GENERIC INDUCTION CHECKLIST FOR NEW SUPPORT STAFF
	Tasks – What you should have been shown/told about

	Target date
	Tick when this has this been achieved?

	Mission statement – ethos of school
	
	

	Child Protection Policy & procedures
	
	

	Health & Safety Policy –procedures &First Aiders
	
	

	Behaviour Policy 

	
	

	Fire drills and procedures 

	
	

	Keeping fire doors & exits clear

	
	

	Ensuring doors are locked
 
	
	

	Signing in and signing out procedure/security codes
	
	

	Confidentiality

	
	

	Allocation of Mentor

	
	

	Job description – terms & conditions of role/ Line Manager
	
	

	Location of medical room and first aid procedures
	
	

	Introduction to colleagues,

roles & responsibilities
	
	

	Tour of school premises

	
	

	Where to store personal belongings
	
	

	Location of toilets – pupils’ & staff
	
	

	Duties/rotas

	
	

	Staff meetings & briefings
 
	
	

	Use of phones/mobile phones


	
	

	Internal/external postal systems

	
	

	Tea fund


	
	

	Absence reporting procedures

	
	

	Union Representation

	
	

	ICT/photocopier/cameras

	
	

	Staff handbook

	
	

	Access to all school policies

	
	

	Ordering of lunch (chargeable)

	
	

	Assemblies

	
	

	School Code of Conduct

	
	

	Accident forms

	
	

	Process for support, CPD and Performance Management

	
	

	School Improvement plan

	
	

	Overtime claims

	
	

	Refund of purchase

	
	

	Ordering stock

	
	

	Behaviour Incident forms

	
	

	School newsletter

	
	

	For you to add your own requirments
	
	

	
	
	

	
	
	

	
	
	

	
	
	


