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Induction Checklist for New Starters in ……………School /setting 
New Starters Name:
_____________________________



  Position: ____________________
Start Date:  
___________





Induction Date:  ___________




Induction Staff Name:
____________________









The following areas should be covered during induction:
	Area
	Key Points
	Date given  and date  
completed/tick if issued 
	New Staff Signature


	Comments

given to read /issued equipment /discussed  
	Verifier 
Staff

Signature

	Welcome
	Introduce to:
	
	
	
	

	
	Headteacher/Deputy
	
	
	
	

	
	Designated Person/Nominated Deputy for CP
	
	
	
	

	
	Explain Staff Structure
	
	
	
	

	
	Team Members & other staff when available
	
	
	
	

	
	Give copy of:
	
	
	
	

	
	Staff Handbook 
	
	
	
	

	Paperwork
	Complete:
	
	
	
	

	
	Emergency Contact Form
	
	
	
	

	
	Bank Details / Pay procedure
	
	
	
	

	
	New Starter Form
	
	
	
	

	
	DBS enhanced certificate sighted and recorded in file 
	
	
	
	

	
	Health Questionnaire
	
	
	
	

	
	Photocopy ID (Birth Cert, NI No, Passport, Utility Bill)
	
	
	
	

	
	Computer password and the expectations on security of this password (when it gets changed) and staff are responsible for all histories

	
	
	
	

	Security
	Issue photographic ID badge (signed agreement if image to be displayed on premise. 
	
	
	
	

	
	Location of panic buttons
	
	
	
	

	
	Explain security doors / codes / phones
	
	
	
	

	
	Signing in / out book for visitors
	
	
	
	

	
	Confidentiality
	
	
	
	

	
	No Smoking Policy
	
	
	
	

	
	Car Park arrangements
	
	
	
	

	General

Information


	Confirm work times / breaks / annual leave
	
	
	
	

	
	Sickness arrangements / payments
	
	
	
	

	
	Uniform / Dress Code
	
	
	
	

	
	Pigeon Holes / Mailing System
	
	
	
	

	
	Telephone Usage / extensions etc
	
	
	
	

	
	Handling Money / Receipts
	
	
	
	

	Tour
	Walk around the school seeing:
	
	
	
	

	
	Classrooms / Teaching Areas 
	
	
	
	

	
	Reception Area / Library / Hall / Kitchen
	
	
	
	

	
	First Aid Room / Red Wing / Blue Wing
	
	
	
	

	
	Staff Room / Toilets
	
	
	
	

	
	Fire Exits
	
	
	
	

	Health &

Safety
	Explain:
	
	
	
	

	
	Handling and lifting objects
	
	
	
	

	
	Lone Working / Safety arrangements
	
	
	
	

	
	Panic Alarms / Fire Alarms / Safety Doors/Lock down procedures
	
	
	
	

	
	Procedures if alarm sounds
	
	
	
	

	
	Reporting a Risk / Hazard
	
	
	
	

	
	First Aid Procedures
	
	
	
	

	
	Introduce to H & S Co-ordinator

	
	
	
	

	Safeguarding
	Issue copy and sign as read, understood and agree to work within 
	
	
	
	

	
	Child Protection Policy
	
	
	
	

	
	Child on Child Abuse Policy

Weapons Policy 


	
	
	
	

	
	Staff Behaviour Policy (code of conduct) inclusive of ‘Low-Level’ Concern Policy Safer Recruitment Consortium Safer Working Practice Document 2022 
	
	
	
	

	
	Whistleblowing Policy/allegation management Confidential reporting 
Behaviour discipline and the use of reasonable force 

Administration of medicine children and adult policy 

Digital imagery policy  
Online behaviour policy 

Social networking policy 

Mobile phone policy 

Information Sharing Protocol
	
	
	
	

	
	Upon issue of any electronic equipment (laptop):
	
	
	
	

	
	Sign Appropriate Usage of Declaration for internet equipment  
	
	
	
	

	Other Matters Arising
	Visitors/Parents working within school safeguarding requirements as the employee clarity of role responsibility and how this is reflected in policy and guidance 

	
	
	
	


