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LAYING FIRM FOUNDATIONS

Induction Checklist and Record 

This checklist should be placed in your Professional Development portfolio together with any other appropriate documentation

Name: ________________________________________________________

Team: Teaching/Admin/Learning Support/Lunchtime Supervisory Caretaking

Commencement Date: _______________ Induction by: _________________

	CHECKLIST
	Action by 
	Date

	Welcome to School 

· Introduction to members of the team 

· Run through induction presentation
· Immediate security (fire), safety (CP/mobiles), organisational including refreshment. 

	Susan Calvert
	

	The School and Layout of the site
· Premises – tour of the school 

· Staff structure, governors and PTA 

· School resources/storage/photocopying etc.

	Juliette Longman 
	

	Conditions of Employment

· Contract of employment including salary, hours of work, induction of NQTs, holidays and pay arrangements 
· Contact details for internal communications 

· Disciplinary and grievances procedure 

· Absences 


	Fiona Williams 
	

	Employee Development 

· Job description & annual appraisals including staff chats twice a year

· Continuous professional development 


	Susan Calvert 
	


	CHECKLIST
	Action by 
	Date

	Staff Code of Conduct and Policies 

· Staff handbook and expectations, communications and staff meetings

· Health & Safety Policy including first aid, fire, accidents, risk assessment

· All policies on website under https://braywood-ce.eschools.co.uk/web/our_school_procedures/36216

	To be read by staff  
	

	Paperwork given to staff members 

· A school prospectus, welcome pack, staff code of conduct

· Job description

· An email address (if teacher) and part of BB WhatsApp group

· Contract and salary documentation


	
	

	Do you have any further questions? 
Is there anything else you feel that you need to complete your induction? 

What level of support did you receive from other members of staff to help you complete your induction programme? 


	
	


	My induction has been completed satisfactorily.

Induction Manager’s Name: _______________________________________

Signed:  _________________________ Date ____________ (Line Manager) 

Signed:  _________________________ Date ____________ (Employee) 

Please bring this with you to the Induction Review meeting, which will be held within one month of you joining the School. 
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