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About this document

Induction is the process for welcoming newly recruited employees and supporting them to adjust to their new roles and working environments. It is helpful to see the induction as a process in four stages: pre-arrival; arrival; training; follow up.

Why is it important?

· Induction is not only important for new starters, but is equally important for employees who are promoted, transferred or relocated to a different post within the council.

· Some employees may have specific needs that need to be considered e.g. school/college leavers; employees from minority ethnic or religious groups, disabled employees, remote workers etc.

· The checklist sets out an agreed procedure for ensuring that employees who are new to the organisation or new to a role are given the information they need. 

· The probationary process allows line managers to feedback on an individual’s performance and assesses their suitability for the job, while giving the employee time to demonstrate their abilities and get a feel for the job.

What this document is for

· It serves as a series of prompts for managers to act where required. Not all entries will be relevant to all roles so managers need to exercise their discretion.

· The probation/performance review section will ensure and demonstrate that the probation process is followed correctly.  


Induction will be different for each post, but an effective induction should strike a good balance between online training modules, managerial direction, shadowing of colleagues and self-directed learning.

This is a checklist to assist with induction. It is essential that evidence is kept of key actions undertaken. Completion of this checklist can be part of this evidence. Evidence of induction actions held in alternative formats or documents must be included as part of an induction portfolio of evidence.
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Induction process - what happens when? 

The induction period refers to the first X months for new employees or for existing employees moving into a new job or returning after long-term absence (Section A).
 
The key timeline for induction is summarised below. Managers should use this to fix dates in their diary with their new team member.


1.  Induction checklist

1.1 Pre-arrival - before an employee starts their new job 

	Activity
	Date completed

	Consider and organise any special needs e.g. employee with disabilities or special traits (young, pregnant etc.)
	

	Inform reception of new starter arrival date and time and who they will be met by
	

	Plan the induction schedule and the initial activities and work for the new employee
	

	Ensure the new starter is added to relevant email or other circulation lists
	

	Consider role-specific training e.g. use of specialist software, health and safety
	

	Ensure your team and relevant colleagues know who is joining and when
	

	Consider invites to relevant upcoming meetings
	

	Identify people the new starter needs to meet and spend time with as part of their induction. Make clear what you want them to cover and set aside time in their diaries – meetings can be booked ahead of the new starter’s first day
	

	Inform employee of car parking arrangements (if appropriate)
	






1.2 Arrival – first day in post 

	Activity
	Date completed

	General introduction to immediate colleagues and team
	

	General orientation, location of toilets, kitchen, recycling points etc
	

	Introduce managerial or supervisory colleagues
	

	Identify emergency exits and fire/bomb alert procedures
	

	Explain use of printers, photocopier, phones, voicemail and similar as appropriate. 
	



1.3 Arrival - weeks 1-2 

	General activity
	Date completed

	Employee completes any mandatory school/trust training [insert link to list if one exists].
	

	Go through the new employee’s duties from the job description and your expectations of performance.
	

	Absence/sickness reporting procedures.
	

	Explain any forms and general workplace procedures.
	

	
Health and safety
	Date completed

	An awareness of their employee responsibilities [insert school/trust expectations/H&S policies link] for health and safety. 
	

	Discuss any specific requirements for employees with disabilities or special traits (young, pregnant etc.)
	

	An awareness of health and safety [insert link to relevant documents] procedures including any which are specific to the job role
	

	Explain first aid and accident/incident reporting procedures
	

	Undertake specific workplace risk assessment and display screen equipment risk assessment as appropriate
	

	
Responsibilities for keeping information secure and confidential
	Date completed

	Explain the importance of maintaining confidentiality and adhering to the school/Trust confidentiality statement/policy
	

	The need to protect sensitive information and how this is achieved
	

	How and where sensitive information should be stored/saved
	

	How to dispose of sensitive information securely
	

	Safeguarding essentials
	Date completed

	The requirement for all employees to complete appropriate Safeguarding training in line with Keeping Children Safe in Education (KSIE)
	

	Where relevant to role, understands responsibilities for safeguarding children in line with the Oxfordshire Safeguarding Children Board, Keeping Children Safe in Education (DfE, 2023)
	

	
Understands the process and procedures for {insert any links relevant to school/Trust for reporting child protection concerns, e.g., CPOMS} and contributing to child protection enquiries
	























1.4 Training and information: weeks 3-8 

	Key policies and procedures to be aware of 
	Date completed

	Check that the employee has access to and an understanding of their responsibilities for the following [This is by no means the complete list of policies but ones they need to be aware of in the first few weeks; insert link to where further school/Trust policies can be found]

	Acceptable use of school/Trust equipment 
	

	Code of conduct
	

	Data protection - information
	

	Declaring and registering interests
	

	Dignity at work
	

	Equality and diversity
	

	Freedom of information act
	

	Gifts and hospitality
	

	Raising concerns at work, grievance and whistle-blowing
	

	Social media
	

	Special Educational Needs and Disabilities (SEND)
	

	Job related aspects of work
	Date completed

	Explain how the new employee fits into the team and the organisation and your team priorities and plans
	

	Provide an introduction to the performance management which includes one to ones (or the title that your school/Trust uses) and how performance is monitored
	

	Agree and confirm dates for regular one to ones plus probationary review dates in line with school/trust timescales
	

	[bookmark: _Hlk181095730]Consider role specific training and identify any gaps New-starter Skills and Knowledge Profiling Tool (NSKPT) [INSERT LINK] (It may be more appropriate to use the Self-Evaluation Tool if you have worked in a similar role previously).
	

	Discuss and agree development needs using New-starter Skills and Knowledge Profiling Tool (NSKPT) to identify  [INSERT LINK] and how these will be met e.g. on-the-job; shadowing; formal classroom training. (It may be more appropriate to use the Self-Evaluation Tool if you have worked in a similar role previously).
	

	Ensure employee has access to or their own staff list including each person’s role.
	

	Provide employee with names, roles and brief information about visiting professionals they are likely to encounter in relation to their role, e.g., Social Workers, Educational Psychologists, Specialist Advisory Teachers, Alternative Provision Providers
	

	
Monitor progress and resolve any difficulties with development, recording progress made to date
	

	Check the new employee has completed any mandatory training 
	

	Discuss communication methods and reporting procedures in the team/service
	

	
Saving energy and resources
	Date completed

	Explain the employee’s responsibilities in relation to saving energy and resources and awareness any school/Trust policies relating to Climate action
	
















1.5 Follow-up: Weeks 8-12

	
Review progress through induction activities
	Date completed

	Are there any areas that need further explanation/detail?
	

	Are there any gaps?
	

	What further support might be needed? And note where could this support be sourced from (internal/external)
	



2. Induction checklist completed

The induction checklist should be completed by the end of week [Insert timeframe that is standard in school/Trust] and should be signed and agreed by the line manager and the employee at the first progress review meeting.


This induction checklist has been successfully completed.

	Name
	Signature
	Date Completed

	Employee: 
	
	

	Line manager: 
	
	



Once signed the checklist should be kept locally for future reference and until the probationary period is successfully completed and the employee is confirmed in post.
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