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EQUALITY AND DIVERSITY STATEMENT

Hope High School  is  committed  to  the  fair  treatment  of  all  in  line  with  the  Equality

Act 2010.  An equality  impact  assessment  has  been  completed  on  this  policy  to ensure that   it   can   be   implemented   consistently   regardless   of   any   protected  characteristics and all will be treated with dignity and respect.

POLICY REVIEW

To ensure that this policy is relevant and up to date, comments and suggestions for

additions  or  amendments  are  sought  from  users  of  this  document.  To contribute towards the process of review, please contact the author of the policy.

 Staff Induction Policy

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, 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

The induction process will: 

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

· Provide Safeguarding and Child Protection training and assess its effectiveness 

· 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 

· Staff to have access to the staff file on One drive.  This will contain all relevant safeguarding documents – KCSIE, GSWP, WTTSC, Safeguarding and Child protection policy and whistle blowing policy.

· To provide access to safeguarding recording systems CPOMS.

· 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 

· Robust training and guidance on safeguarding.

· 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  Appendices 

Appendix 1 
Induction Programme (3 months)

Appendix 2 
Staff Information
Appendix 3   Safeguarding checklist

Appendix 4   Induction training checklist

Appendix 5   Evaluation and feedback 

Management and Organisation of Induction 

1. Responsibility for Induction

 • The Deputy Headteacher is responsible for the overall management and organisation of induction of new employees, supply teachers, and agency staff 

• The Deputy Head will liaise with the HLTA who will then be responsible for the overall management and organisation of induction of volunteers.
• The Headteacher is 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. 

3 The Induction Programme
Induction Programme 

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

· a statement of training needs, in particular Child Protection, safeguarding and Health and Safety. 

· a training timetable including e-modules to completed with a main focus of safeguarding.
· a checklist of the policies and procedures to be understood and read.
· details of help and support available and key people including DSL’s in school and what procedures to follow if a concern or disclosure is made about a child.
· a diary of meetings and access to the school calendar.
· details of other relevant individuals with responsibility for induction e.g. the designated mentor or line manager.
All employed staff (if supply are on long term, they follow the full 3 month induction process) 
As part of Hope High recruitment procedures references will be obtained after shortlisting and before interviews take place ensuring the safeguarding sections and disciplinary sections are completed and they are considered safe to work with children.   Before being appointed at interview they will need to provided ID, qualifications and complete DBS form or provide an original copy of an acceptable DBS. All teachers will have a prohibition from teaching check and this will be recorded on the SCR.
After being appointed all new staff will be given a 3 month induction period, this will include appropriate induction advice, training and resources specific to their job role by the Deputy Headteacher. This should include: 

· A tour of school

· Directed to safeguarding boards with up to date documents and photos of DSL’s 

· Login passwords to access IT system and recording systems.  This includes: emails, school calendar, CPOMS, IRIS, Office 365, SIMs, Oracle and Educare.
· Access to one drive to access an up to date ‘Staff Handbook’ to read including:

· Health and safety 
· Acceptable use of IT policy (MUST be signed)

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

· Safeguarding guidance e.g. GSWP, WTTSC

· Code of conduct, Whistle blowing policy

· Online safety policy

· CPOMS cribsheet

· Fire and emergency procedures 

· Lockdown procedures

· Behaviour management policy 

· Relevant information on curriculum, class groups, pupil pen portraits, breaks, schedules and timetables.

· Policy documents, including School Improvement Plan, SEF
· Assessment advice, recording, reporting, resources and procedures 

After staff have successfully completed the 3 month probation period they will move onto Hope High appraisal cycle and will follow the Monitoring, Evaluation Calendar. Staff will also be part of Hope High wellbeing and supervision procedures.
Governors 

Identification and DBS checks to take place before becoming a member on the governing body and a 128 check will be completed. All new Governors will then be given appropriate induction advice, training and resources by the Clerk to Governors/Headteacher. This may include:

· All governors must provide

· A tour of school

· Directed to safeguarding boards with up to date documents and photos of DSL’s 

· Login passwords to access Schools portal and Educare.

· All governors will be added onto DFE list and become a member of LSGB magazine and receive regular updates

Hard copy of the Governors folder to read including:

· Governors induction handbook

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

· Governors code of conduct, whistle blowing policy

· Acceptable use of IT (MUST be signed)

· Online safety policy 

· Health and safety 

· Fire and emergency procedures 

· Lockdown procedures

· 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 

· Dates and times of Full governors’ meetings and any committees  

· Access and information of previous governing body minutes 

· Information and access to governor training courses. 

Supply Teachers and Agency Staff 

· Identification and DBS checks to take place before entering the school building

· All new supply teachers and agency staff should be given appropriate induction advice, training and resources by the Deputy Headteacher. This should include: 

· A tour of school

· Directed to safeguarding boards with up to date documents and photos of DSL’s 

· ‘An introduction to the school’/ hard copy of staff file folder, relating to the following policies below (a sheet must be signed when read)

· Health and safety

· Acceptable use of IT policy (MUST be signed)

· Safeguarding children and children protection policy and Part 1 of Keeping Children Safe in Education and awareness of DSL’s

· Code of conduct, Whistleblowing policy, online safety policy

· Fire and emergency procedures 

· Lock down procedures 

· Behaviour management policy 

· Relevant information on curriculum, class groups, pupil pen portraits, breaks, schedules and timetables.

Volunteers 

All new volunteers should be given appropriate induction advice, training and resources by DHT or SLT member. This should include: 

· Identification and DBS checks to take place before entering the school building.

· A tour of school
· ‘An introduction to the school’ /hard copy of staff file folder, relating to the following policies below (a sheet must be signed when read)

· Health and safety
· Acceptable use of IT (MUST be signed)

· Online safety policy

· Safeguarding children and children protection policy and Part 1 of Keeping Children Safe in Education and awareness of DSL’s

· Code of conduct, Whistle blowing policy

· Fire and emergency procedures 

· Lock down procedures 

· Behaviour management policy 

· Relevant information on curriculum, class groups, pupil pen portraits, breaks, schedules and timetables.

APPENDIX 1 Induction programme
	Name: 
	Date started:

	Job Title:


	Line Manager:
	Date of completion of Induction:


	Induction Element environment
	Tick on Completion

	Day One
	

	Meet Induction Coordinator
	

	Safeguarding policies and guidance explained
	

	Introduction to Line Manager
	

	Tour work area - introduction to work colleagues and work area
	

	Location of facilities – toilets etc.
	

	Hours of work Arrangements for breaks and lunch
	

	Passwords and access to computer system, office 365, CPOMS, Sims, educare, Portal Oracle
	

	Telephone system and arrangements for personal calls
	

	Use of personal mobiles
	

	ICT and Resources familiarisation
	

	Health and Safety aspects relating to individual’s work
	

	Notes:


	


	Induction Element environment 
	Tick on Completion

	During First Week

• Planned meetings with key people

· Safeguarding policies and guidance training and information provided.

• Personal programme and planned introduction to duties of post - agreed with the Induction Coordinator

· Complete all E-Modules required.

• Meet with Induction Co-coordinator at the end of the first week, review progress and agree training and development needs, identify development needs and agree means of meeting
	

	End of First Month

• Meet with Induction Coordinator and review progress

• Agree action plan to deal with outstanding items
	

	End of Three Months 

• Meet with Induction Coordinator to determine whether Induction Programme is complete or if there are still outstanding items. 

• Agree an action plan to deal with any outstanding items
	

	Notes:


	


	Policies and Procedures 
	Tick on Completion

	Health and Safety This will include: 

• Provision of or reference to the location of the school policy. 

• Information and training in relation to the employee’s responsibilities 

Further training may be necessary depending upon the responsibilities of the post holder
	

	Fire and Emergency Procedures This will include: 

• fire action and other fire notices, 

• location of firefighting equipment, 

• means of raising the alarm including the position of fire alarm points 

• fire evacuation procedure and means of escape, 

• fire assembly points Further training may be necessary depending upon the responsibilities of the post holder
	

	First Aid This will include: 

• location of first aid provisions, 

• location of notices bearing details of qualified First Aiders, 

• means of obtaining first aid assistance 

• policy on providing first aid for pupils Further training may be necessary depending upon the responsibilities of the post holder
	

	Policy and procedures relating to: 

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

Online safety policy

Code of Conduct 

Behaviour Management 

Sickness Absence 

Special Leave of Absence 

Performance Development
	


Appendix 2: Important information
What to do if…….

	I am unwell
	· Please ring the HT between 7 and 8am and explain the nature of your illness/absence and how long you intend to be off work. 

• Unless you have given a definite length of absence, e.g. out for 2 days, you must phone the school before 4.00 pm each afternoon so that we can plan and cover effectively. 

• See the administrative staff regarding self-certification and doctor’s certificates.

	I need leave of absence
	Complete a ‘Leave of Absence form’ as soon as you may need time away from school. Where possible attach evidence of time off needed.  The Headteacher will then inform you of the decision.

	I have an appointment
	Complete a ‘leave of absence’ form and provide a copy of your appointment card. 

Only emergency appointments will be given during school time, all other appointments should be made before or after work.

	I used TeamTeach practice to prevent a child/children getting injured
	Record the incident on CPOMS recording as much factual detail as possible.  Alert Key worker and a member of SLT.  Ensure Key Worker contacts the child’s home the same day.

	I want to go on a course
	Discuss with line manager/ SBM/ Headteacher

	A pupil/ adult has an accident
	Contact a member of SLT and/ or and Pastoral and call first aider if necessary. Record incident on CPOMS. Ensure Key Worker contacts the child’s home the same day.

	I have concerns about a pupil’s behaviour
	Speak to Tutor, Key Worker or intervention staff

Key Worker, tutor or yourself to make contact with home (after discussion)

If appropriate, record concerns on CPOMS

	I suspect a pupil in my class is being abused
	Speak to DSL immediately – Colleen Baguley, Lucy O’Kane, Helen Dunbavin, Mike Tracey, 
Follow School’s Safeguarding procedures

Record accurately on CPOMS

	A pupil is unwell
	Inform a member of SLT team.

Monitor pupil.

Office staff to contact home if no signs of improvement

Record on CPOMS 

	I want to organise a visit
	Speak to EVC (Mrs O’Kane)

Complete a Risk Assessment and Educational Visit Form. See reception to arrange medical forms and packed lunches.

	I wish to order resources
	Speak to School Business Manager (Mr Argile)

	ICT equipment does not work
	Speak to IT Teacher (Mr Harrison) or School Business Manager (Mr Argile)arrison)H

	I need cleaning supplies
	Speak to Site Supervisor (Mr Smith)


Appendix 3 – safeguarding checklist

Use this checklist to ensure all relevant safeguarding information is covered in the induction of all new staff and volunteers

· All new staff must be provided with an induction programme appropriate to their roles and responsibilities.

· It is important that safeguarding induction is covered before the appointee starts working with children.

· Clear expectations of behaviour and professional boundaries must be established with all new members of staff.

· The checklist should be completed and reviewed by the DSL and the employee and signed off.

· This completed checklist should be stored in the employees personnel file.
	Name of staff member:
	
	Name of DSL completing induction:
	

	Start Date:
	
	Date of completion:               (no later than 1 month after start date)
	


	Information to be covered
	Date
	Initials
	Comments

	An overview of the management structure of the organisation
	
	
	

	The procedure for reporting concerns about a child 
	
	
	

	Information about and demonstration of CPOMS and log in provided if appropriate to role
	
	
	

	The procedure for reporting concerns about an adult  
	
	
	

	Attention drawn to Safeguarding Noticeboard, Portfolio and contact details
	
	
	

	Explanation of DSL role and introduction to ALL DSLs
	
	
	

	A copy of the following to be given:


	
	
	

	· Safeguarding & Child Protection Policy


	
	
	

	· Acceptable Use Agreement


	
	
	

	· Code of Conduct

 
	
	
	

	· Whistleblowing Policy 


	
	
	

	· Keeping Children Safe in Education (Part One)


	
	
	

	Guidance on Safer Working Practice with explicit direction to the standards of behaviour and conduct expected.
	
	
	

	Completion of Safeguarding Induction Pack. 
	
	
	

	Details of additional safeguarding training including date to be completed.
	
	
	

	Set up a review timetable ensuring the new member of staff has the opportunity to voice any worries or concerns.
	
	
	


	Staff/Volunteer signature to confirm completion of induction:      

Date:
	

	DSL signature to confirm satisfactory completion of induction:  

Date:
	


Appendix 4: Induction training Checklist

	Hope High School Induction Training Checklist

	Name of Document
	Signature
	Date

	Tour of School
	 
	 

	Staff File Provided
	 
	 

	Read Safeguarding Induction Pack
	 
	 

	I have read and KCSIE part 1 and completed Quiz
	 
	 

	Read School Safeguarding / CP Policy/ whistle blowing policy/ code of conduct CPOMS
	 
	 

	Complete E modules below on educare:
	 
	 

	The Prevent Duty
	 
	 

	Induction Health & Safety in Education: Staff awareness 
	 
	 

	Health and Safety in Education
	
	

	Fire safety in education
	
	

	Moving and Handling 
	
	

	How to be an effective fire warden or fire marshall
	
	

	First aid essentials
	
	

	Food and Hygiene safety 
	
	

	Safeguarding young people 2018                  
	 
	 

	Child protection in Education 2018
	
	

	An Induction to Child Sexual Exploitation
	 
	 

	Sexual Violence and Harassment between children and young people
	
	

	Raising awareness of Honour based violence and Forced marriage
	 
	 

	Female Genital Mutilation awareness
	
	

	Raising awareness of peer-on peer abuse
	
	

	Preventing Bullying
	
	

	Child Neglect
	
	

	Equality and Diversity
	
	

	Online Safety
	 
	 

	Mental wellbeing in children and young people 2018
	
	

	A practical guide to the GDPR for education 
	
	

	The SEND code of practice
	
	

	I have read the Online Safety Policy and sign Acceptable use policy
	 
	 

	I have completed the Defibrillator E Module Training
	
	

	Staff Name:                                                                                                                        Start Date:


Appendix 4: Evaluation and Feedback

This information has been written to help new members of staff settle into school as quickly and comfortably as possible. We hope you have found it useful, accessible and informative. We believe it contains the majority of basic day to day information you will need whilst giving an overview of procedures and routines to be followed in the school. There may be some things that we have missed out. It would be useful to have your input and response to this information. Therefore, as you use it, please note below any comments or omissions which would enable us to improve the quality of this important information.

	What seems to be working well? 

What could be improved? 

Do you have any specific recommendations for improvement?
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