TEMPLATE SCHOOL INDUCTION CHECKLIST (school to adapt for use as required)



Employee						School 



Line Manager					Start Date
	 
	Subject (not an exhaustive list)
	Date completed

	Induction/Employee handbook where relevant
	

	School values and ethos
	

	Relevant school policies & procedures e.g Safeguarding, KCSIE
	

	Meet your line manager 
	

	Introduction to team
	

	Meet with assigned buddy or mentor
	

	Ensure all pre-employment checks are complete
	

	Tour of school, facilities, printer, copier and school structure
	

	Identification of required equipment, including ID pass, IT login, etc..
	

	Identification of mandatory training
	

	Health & Safety policy & responsibilities
	

	Emergency evacuation procedure
	

	Personal Emergency Evacuation Plan (PEEP) if relevant
	

	DSE assessment if relevant
	

	How to report an accident or near miss
	

	Personal objectives, including plans for first 3 months 
	

	The probation and appraisal process
	

	iTrent self-service 
	




	Are you satisfied with the information/training you have received to enable you to carry out your role?

	






	What other information would be useful to support you in your new role?

	






	Please provide any further feedback regarding your induction.


	






	Completion

	
	Name
	Date

	Employee

	
	

	Line manager
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