
Induction Checklist - Classroom Information

	
	(
	Comments

	Health & Safety:
	
	

	- Fire drill rendezvous point
	
	

	- Medical information for children
	
	

	- Safety equipment - only if relevant to the job
	
	

	Classroom Layout:
	
	

	- For individual activities
	
	

	- Any special requirements for individual learners
	
	

	- Coats/bags
	
	

	Resources:
	
	

	- Location
	
	

	- Organisation
	
	

	- Tidying up procedure
	
	

	Class Timetable:
	
	

	- Daily
	
	

	- Weekly
	
	

	- Activities outside classroom i.e. Computer suite
	
	

	- Arrangements for PE
	
	

	- Special events
	
	

	- Off-site activities
	
	

	- Personal timetable (for moving within school)
	
	

	Procedures: individual teachers may vary
	
	

	- Permission to leave classroom
	
	

	- Toilet
	
	

	- Use of erasers, pens, sharpeners, calculators
	
	

	- Marking work
	
	

	- Completed work - storage
	
	

	- Access to computers
	
	

	Break Time: Procedures for 'staying in'
	
	

	- Drinks/snacks
	
	

	- Wet play resources
	
	

	Other Adults:
	
	

	- Role i.e. students, student teachers, parent
	
	

	Planning Meetings:
	
	

	- Schedule to meet with class teacher
	
	

	- Support staff meeting times
	
	

	Equal Opportunities:
	
	

	- Classroom focus or issues
	
	

	Curriculum:
	
	

	- Plans with specific instructions to TA from teachers i.e. 
   Learning Outcomes
	
	

	SEN Information:
	
	

	- Visual timetables, pupils on SEN register, I.E.Ps
	
	

	Homework:
	
	

	- Procedures
	
	

	- Diaries
	
	

	- Timetables
	
	

	Behaviour Management:
	
	

	- System
	
	

	- Class rules
	
	

	- Sanctions and Rewards
	
	

	Record Keeping Requirements:
	
	

	- Computerised
	
	

	- Record group/individual attainment
	
	

	Liaison with Home:
	
	

	- Policy on contact with parents
	
	

	- Resources that go home
	
	

	- Home-school contact method (copy of home/school

 agreement)
	
	

	Prospectus/Staff Handbook:
	
	

	- Induction Pack
	
	

	Special Designation:
	
	

	Governing Body:
	
	

	School Development Plan:
	
	

	School Family Tree:
	
	

	- Organisational structure
	
	

	- Location of each person
	
	

	Communication System:
	
	

	- Staff meetings
	
	

	- Newsletter/memos
	
	

	- Website
	
	

	- Staff notice boards
	
	

	Health & Safety:
	
	

	- Fire drills
	
	

	- Accident procedures
	
	

	- Site security
	
	

	- Visitors procedure
	
	

	- Giving medication
	
	

	- Child Protection – name of and how to contact the Designated Safeguarding Lead
	
	

	- First Aiders
	
	

	- Hygiene requirements
	
	

	- Medical procedures for unwell pupils
	
	

	- Knowledge of risk assessments
	
	

	School Timetable:
	
	

	- Dates of school year
	
	

	- Staff development days
	
	

	- Times of school day
	
	

	- Weather closure procedures
	
	

	- Timetable for school trips
	
	

	- Assemblies
	
	

	- Special events
	
	

	- Exact lesson times
	
	

	Recording:
	
	

	- Data protection requirements
	
	

	- Location of all records
	
	

	- Whole school requirements
	
	

	School Policies/ Procedures:
	
	

	- Uniform, jewellery
	
	

	- Behaviour (sanctions and rewards)
	
	

	- Anti-discrimination issues
	
	

	- Homework
	
	

	- Use of resources/Internet
	
	

	- Use of photographs and video of pupils
	
	

	- Child Protection
	
	

	- Keeping Children Safe in Education – information for all school and college staff 
	
	

	- Whistleblowing (Protected Disclosures Procedure) 
	
	

	Location and Timetabling of Resources:
	
	

	- ICT and booking schedule
	
	

	- Photocopiers
	
	

	- Books
	
	

	- Library
	
	

	- Other equipment
	
	

	- Technician support
	
	

	- Procedure for broken equipment
	
	

	Personal Work Protocol:
	
	

	- Line Manager
	
	

	- Reporting sick or staff absence
	
	

	- Use of photocopier/telephone/Internet
	
	

	- Continuing Professional Development Programme
	
	

	- Performance Management procedure
	
	

	- Dress code
	
	

	- Times of work
	
	

	- Social events
	
	

	- Staff room protocol (coffee money/birthdays)
	
	

	Map of School:
	
	

	- Room locations
	
	

	- Specialist areas (gym, hall, lunch)
	
	

	Pupil Transport To/From School - Procedures: Travel Plan
	
	

	Break Time Procedures:
	
	

	- Duties
	
	

	- Arrangements for lunchtime i.e. activities
	
	

	Parent Teacher Association:
	
	

	- Programme
	
	

	- Communication with parents
	
	

	School Clubs:
	
	

	Outside Agency Involvement e.g. SEN, Education Welfare, Occupational Health
	
	

	Whole School Meetings and Assemblies:
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