[image: ]INDUCTION CHECKLIST FOR NEW STAFF (Volunteer/Student) 



Name                                                          Role                                      .

	

	Target date
	Date achieved and who with

	Date of placement
	
	

	Day/hours in school 
	
	

	Area Volunteering/report:
	
	

	Application form complete
	
	

	References
	
	

	DBS received
	
	

	Declaration of interests completed
	
	

	Confidentiality/social media/GDPR
	Day 1
	

	Mission statement – ethos of school
	Week 1
	

	Child Protection Policy & procedures
	Week 1
	

	Keeping Children Safe in Education
	Week 1
	

	Designated safeguarding leads and procedure
	Week 1
	

	Health & Safety Policy –procedures &First Aiders
	Week 1
	

	Behaviour Policy 
	Week 1
	

	Signing in and signing out procedure/security codes
	Day 1
	

	Fire drills and procedures 
	Day 1
	

	School Code of Conduct
	Week 1
	

	Job description – terms & conditions of role/ Line Manager
	Week 1
	

	Introduction to colleagues,
roles & responsibilities
	Day 1
	

	Location of medical 
room and first aid procedures
	Week 1
	

	Location of toilets – pupils’ & staff
	Day 1
	

	Use of phones/mobile phones
	Day 1
	

	Absence reporting procedures
	Week 1
	

	ICT log-in/photocopier/cameras
	Week 2
	

	Staff handbook
	Week 1
	

	Access to all school policies
	Week 1
	

	Ordering of lunch (chargeable)
	Week 1
	

	First Aid & Accident forms
	Week 1
	

	School Improvement plan
	Week 3
	

	Behaviour 
	Week 1
	

	School newsletter
	Week 2
	

	Target pupils (Pupil Premium, SEND, -ve progress)
	Within 4 weeks
	

	Observe a parallel member of staff in your year group
	Within 4 weeks
	



Signed (Volunteer / student / new staff member) 
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