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New Staff Induction Checklist

To be completed between the Chief Executive or Head of Department and new staff member before starting in post:
1.General work arrangements:

	Introductions:
	Tick box

	Supervision and ongoing arrangements
	

	Use of Offices / shared spaces (staff rooms), Storage areas
	

	Refreshments & breaks (where applicable)
	

	Personal belongings
	

	Use of telephones
	


I have been given clear details of the administration procedures & working arrangements, as listed above and have ticked the relevant boxes as proof of agreement.

Signature: __________________________   Date:  ____________

2. Health, Safety & Hygiene:
	Health & Safety 
	Tick box

	Walk around premises showing location of fire extinguishers, blankets and fire alarms & safe areas
	

	Inform of named Fire Wardens & Fire Manager
	

	Description of Fire action procedures and format of the fire drills
	

	Security policy and procedures
	

	Location of First aid boxes & who are the first aiders?
	

	Dealing with & reporting Accident/incidents 
	

	Risk assessments: where to find them and time to read them
	

	Waste disposal areas/recycling
	


I have been given clear details of the fire, H&S and hygiene policy and procedures, as listed above and have ticked the relevant boxes as proof of agreement.

I have been given time to discuss the fire, H&S and hygiene policies & have read & understood them.
Signature: __________________________   Date:  ____________

3.Safeguarding Policies & Procedures
	Safeguarding Children Young People
	Tick box 

	Safeguarding policy & procedures/ DBS checks
	

	Communicating with young people
	

	Representing NAPA
	

	Working with parents/carers
	

	Relevant policies and procedures
	

	How to report any concerns you may have and who to report them to
	


I have been given clear instruction on all generic details, as listed above and have ticked the relevant boxes as proof of agreement.
Signature: __________________________   Date:  ____________

4. Learning & Development

	
	Tick Box

	How NAPA will provide ongoing development and support for you
	

	Training that you may be required to complete
	


Signature: __________________________   Date:  ____________

4.Working within the class setting:

	
	Tick Box

	Settling in/ your first weeks
	

	How the teaching team works
	

	How to deal with difficult situations and/or people
	

	Cash handling- teaching assistants must not handle cash
	

	Confidentiality- how to maintain
	

	What happens if you are unable to make it to work
	


I have been given clear details of working within the class setting, as listed above and have ticked the relevant boxes as proof of agreement.
Signature: __________________________   Date:  ____________

Head of Dept/CEO:
I have completed the above induction with the student teaching assistant and have communicated all the necessary information required
Signature: __________________________   Print Name:____________________________
Department: _________________________Date:  ____________

OFFICE USE ONLY:
Induction report received on:___/___/______ by:_______________________ CEO
Copy of this induction will be kept on file
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