Staff induction
Be clear about who will be responsible for induction
This is important, otherwise your programmes can become disorganised. Choose whether to have:
· One person responsible for induction throughout the school
· The respective line managers responsible for inductions
· Different people responsible for teaching staff and support staff induction
Prepare beforehand
Set up ICT accounts and internet access and take care of any other administrative tasks before the new member of staff arrives.
Communicate clearly with them before their first day. For example, you could email them details such as the dress code and lunchtime procedures, or send them an induction pack to help them prepare.
Make sure induction covers, as a minimum...
· A brief overview of your school and your management structure
· Conditions of employment, for example hours of work and holidays
· Procedures relating to sickness notification
· Health and safety arrangements
· Safeguarding 
Your designated safeguarding lead (DSL) must cover safeguarding as early in induction as possible. 
You should also schedule a second session with the safeguarding lead after 3 to 4 weeks to allow the staff member to ask questions and clarify anything they might not have fully understood.
In KCSIE the following are listed as a requirement for induction: 
· child protection policy
· pupil behaviour policy
· staff behaviour policy / code of conduct 
· whistleblowing procedure
· online safety  
· the safeguarding risks associated with children missing education
Provide important documents
You should give your staff all the materials they need to do their job well. This should form their induction pack, and will include:
· The job description for the post, with line management information
· Your staff handbook. 
· The school improvement plan, self-evaluation form and any relevant subject/departmental action plans
· Any relevant subject, department or year handbooks
· Any relevant policies that may not be included in your staff handbook
· Your most recent inspection report
Mix conversation with materials
Have regular conversations and sessions with the new staff member, as well as providing them with documents. Don't just point them towards policies and your school website.
Spread the induction out
Ensure induction takes place across a number of days or weeks, rather than condensing it into one morning or afternoon. This helps to ensure understanding and avoid overloading the new staff member.
Cover the essentials on the first day, and leave anything they don't need to know straight away until later on.
Once the formal induction is over, informally check in on them every so often to make sure they understand everything.
Ensure your sessions are varied 
· Ensure the new staff member has an induction session with everyone they might be working with 
· Give the individual a mix of role-specific and organisation-specific sessions
You could look to do the same when planning inductions for your new staff.
Provide the member of staff with a 'buddy'
Consider assigning new members of staff a peer they can speak to informally about anything involved with induction. 
You could also consider pairing them up with a pupil. At one school, each new member of teaching staff was given a 'pupil mentor'. The pupil met the teacher in the first week and answered any questions they had about life at the school from the pupil perspective.
Evaluate the success of your programme
Conduct an honest evaluation to determine whether your induction programme is having the impact you’re hoping for. Are you getting positive feedback from new staff?
Some staff members may prefer different ways of learning that you could consider, such as using webinars or apps on phones.
Comprehensive and effective induction processes will:
· Help your new staff understand and buy into your school’s culture and objectives
· Support you in improving your staff retention

See also the very good “Acas Induction Guide”, https://www.acas.org.uk/sites/default/files/2021-03/Starting-staff-induction.pdf 

