	Induction Checklist for New Staff/Students/Volunteers

Name:
                                                                              Job Title:

Date started:



	Action
	Checked by
	Date

	Pre employment
	
	

	Pre-employment checks completed including CRB
	
	

	Pigeon hole and locker key allocated


	
	

	ID badge allocated


	
	

	Tea & Coffee – Yes /No Cost
	
	

	
	
	

	First day
	
	

	Welcome and Staff/Student Handbook discussion/handover
	
	

	Tour of building including toilets and staffroom (including diary and notice board)

	
	

	Health and Safety procedures (in Handbook)


	
	

	Safeguarding and Confidentiality (in Handbook)


	
	

	Medical Needs policy and practice 


	
	

	Absence procedures (in Handbook)

	
	

	Pass and security door codes (if appropriate)


	
	

	Introduction to Line Manager and Peer Mentor (if appropriate)


	
	

	Staff details form including medical needs


	
	

	Statutory training arrangements – Safeguarding and Team Teach
	
	

	Basic Safeguarding Training 
	
	

	PAMP File – Location etc
	
	

	Inclusion and Additional Needs

	
	


	First week
	
	

	Meeting with Line Manager


	
	

	Meeting with Mentor


	
	

	Log on for public server

	
	

	First Month
	
	

	Additional Safeguarding training (if appropriate)


	
	

	Team Teach training (if appropriate)


	
	

	Future development needs noted


	
	

	
	
	

	Induction Completed (date):

Signed:





(staff member)

Signed:





(Line Manager)
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