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We value every child in our community: we want them to aspire to the greatest things!   
  
   

   
Induction Policy 
   

  
September 2023   
AIMS OF THE POLICY
The aim of this policy is to provide clear guidelines as to what is covered in induction when a member of staff starts at Paisley Primary School or has an internal change of role.  This policy is to reinforce the school’s commitment to induction and is to be used as a tool to welcome staff to the school.
THE SCHOOL VISION/ETHOS
Paisley Primary School holds in high regard the Safer Working Practice Guidance for Adults who work with Children (February 2022), and expects all staff and volunteers to be committed to this.  This document will be discussed with new staff, following their employment at Paisley Primary School. Our induction is used in Paisley Primary School to set clear expectations and boundaries of the role the new staff is appointed to and ensures that the individual is clear on what is acceptable and unacceptable behaviour.
THE SCHOOL’S COMMITMENT TO INDUCTION
Paisley Primary School is committed to providing an effective induction for all staff.  The induction starts prior to a member of staff’s first day in the role, and will continue throughout the first year.  Paisley Primary School sees induction as the beginning of a continuous learning cycle and encourages professional development of staff at all levels in the school to support pupil outcomes.  
Although it is appreciated that supply staff could only be in school for a matter of days or less, Paisley Primary School is committed to giving supply staff some basic level of induction as they have 1:1 contact with our children and are part of our team. 
New staff need to understand the school’s mission, goals, values and philosophy; personnel practices, safeguarding responsibilities, health and safety rules and the job the staff are required to do, with clear methods, timescales and expectations.

Following appointment to Paisley Primary – The Constellation Trust
Following appointment, new starters will be contact by HR and instructed to complete the following online forms: 
Starter Pack including:

· The Constellation Trust – Health and Safety Policy

· The Constellation Trust –  ICT Password Policy 

· The Constellation Trust – Privacy Notice 

· Keeping Children Safe in Education (September - 2022) 

· KCSIE Declaration

· Criminal Convictions Disclosure 

· DBS - Self Declaration
· Privacy Declaration

New starters will be required to complete on line training (Links will be sent via email from HR) for the following:

· Safeguarding in Education 

· GDPR 
· Prevent 
FIRST DAY 
On the first day, the new member of staff will be met by a member of the Senior Leadership Team and welcomed to the school. A meeting between the designated Safeguarding Lead (Su Hoy) will be arranged. 

Their day will be planned to ensure the new member of staff is given all the relevant information and an opportunity to address any queries they have in relation to the documentation or policies provided in their pre-read pack.

An induction pack will be given to the new starter including the following:

· Issue ID badge and fob 

· Whole school tour

· Location of staffroom, toilets, fire exits

· Staff Handbook 

· Health and Safety Policy 

· Code of Conduct Policy 

· Keeping Children Safe in Education 

· Child and Safeguarding Policy 

· Behaviour Policy 

· Anti-Bullying Policy 

· E-Safety Policy 

· S.E.N.D Policy 

· Whistle Blowing Policy 

· Physical Intervention Policy 

· Asthma Policy 

· Managing Medical Needs policy 

· Critical incident information.

The new starter is required to read and then sign the induction form (see appendix A), returning it to the School’s Admin Manager (Sue Stokes) by the end of the first week at school. 
AT THE END OF THE INDUCTION PERIOD 
At the end of the induction period the new member of staff will be confident with the culture, policies and organisation of the school. They will have the basic knowledge required to do the job and be competent to work unsupervised. 
A new member of staff may be subject to a probationary period.  Paisley Primary School will ensure that staff subject to a probationary period will be conducted as a separate process alongside the induction timeline.
EVALUATION
Paisley Primary School is committed to learning from feedback given and altering the induction process accordingly. It is expected that the member of staff will continually evaluate the process and raise any issues with the Senior Leadership Team
Appendix 1 - New Starters - Induction Checklist

2023-24
Please ensure you have read the following documents:

	
	Action/Policy
	Completed/Read

	A.
	ID Badge and fob issued
	

	B.
	Whole school tour
	

	C. 
	Location of staffroom, toilets, fire exits
	

	D.
	Completion of Safeguarding in Education – 

Child protection Company 
	

	E.
	Prevent Training 
	

	1
	Staff Handbook
	

	2
	Health and Safety Policy
	

	3
	Code of Conduct Policy
	

	4
	Keeping Children Safe in Education (September 2023)
	

	5
	Child Protection and Safeguarding Policy
	

	6
	Behaviour Policy
	

	7
	Anti-Bullying Policy
	

	8
	E-Safety Policy
	

	9
	S.E.N.D Policy
	

	10
	Whistle Blowing Policy
	

	11
	Physical Intervention Policy
	

	12
	Asthma Policy
	

	13
	Managing medical needs Policy
	

	14
	First Aid Policy 
	

	15
	Critical incident Policy
	


I have read and understood all of the above documents,

Name ________________________________

Signed _______________________________

Date ________________________________

