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West Lodge School Induction Policy 

For use with teachers and senior staff 

 
Rationale 
 
Effective induction of new colleagues at West Lodge School will ensure a two-way benefit. For the new member 
of staff they will, more quickly, feel at ease in their new job and with their new colleagues; they will therefore be 
able to do their job to their own satisfaction more readily. They will also be more assured that they are reaching 
the performance standards required by the school and feel a part of the school community more quickly. For the 
school, the benefit will be through a smoother transfer of jobs from one postholder to another and employees 
more readily achieving the performance standards required. 
 
Induction should also be extended to recognise that this applies to existing members of staff taking on new roles 
and responsibilities. The same benefits for the individual and the school as recognised above will apply.  
 
Objectives 
 
Induction for new members of staff at West Lodge School will seek to do the following; 
 

 Ensure that each new employee understands their responsibilities; their role; how this relates to the rest 
of the school and its Development Plans. 

 Ensure that members of the SLT at West Lodge are introduced and their roles explained 

 Ensure that health and safety procedures are explained and include Child Protection training 

 Ensure that training in equal opportunities is provided 

 Ensure that standards and procedures relating to pupil behaviour are explained 

 Ensure that standards and procedures relating to members of staff are explained 

 Ensure that standards and procedures relating to parents are explained 

 Ensure that the annual appraisal system is explained 

 Provide information on the physical layout of the school; where resources are stored; how resources are 
ordered. 

 Identify immediate training needs and plan training to meet them; begin to identify longer term career 
development  

 Appoint a mentor who will provide a first port of call for day-to-day needs and concerns 

 Provide an opportunity to meet with a member of the SLT to review induction 

 Provide an opportunity to meet with the Bursar 

 Provide a staff handbook that lays out the above for future reference and whole school policies 

 Assist the new member of staff  to enjoy their new job 
 
NQT 
 
The NQT will follow the same programme laid out for all new staff members. After the initial induction a specific 
programme of mentoring in line with ISTIP will be followed with the NQT and their mentor. 
 
Organisation 
 
For new teaching staff: 
Much informal induction begins during the application process, job interview and discussions leading up to 
appointment to the post. Contractual issues will be discussed and settled at the time of formal appointment and 
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signing of contract. Outlined below are the formal steps that will be taken to ensure effective induction into the 
job. These will be monitored. 
 
Formal induction will be provided in these steps: 
 

1. Pre-employment check and/or visit 
2. Initial induction meeting 
3. First full staff INSET 
4. First fortnight 
5. Half Termly 
6. End of year 

 
1. Pre-employment check or visit 

 
It is useful for a new employee to visit the school before employment commences. Opportunities to meet future 
pupils, colleagues and to get to know the way around are available and will be discussed with the Head.  
 

2. Initial Induction Meeting 
 
An initial induction meeting for new teaching staff will be arranged. This will be attended by the  Head Teacher 
and possibly the School Business Manager and Deputy Head. During this meeting there will be;  
 

 a chance to address any initial concerns 

 a tour of the school if required again. 

 first session on logging on to the network/e-mail/interactive whiteboard 

 discussion of who does what 

 discussion of the first term calendar 

 discussion of staff meetings & routines 
 
The Head Teacher will meet separately with the new member of staff to address:  
 

Safeguarding Policy   

Keeping Children Safe in Education” issued  

How to report Safeguarding concerns   

First aid procedure   

 
The School Business Manager will meet with the new employee to address 
 

 Fire evacuation procedure  

 Health & Safety reporting  

 P45 and P46 related matters  

 Bank account details  

 Data Protection procedures  

 
3. First Full Staff INSET Day 

 
Teaching Staff INSET is usually prior to the start of term. During this time, should new staff be joining the school, 
specific time will be set aside for their further induction. This will involve: 
 

 formal introduction to the whole staff and their mentor 
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 opportunity to have a handover meeting with relevant staff if not already taken place 

 Further child protection training if required 

 Opportunity to check use of the IT network with IT staff 

 New staff joining throughout the year will have this programme directed by a senior member of 
staff 

 Meet with the School Business Manager, Mentor or IT staff to go through registration and how 
to access pupil records 
 

New staff will also be included in any whole staff training being provided. 
 
 

4. First Fortnight 
 
During the first fortnight in the school there will be: 
 

 A fire drill  

 A meeting with the Head Teacher to outline the grievance procedure and other contractually-related 
employer/employee procedures 

 Two formal meetings (as a guide 30mins) with their mentor to go through routines and concerns, plus 
informal day to day support 
 

5. First Term 
 
During this time there will be: 
 

 Regular meetings with mentor or parallel work colleagues to address any concerns and provide feedback 
– these will mostly be in the form of day to day support. 

 A formal meeting with a member of the SLT to review the first term. 
 

6. First Year 
 
Beyond the end of the first term and within the first year there will be: 
 

 Continued meetings with mentor or parallel work colleagues and the opportunity to extend mentoring 
if this is felt to be useful and appropriate (to follow the pattern above) 

 A formal meeting with the Head Teacher after six months of employment to review induction & confirm 
completion of the induction period.  Formal completion of the induction process will then be confirmed 
in writing by the Head Teacher.  

 

Please see below for three appendices: 

Appendix A: New Staff Induction Form 

Appendix B: Induction Guidance for Mentors 

Appendix C: Induction Checklist – New Teachers 
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Appendix A: New Staff Induction Form 

New Staff Member Initial Induction 

 
NAME  
 

 

 
POSITION 
 

 

 
START DATE 
 

 

 

DBS received & original copy seen? YES  /  NO 
confirmed by:  

References received? YES  /  NO 
confirmed by: 

Medical Fitness Declaration received?  YES  /  NO 
confirmed by: 

Childcare Disqualification Declaration received? YES  /  NO 
confirmed by: 

 

INDUCTION CHECKLIST: 

Safeguarding Policy issued   “Keeping Children Safe in Education”  Annex A 
issued 

 

How to report Safeguarding concerns explained   Fire evacuation procedure explained  

First aid procedure explained   Health & Safety reporting explained  

Staff Code of Conduct   Shown staffroom  

P45 supplied or P46 completed   Bank account details provided for salary  

Pupil Behaviour Policy   Data Protection Protocol  

 

DECLARATION STAFF MEMBER 

I have been issued with copies of the School’s Safeguarding Policy, Staff Code of Conduct and the DfE document “Keeping 

Children Safe in Education” which I agree to read, comply with and promote.  

 

. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
signed date 

 

Further monitoring and reviews will be undertaken, in accordance with the School’s Induction Policy, during the initial 

period of employment.  
 

 
INITIAL INDUCTION PROCESSES COMPLETED.  
STAFF MEMBER  CLEARED TO START WORK BY: 
 

 

 
NOTES: 
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Appendix B: Induction Guidance for Mentors 

 

The Role of the Mentor 

 

The relationship between the Mentor and the Mentee should focus on the Mentee’s personal 

and professional development. Mentoring may: 

 

 Speed up the learning of a new job and reduce the stress of transition. 

 Help the new member of staff fit into the organisation and to adopt the values of 

West Lodge School. 

 Provide information about the school. 

 Draw on the mentee’s experience.  

 Share good practice. 

 Empower the mentee to work independently and, where appropriate, use their 

initiative. 

 

                                    The Effective Mentor 

 

 Meets with the new member of staff during the pre-term INSET day. 

 Introduces him or her to other members of staff. 

 Clearly defines the role of the mentor. 

 Ensures that the new member of staff knows when he/she can be contacted. 

 Helps the mentee to prioritise. 

 Recognises the mentee’s previous experience and shows understanding whilst he/she 

comes to terms with their new environment. 

 Meets the Mentee regularly in accordance with the guidelines set out in the Induction 

Policy. 

 Explains necessary administrative procedures as set out in the Staff Handbook. 
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Easy ways to help and support your mentee 

 

 Introduce them to all academic and non-academic staff. 

 Guide them to resources for their subject and/or year group. 

 Share good practice generally. 

 Meet regularly at agreed times in accordance with the Induction Policy. 

 Give guidance or point them in the direction of a helpful colleague for: 

- Report writing. 

- Subject planning. 

- Planning an educational visit. 

- Planning a sports fixture. 

- Other standard school reports and procedures. 
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Appendix C: Induction Checklist – New Staff 

Item When? Who? Key Handbook Items for Discussion Complete (√) Comments 

Initial induction 

meeting 

During INSET or 

before 

Head, Deputy, 

Mentors 

Dress Code,  Parking, Routines – Daily, 

Weekly, Termly; Staff Handbook  

  

Tour of school Before start of 

term 

Induction 

Mentor or 

Deputy Head 

General Discussion of school routines etc. 

Sanctions & Rewards, Anti Bullying 

Procedures. 

  

Safeguarding Training Before start of 

term 

Designated 

Safeguarding 

Lead or Deputy 

Safeguarding Policies & KCSIE provided & 

explained by DSL; Child Protection Training 

provided by Designated Safeguarding Lead. 

  

IWB introduction, 

email & network 

Before start of 

term 

IT Support 

Mentor 

ICT Facilities, Email, Resources   

First full staff INSET Before start of 

term 

Whole Staff 

 

   

Handover meeting with 

previous teacher 

During INSET 

time or before 

Previous  

teacher / 

Mentor 

 Registration,  Pupil Information, Learning 

Support / Inclusion,  Resources  
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Induction Mentoring 

Meeting 1 

Week 1 Induction 

Mentor 

Absence – temporary, illness, cover  

Assemblies & Year Group Meetings; Duties; 

First Aid; Buildings & Staff Room; Rewards & 

Sanctions; School Office & Stationery; School 

Day – Lesson Timings & Timetables 

  

Induction Mentoring 

Meeting 2 

Week 2 Induction 

Mentor 

Review of First Week & Resolution of Any 

Problems 

  

Weekly induction 

mentoring Meetings 

  

Within first  

half-term 

Induction 

Mentor 

Booking of INSET & Courses; Parents’ 

Evenings & Reports  

  

 Fire Drill / Health & 

Safety Training 

Within first   

half-term 

Head / School 

Business 

Manager 

Fire Drills 

 

  

Induction Review 

Meeting  (1) 

End of first 

half-term 

Mentor Review how the new member of staff has 

settled in during their first half-term 

  

Review Meeting End of first term SLT Review how the new member of staff has 

settled in during their first half-term. Resolve 

any issues. 

  

Induction Review 

Meetings  

Each half-term to 

end of probation 

Mentor As above   
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 For New Teachers 

This checklist provides an easy to see check that the procedures outlined in the Induction Policy have been successfully 

completed. Please use this checklist to keep a check for yourself that your induction has been thorough. In the event of an area 

of induction being missed out or overlooked please see your Induction Mentor or the Head who will then arrange for this area 

to be covered. 

 

Signed Mentee______________________     Date ____________ 

 

End of probation 

period 

Completion of 

probation period 

Head Head to give feedback & confirm completion 

of induction period in writing or agree 

extension with targets if necessary. 

  

Review of need for continuing mentoring – please detail whether mentoring support to continue? In what format? For how long? 

 

 

 

 

 

 

 



 

10 | P a g e  

 

Signed   Head ______________________     Date ____________ 

Policy Name Induction Policy Last Review 

Date 

September 2021 

Status Complies with ISI Handbook  Governors Review  

  Next Review September 2023 

Circulation Governors / all staff. 

(Internal Document) 

  

 


