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Changes since last review 
 

Altered training required to reflect new training platforms (appendix 2) and added that training is 
dependent on role. 
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Rationale 
At Little Thurrock Primary School we aim to incorporate all new members of staff into a happy and 

hardworking team, who along with the children, are continually striving to raise standards.   

  

 

Objectives 
The objective of our induction policy is to support new members of staff and help them to:  

  

• Settle into their environment and understand the school’s working practices 

• Develop the skills and knowledge necessary to do their job  

• Understand how their job relates to the rest of the school community  

• Understand the ethos of the school and the standards expected of them  

• Become motivated and effective employees of the school as quickly as possible  

• Complete a successful probation period 

  

In order to achieve our aims, we will offer:  

  

• A member of staff who will act as a line manager and familiarise the individual regarding 

general school issues and procedures  

• An initial interview at which the support manager and new member of staff meet to discuss 

the school organisation and procedures and any specific queries that the new member of staff has  

• Initial essential CPD such as safeguarding training and GDPR training 

• A suitable workload, as specified in the job description  

• Observations of their role (if appropriate), with written and verbal feedback, to support 

professional development and appraisal  

• A timetable of training throughout the year to develop key skills  

• Professional development meetings with their line manager three times a year – a target 

setting meeting, a mid-year review and an end of year review 

• Probation review meetings at 6, 12 and 18 weeks 

  

We expect that new members of staff will:  

  

• Help maintain the school ethos in all situations  

• Play an active part in the daily life of the school and fulfil appropriate responsibilities  

• Complete the stated requirements of the role in line with the job description  

• Act upon the constructive comments of their line manager in relation to performance issues 

• Take the initiative in seeking help and advice from their line-manager in any personal or 

professional matters causing concern  

• Reflect upon their own practice and evaluate their strengths and weaknesses, taking 

appropriate action to help develop their practice effectively  

 

With regards to new members of staff, we expect that line managers will : 

• Be supportive of new colleagues. 

• Provide all the necessary information that new members of staff need in order to fulfil their 

role. 
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• Ensure that probation meetings are carried out at 6, 12 and 18 weeks 

 

 

Additional elements for Early Careers Teachers (ECTs)  
  

ECTs serve a two year induction period and this policy should be read in conjunction with the trust ECT 

policy. 

 

At Little Thurrock Primary School, we aim to offer all ECTs the opportunity to:  

  

• Gain experience of working with children in the classroom and in the wider school 

environment  

• Gain experience of the school as a working organisation  

• Observe experienced teachers at work within the school   

• Gain experience in working across a variety of situations, and of teaching individuals, groups 

and classes  

• Develop skills and understanding in classroom management, and control to establish a 

sound learning environment  

• Demonstrate the ability to work professionally with teachers, children and all other 

members of the school community  

• Gain experience in planning, teaching and the evaluation of lessons  

• Develop sound and competent teaching strategies  

  

In order to implement this, we offer:  

  

• A two-year long period of induction (as per statutory requirement from September 2021)  

• Provision of the agreed non-contact time (10% in the first year of induction and 5% in the 

second year of induction) in order to engage with the Early Career Framework (ECF). This is in 

addition to Planning, Preparation and Assessment (PPA) time. 

• An ECF-based induction programme that supports the ECT to understand and apply the 

knowledge and skills set out in the Early Career Framework’s evidence (‘learn that’) statements and 

practice (‘learn how to’) statements  

• A suitable workload   

• Formal lesson observations, carried out by the induction tutor/mentor, every half term  

• Written and verbal feedback on any observations as quickly as possible  

• Two formal assessment points, ECTs should receive an assessment in the final term of the 

first year (term 3) and in the final term of the second year of induction (term 6). These will be 

supported by regular progress reviews to monitor progress, which will take place in each term 

where a formal assessment is not scheduled  

• Regular one to one mentoring sessions from a designated mentor  

• Support and guidance from a designated induction tutor   

• Professional reviews of progress conducted by the induction tutor to set and review 

development targets against the Teachers’ Standards;   

• The opportunity for ECT’s to observe experienced teachers.  
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Induction Checklist for all staff 
 

All staff can expect to receive the following during the induction process: 

• An explanation of all mandatory training that needs to be completed prior to starting employment 

• An explanation of all mandatory training that must be completed as soon as possible as per the 

training expectations relevant to their role 

• An introduction to their line manager  

• A tour of the school and where toilet and staffroom facilities are located 

• An explanation of the fire evacuation procedures 

• An explanation of how to access the building and car parks 

• Access to the teaching and learning handbook 

• An explanation of the school systems such as CPOMs for child protection and safeguarding 

concerns, EVERY for reading and acknowledging policies and Evolve for planning and organising 

school trips 

• Timetables relevant to their role 

• 6, 12 and 18 week probation review meetings 

  

Staff Induction checklist 
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Appendix 1 : Induction – Checklist 
 

This checklist provides a framework for the planning, delivery and evaluation of the staff induction process at  
 
This checklist should be completed by the immediate Line Manager.   
 
New Staff Member  

Start Date  

Line Manager  

 
FIRST DAY 

Action required Manager’s Notes  

Welcome and introduction to colleagues  

Key diary dates, ensure key meetings and 
events are booked, including regular one to 
ones, and staff meetings. 

 

Familiarise new staff with their 
environment, consider any facilities they 
may find useful 

 

 

Security: 

• provide any necessary ID pass cards, 
car parking cards etc  

• computer passwords  

• building security information 
including, evening and weekends  

 
 

GDPR 

• password policy – forced change 
every six months 

• document security – electronic and 
paper 

• Incident reporting – if you see or 
hear something you must report it. 

• Staff photographs/videos 

 

Health and Safety  

• location of fire exits and ‘Safe 
Havens’ for staff with restricted 
mobility  

• fire and other emergency 
evacuation procedures 

• personal safety guidelines 

• accident and incident reporting 

• on site first aiders 

• risk assessments – VDU, manual 
handling etc. 

 

Work times, breaks, session times, lunch 
etc. 

 

Please sign to confirm that all required 
actions have been completed 

Manager’s 
signature 

 



 Page 7 
 
 

FIRST TWO WEEKS 
 

Action required Manager’s Notes  

Ensure that Probation procedure is 
discussed and understood, i.e. conduct and 
expected levels of performance, including 
confidentiality rules and ensure 
understanding of child protection 
procedures 

 

Identify initial training needs, e.g. ICT 
needs, child protection training etc 
Discuss Performance Management 
processes and plan implementation. 

 

Introduce them to the procedural 
information they may need. e.g. 
Leave (if appropriate) & sickness absence 
reporting and telephone numbers.  
Introduce HR policies. 

 

Introduce them to key school policies (code 
of conduct, child protection, behaviour 
management etc).  

 

Introduce them to facilities and equipment 
they may need to use e.g.  photocopier, fax, 
etc. 

 

Further introductions to key staff outside 
the immediate area 

 

Please sign to confirm that all required 
actions have been completed 

Manager’s 
signature 

 
I confirm that I have been made aware of and have read the following policies/procedures: 
 

 Acceptable Use of ICT Policy – Sign the agreement and return to HR 
 Behaviour Management 
 Code of Conduct 

Data Handling Policy 
Data Protection Policy 

 Disciplinary  
 Equality & Diversity  

Fire Evacuation 
 Grievance  
 Health and Safety  
 Leave of Absence Policy 

New Employment Agreement – Read, sign and return to HR 
 Probation 
 Safeguarding Policy & Keeping Children Safe in Education 
 Sickness Management Procedure 
 Social Media Policy 
 Staff Dress Code 

 
All policies are accessible through Every.  If you cannot access the policies please speak to 
…………………………………..                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
 

I confirm that I consent for photos and/or videos to be used for school’s internal displays, on the school’s 
social media sites, for marketing purposes such as on our school website, school prospectus/brochures etc 
(Note marketing photos may be used until the end of the print run or until the website is updated), in the 
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media (e.g. Newspapers – please be aware that newspapers may be published online), in our newsletters 
(Note our newsletters are published on our website, whole class photo that is taken annually which is 
distributed to all relevant parents/carers. 
New Staff Member‘s Signature…………………………………………………………. 
 

Line Manager’s Signature……………………………………………………………….. 
 
Date………………………………………… 
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Appendix 2 : Induction Training sheet example (dependent on role) 

Policies on Every Date Read 

Working at Height  

Social Medial Policy  

Acceptable Use of ICT Policy  

Data Protection Policy  

Sickness Management Policy  

Leave Of Absence Policy  

Behaviour Management Policy  

Equality and Diversity Policy  

Code Of Conduct Policy  

Disciplinary Policy  

Probation Policy  

Grievance Policy  

Course Name Provider 
 
Date Completed 

Safeguarding   National College 1hr 25mins  

Prevent  National College 1hr 13mins  

KCSIE Document Every  

LTP Safeguarding and Child Protection Policy Every  

GDPR  National College 26mins  

Fire Safety Basics  Flick 8mins  

Health & Safety Introduction  Flick 24mins  

Manual Handling  Flick 40mins  

Certificate in Risk Assessment  National College 20mins  

Understanding Allergies & Anaphylaxis  Flick 13mins  

Slips, Trips & Falls  Flick 8mins  

Stress Awareness Flick 8mins  

Understanding Asthma  Flick 12mins  

Asbestos Awareness  Flick 38mins  

Display Screen Equipment  Flick 8mins  

Electrical Safety Flick 8mins  

Additional Training    

Basic First Aid Flick 15mins  

Certificate in Administering Medication  National College 27mins  

Understanding Diabetes  Flick 13mins  

Food Hygiene Level 3  Flick 40mins  

Infection Prevention & Control  National College 22mins  
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Staff Dress Code Policy  

Health & Safety Policy  

Fire Evacuation Policy  

Data Handling Policy  

 
 

Name………………………………………………………………  Signature…………………………………………………………….. 

 

 

 

 

 

Review  
The governing body reviews this policy every year. The governors may however review the policy earlier 

than this, if the government introduces new regulations, or if the governing body receives 

recommendations on how the policy might be improved.   

 

Links to other policies 

OCAT Early Career Teacher Policy 

OCAT HR Probation Review Procedure 

Little Thurrock Primary Teaching and Learning Handbook 

 


