave site)
Length and time of breaks#
Arrangements for

staff

meetings/INSET (if applicable)




Next of Kin & Medical
information

Review Arbor and ensure details of next of kin and
medical conditions have been recorded.

If required discuss the need forany adjustments to
meet medical needs.

Pay information

Staff are all paid on the 21°t of each month (or the
previous working day if that is a weekend or bank|
holiday):

On payday you are paid for a full calendar month
(i.e. 1t to 31s of the month)

If your contract start date is after payroll cut-off]
date (2¢/8» of the month depending on payday)
you will receive yourfirst paymentin the following]
month, which will include backpay.

You do not work any ‘time in hand’ at the start off
your contract.

For termtime only staff — your annual salary is pro-
rated across the year in 12 equal instalments, this|
includes payment for your statutory holidays.

Payslips Payslips, P60s and P45 are accessed online vis
www.myepaywindow.com
A login will be provided to your work email on your
first payday.
If you have any questions regarding your pay or|
payslips, please email maria.taylor@three-
saints.org.uk

Pension You will be auto-enrolled in the Teachers Pension

Scheme or a Local Government Pension Scheme
(depending on your role).

If you wish to opt out of the scheme at anytime
please contact the schemes directly or email CFOQ
for information on how to do so.

Staff pass and key fobs

Ensure the member of staff has beenissues with a
staff pass and lanyard, entrance fob and codes to|
internal doors and external gates.

If the member of staff will be regularly attending
multiple sites, please arrange forthis to be done for|
all sites.

Overtime

Any overtime workedneedto be agreed in advance
with your line manager.




Once completed you should fillin an overtime form
or a time inlieuform depending on what has been|
agreed by your line manager. Both forms are
available here.

Expenses Purchases made for school/Trust must be
approved in advance by your Headteacher/Line
manager. They can be reclaimed by filling in the
reimbursement form found here.

Details of how claims for travel expenses can be
made are includedin the Expenses Policy. It can be|
found on the Trust website.

They can be claimed using the travel and
subsistence form here.

Holidays Details of schoolholiday dates are available on the

school websites.

Staff employed on all year contracts only: Your
contract of employment details the number of
annual holidays you are entitled to. You are not
permitted to take holidays outside of school
holidays and the date of you holidays need to be
agreed with your line manager in advance.

Sickness procedures &
Policy

Full sickness and absence procedures and policy
can be found on the Trust website

Provide the employee with contact details for
notifying the school/Trust of their absence.

Leave of absence
procedures & Policy

The policy can be found on the Trust website.

Please make sure the employee is informed
specifically that:
e Leave of absence must be agreed
in advance except in exceptional
situations
e Leave to care for dependants will
be unpaid leave

Grievance procedures

The policy can be found on the Trust website

Disciplinary procedures

The policy can be found on the Trust website

Capability procedures

The policy can be found on the Trust website

Whistleblowing
procedures

The policy can be found on the Trust website

This policy should be reviewed and explained to
the member of staff to ensure they understand
the purpose and the correct channels for
reporting.

Acceptable Use Policy

The policy can be found on the Trust website

Equal and diversity
policy

The policy can be found on the Trust website




Other policies

Policies are published on the Trust website

Staff development
procedures

Discuss with the member of staff relevant CPD
required and list in the notes section

Safeguarding

Safeguarding and Child
Protection Policy

The Trust policy can be found on the Trust website
School policies can be found on their websites.

Part 1 of Keeping
Children Safe in
Education

A copy can be found here. This must be read, and
acknowledgement recorded.

Anti-bullying policy

The policy can be found on the Trust website.

Behaviour & discipline
procedures

School policies can be found on their websites.

Reasonable force policy
& procedures

The policy can be found on the Trust website.

Medical needs of pupils
in class

Information on the needs of pupils can be found on
Arbor.

Ensure the school staff are aware of procedures
regarding children’s first aid and medication.

Safeguarding Training

Training Title

Link or Course Details

Date
Required
by

Date completed

Safeguarding

For starters who join at the start of the academic
year:
e Ensure they are booked on the
annual safeguarding training
For starters who join afterthe annual safeguarding
training:
e Recordedtraining session must be
watched within the first 2 weeks

Prevent

Online training should be completed asap within
the first month. Training can be accessed here

Online safety

Online training should be completed asap within
the first month. Training can be accessed here

Team teach

If applicable:
Obtain a copy of current team teach certificate or
book team teach training if not yet trained.

Induction Element

Information/Instruction

Completed
By/date:

Notes:

IT and Equipment

Email/Network login

Provide the member of staff with their email login
details. Contact IT for details.

Laptop (if required)

Ensure the member of staff has beenissued with a
suitable laptop (if required) or show them where

they can access staff computers




Mobile Phone (if
required)

If the member of staff requires a mobile phone fori
their job a request should be submitted by email
to the FD

Landline phones

If a member of staff has a landline phone their
office, they have been trained on how to operate
it.

Arbor access

If required, please make sure that the employee
can access Arbor.

Arbor training can be accessed via the help button
in Arbor. Basic training for teachers is here.

Photocopiers

Network login details are used to login to
photocopiers.

Ensure staff have been shown how to print, copy
and scan.

Teams/Network access

Ensure the member of staff has access to the
relevant teams and network drives

ITissues ITissues can be reported either:
e to Agilisys through the service
portal here
e toanITengineerif they are on
site
e viathe school office

Health & Safety

Accident & incident
reporting procedures

Ensure the employee knows:
e Who accidents need to be
reported to (pupil and staff)
e Where to find the accident book
e Where tofind a list of first aiders

Lockdown procedures

Ensure employee is aware of call signs and
required actions.

If the member of staff will be regularly attending
multiple sites please arrange for this to be done
for all sites.

Smartlog

Ensure that the employee has been added to
smartlog for health and safety training

First Aid procedures &
Policy

Can be found on the school website

If the member of staff will be regularly attending
multiple sites, please arrange for this to be done
for all sites.

Health & Safety policy

Can be found on the school websites.

Risk Assessments

Ensure staff are aware where to find copies of the
relevant risk assessments

Additional information (if applicable)

Location of resources




Ordering of resources

Registration procedures

3 Month Review

Set a date for the 3-
month review for new
employees

At this meeting the following should be
addressed:
e Update from the employee
e Any questions /concerns the
employee has (if not already
addressed)
e Any questions/concerns the
employer has (if not already
addressed)
e Any additional training needs
identified by the employee/employer

6 Month Review

Set a date for the 6-
month review for new
employees

At this meeting the following should be
addressed:
e Whetherthe employee has passed
their probationary period. Please
contact the FD for advice you feel the
employee had not passed.
e Any additional training needs
identified

I confirm the relevant items listed within the induction program have been completed

Signed Print Date
(Employee) Name
Signed Print Date
(Line Manager) Name
Governor Induction Checklist
Name: Start Date:
Job Title: Induction Date:
Induction Element Information/Instruction Completed |Completed
by: date:

Overview of School

Current relevant school information, documents
and School Improvement Plan data




School brochure including staff, Ofsted & school
performance data

Trust Scheme of Delegation

Dates & times of Whole Governing Board &
committee meetings

Access & information on previous Governing Board
minutes

Latest Governing Board report to parent & school
newsletters

Information & access to Governor training courses

Code of Conduct

See Trust Website

Safeguarding

Child Protection Policy and Part 1 of Keeping
Children Safe in Education

Provide copy of ‘Keeping
Children Safe in Education’

Safeguarding Booklet

Health & Safety

Fire & Emergency procedures

First Aid procedures

Accident & incident reporting procedures

Health & Safety

Direct to policy

| confirm the relevant items listed within the induction program have been completed

Signed Print Date
(Governor) name
Signed Print Date
(Manager/Mentor) name
Student/Volunteer Induction Checklist
Name: Start Date:
Job Title:
Induction Date:
Induction Element Information/Instruction Completed |Completed
by: date:

Overview of School

Welcome & introduction to staff

Organisation of the school day

Staff structure

Facilities (food/drinks, toilet, smoking)

Tour of school

Code of conduct

Email copy & schoolwebsite

Use of mobiles

Personnel Information

Hours of work




Next of Kin & Medical information

DBS certificate provided

Names of 2 x Referees provided

Two forms of ID provided (1x photographic)

Equal Opportunities

Email copy & schoolwebsite

Sickness procedures

Whistleblowing procedures

Email copy & schoolwebsite

Safeguarding

Child Protection Policy and Part 1 of Keeping
Children Safe in Education (2 Policies)

Email copy & schoolwebsite

Safeguarding leaflet

Email copy

Anti-bullying

Email copy & schoolwebsite

Behaviour & Relationship

Email copy & schoolwebsite

Confidentiality

Email copy & school
website

E Safety

Email copy & schoolwebsite

Visitors to school

Email copy & schoolwebsite

Prevent Training

Health & Safety

Accident & incident reporting procedures

Bomb threat procedures

Fire & Evacuation procedures

Email copy & schoolwebsite

First Aid Policy & Head Injury

Email copy & schoolwebsite

Health & Safety

Email copy /complete H& S
induction

I confirm the relevant items listed within the induction program have been completed

Signed Print Date
(Student/Volunteer) name
Signed Print Date
(Manager/Mentor) name




