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STAFF INDUCTION POLICY 
Aims
Kingdom Christian School recognises that effective induction is essential to safeguarding pupils, supporting staff wellbeing, and maintaining high professional standards. Induction is a structured and ongoing process that begins prior to appointment and continues throughout the first year of employment.
This policy applies to all teaching and support staff and aims to:
· support staff in understanding and contributing to the school’s Christian vision, values and ethos
· ensure all staff understand their roles, responsibilities and professional expectations
· promote safeguarding, welfare, health and safety from the outset
· support high-quality teaching, learning and professional practice
· build positive working relationships and effective teamwork
· ensure staff feel welcomed, valued and supported
Statutory and Regulatory Framework
This policy has regard to the following statutory guidance and requirements:
· ISI Regulatory Requirements, particularly Part 3 (Welfare, Health and Safety)
· Keeping Children Safe in Education (KCSIE) – 2025
· The Equality Act 2010
· Health and Safety at Work Act 1974
Safer Recruitment and Safeguarding
Staff induction forms a key part of the school’s safer recruitment procedures. No member of staff will be permitted to work unsupervised with pupils until all required pre-employment checks have been completed and safeguarding training has been undertaken.
All new staff will:
· receive safeguarding and child protection training as part of induction
· read and sign to confirm understanding of Part One of Keeping Children Safe in Education
· be made aware of the role of the Designated Safeguarding Lead (DSL) and how to report concerns
· receive guidance on professional boundaries, confidentiality, whistleblowing and staff conduct
The welfare of the child is paramount, and all staff share responsibility for safeguarding and promoting the welfare of pupils.
Roles and Responsibilities
Headteacher
· has overall responsibility for ensuring effective staff induction
· ensures statutory requirements are met
Designated Safeguarding Lead (DSL)
· ensures safeguarding procedures and expectations are clearly communicated
· ensures safeguarding and Prevent training are completed
Line Manager / Induction Lead
· supports the new staff member during induction
· provides guidance, mentoring and regular opportunities for discussion
· monitors progress and addresses any concerns
Governing Body
· has oversight of this policy and its implementation
New Member of Staff
· engages fully with the induction process
· familiarises themselves with school policies and procedures
· upholds safeguarding responsibilities and professional standards
· keeps records to support professional development

The Induction Process
Induction begins prior to the start date where possible and continues throughout the first year of employment.
New staff will be familiarised with:
· their role and responsibilities
· classroom or role-specific expectations
· daily routines, timetables and planning systems
· school policies and procedures, particularly safeguarding, child protection, health and safety
· staff code of conduct, including use of mobile phones and social media
· resources, facilities and support systems
Regular meetings will take place during the induction period to provide support, address questions and review progress.
Equality, Inclusion and SEND
In accordance with the school’s Equal Opportunities Policy, the induction process ensures that staff understand and respond appropriately to the diverse needs of pupils, including those with SEND, disabilities, or medical needs.
Staff are supported to promote inclusion and ensure that all pupils are treated with dignity, fairness and respect.
Training and Professional Development
As part of induction, staff will receive or be directed to training in:
· safeguarding and child protection
· Prevent duty
· Online safety 
· Cyber security
· Allergy awareness 
· health and safety
· behaviour management
· performance management and appraisal procedures
Induction supports ongoing professional development and forms the foundation for continued training and appraisal.
Confidentiality and Professional Conduct
All staff are expected to:
· maintain confidentiality at all times
· uphold professional boundaries with pupils and families
· follow the Staff Code of Conduct
· use social media and mobile phones responsibly and in line with school policy

Induction Checklist
The school maintains an induction checklist to ensure consistency and compliance. This includes:
· welcome and introductions
· provision of key documents and policies
· safeguarding and health & safety procedures
· training requirements
· confirmation of policies read and understood
The checklist is completed and retained as part of the school’s safeguarding and personnel records.

New Staff Induction Checklist

	
	Date
	Comments

	Welcome and introduction

	· Inform all staff of arrival of new employee and role
· Allocate Team Leader/Line Manager if appropriate
· Welcome new employee and introduce to staff
· Give important diary dates/school calendar
· Show school website
· Provide:
· Job description/contract
· Daily/weekly timetable
· Working hours
· Information on holidays
· How to record extra hours 
	
	

	Facilities


	· Car parking
· Access to building and layout
· Security
· Toilets
· Printer
· Kitchen and drink making facilities
	
	

	Health and safety and safeguarding 

	· Health and safety in general and school procedures
· Fire exits and fire extinguishers
· Fire drill rendezvous point
· First aid/accident book/medical information for children
· Child protection procedures and knowledge of DSL
· Knowledge of how to report a concern and follow this up
· Visitors procedure
· Protocols with parent and other helpers
· Personal belongings including mobile phone
	
	




	
	Date
	Comments

	School vision/policies

	· Mission statement
· Prospectus
· School priorities/SDP
· Communication with parents, governors etc
· Policies inc internet /social media & staff conduct 
	
	

	Training and development

	· Performance management including appraisals
· Safeguarding training
· Prevent training 
· Allergy awareness
· Cyber security 
· Online safety 
	
	

	Classroom

	· Timetable
· Location of resources, including wet play
· Class rules
· Sanctions and rewards
· Filing work
· SEN information
· Home-school contact
· Off-site visits
	
	

	Policies received and read
	
	

	· Child protection policy 
· Behaviour policy
· Staff code of conduct 
· Part one of KCSIE
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