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Induction checklist for new staff
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	When?
	Task
	Completed?

	Before the employee’s first day
	Identify who will be responsible for induction, including assigning ‘buddies’ and/or mentors
	☐

	
	Set up employee’s:

· IT/intranet account
· Email account

· ID/security pass

· Laptop/tablet/phone

· Working space (if applicable)

· Keys (if applicable)
	☐

	
	Make sure first week of induction is scheduled and planned, and relevant members of staff are notified, e.g. notify your designated safeguarding lead (DSL) about carrying out safeguarding training
	☐

	
	Check that the induction pack is up to date (e.g. with latest copies of policies, procedures and staff lists), and send it out
	☐

	First day
	Introduce colleagues, pupils, ‘buddy’ and/or mentor
	☐

	
	Take employee on a tour of the school
	☐

	
	Outline health and safety procedures, e.g. fire drill procedures and meeting points, the process for signing in and out of school, and recording incidents
	☐

	
	Remind employee of:

· The school timetable, including timings of staff meetings, assemblies and registration

· Expectations around staff conduct, e.g. use of mobiles, social media and dress code

· Conditions of employment, and absence and disciplinary procedures

All of the above should be outlined in the induction pack.
	☐

	
	Help employee get familiar with IT account, phone system and reprographics, e.g. photocopier (as applicable)
	☐

	
	Explain the school’s behaviour and rewards system
	☐

	First week
	Arrange for employee to meet DSL and have safeguarding training
	☐

	
	Schedule training sessions with relevant members of staff, e.g. the SENCO and the school business manager
	☐

	
	Make sure employee meets with line manager at the end of the first week to:

· Review progress

· Identify training and development needs
	☐

	
	Make sure employee’s line manager outlines the school’s performance management system and begins to determine objectives
	☐

	First month to 6 months
	Arrange additional training for the employee based on the review of the first week
	☐

	
	Arrange follow-up session between employee and DSL to refresh safeguarding training
	☐

	
	Ensure regular 1-to-1 meetings are held between employee and:

· Buddy and/or mentor

· Line manager
	☐

	
	Evaluate the success of the employee’s induction programme, and use findings to inform future practice
	☐


[image: image1.png]


[image: image2.png]


[image: image3.png]


[image: image4.png]


[image: image5.png]



	Get the knowledge you need to act at thekeysupport.com/leaders
© The Key Support Services Ltd | For terms of use, visit thekeysupport.com/terms
	[image: image6.png]


Page | 1

