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The Purpose of Induction
The purpose of the induction process is to:

Support individuals in a way that is appropriate for the role for which they have been engaged

Provide an opportunity to recognise any concerns or issues of or about the new member of staff at

° Confirm the conduct expected of staff within the school
[ J
° Provide training and information about the school’s policies and procedures
[ ]
the outset and then act on them immediately
[ J

To create a culture of dialogue between new staff members and SLT to establish best practice

The Value of Induction
The induction process is valuable because it:

Gives them every opportunity to understand the ethos and expectations of the school
Identifies potential concerns at the earliest time in order to offer training and advice
Ensures new staff fully understand the expectations of the post and of the school as well as their

° Supports new members of staff
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[ ]
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own responsibilities

° Clarifies what is considered bad practice
° Highlights appropriate conduct

[ J

Provides plenty of opportunities to discuss child safeguarding issues

The Induction Process

1. Every new member of staff shall be assigned a mentor (separate from the Head who will be
supervising). At the start of term (or the previous term if at all possible) the new member of staff
and mentor meet to discuss the overview of the induction process that will include:

° details of available help and support available

° information about the Induction process

° information about teaching or other employment activities

[ J

the Staff Handbook and clarification of the most important parts including: (a) the school’s code of
conduct; (b) the policies and procedures to be understood (new staff members will be required to
familiarise themselves with safeguarding policies, e.g. safeguarding, whistleblowing, anti-bullying,

1




anti-racism, physical intervention, intimate care and internet safety); (c) other relevant personnel
procedures, e.g. disciplinary, capability and whistle-blowing

° a statement of training needs (safeguarding training appropriate to the role will be a requirement of
induction), including provision of relevant sections of KCSiE 2024
° any other relevant information

The new member of staff signs a declaration that they have read, understood and agreed to abide by the
school’s code of conduct and safeguarding procedures.

2. An observation of the new member of staff

3. A meeting with the mentor during the first half of term to ensure all areas of induction are
progressing and to address and concerns

4, The end of the induction period is marked by the completion of the induction checklist form - see
below - to ensure the new member of staff is aware of expectations and to address areas of concern
which may need support.

5. Full Professional Development Review as part of the school’s performance management process
takes place in the second year.

N.B. The expected safe practice standards and codes of conduct will be re-emphasised throughout the

process.

Summary

A period of induction helps to support new staff by communicating the school’s policy towards safeguarding
and ensuring the new appointee is fully conversant with the school’s code of conduct so that they do not
place themselves or any child at risk. It will confirm that the individual fully understands what the school
expects of them, leaving no room for any claim that they were unsure of the boundaries of acceptable and
unacceptable behaviour or were unaware of established procedures.

Boarding staff induction procedure

Boarding at Salisbury Cathedral School is a successful part of the School and is celebrated throughout. New
boarding staff will receive a full induction from the House Parent and records of the induction will be filed in
the staff members school file.

Upon joining the Boarding Team, you will undergo an induction process which will consist of the following:

® An induction discussion with the House Parent in which you will be shown around the Old School
House and guided through the boarders’ routines.

e Aninduction to all of the boarders and an explanation of their pastoral and medical needs.

® A conversation with the School Nurse, in which you will be shown how to administer and log
medication.

e A copy of the Boarding Handbook for staff.

e At least one evening on duty, in which you will shadow an existing member of the boarding staff.

e A conversation with the House Parent, approximately one week after in which any questions or
concerns can be addressed.

e A follow-up conversation with the House Parent after four to six weeks in which any issues that have
arisen can be addressed and feedback provided.

e You will be invited to the weekly boarding meeting. If you are unable to attend you will be able to
receive the minutes of the meeting.

e The induction will be signed off by the Assistant Head Pastoral.

Coupled with the induction process, you will be given the training necessary for you to carry out your duties
in the Old School House.



Monitoring and Review
The induction arrangements will be monitored according to the school’s policy review cycle to allow for
future induction practices to be continually reviewed and improved.
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Name: Job Title: Mentor:
Date of commencement: Date of Induction:
. Completed Leadership Team Member Responsible
Induction Task .
(Date) (Signed)
Professional Expectations Deputy Head or Line Manager
Teaching & Learning (as applicable) Deputy Head (or Head of PP)
Safeguarding and Child Protection Safeguarding Lead (or DDSL)
Staff Declaration for Mobile Devices .
. . . Safeguarding Lead (or DDSL)
in EYFS (if applicable)
Tour of School Site Deputy Head or Line Manager
School Network Login (and
Deputy Head or IT Manager
Protocol)
Procedures for Absence Deputy Head or Line Manager
Duty Expectations (as applicable) Deputy Head (or Head of PP)
Staff Handbook Deputy Head or Line Manager
Security (including Codes) Estates Manager
Health and Safety Estates Manager
‘I am Compliant’ login & demo Estates Manager
Display Screen Equipment Estates Manager (if staff member works daily for more
self-assessment completed than 1 hour with DSE)
Fire Evacuation & Critical Incident
Estates Manager
Procedures
EVOLVE / Trips (as applicable) Deputy Head (EVC)
Clarification of Role Deputy Head or Line Manager
Contractual Issues .
. . N Finance Manager
(including Job Description)
Any Further Questions .
) . Deputy Head or Line Manager
(Use Reverse if required)
Meeting with the Head Head
Induction Sign Off
Sign & Print: Date: Member of Staff
Sign & Print: Date: Mentor
Sign & Print: Date: Deputy Head/Line Manager
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Name:
Job Title:

Date of commencement:

Mentor:

Date of Induction:

Induction Task

Date Completed

Staff Member Responsible
(Signed)

Tour of Old School House

House Parent

The boarders’ routine

House Parent

Boarders’ pastoral needs

House Parent

Boarders’ medical needs

School Nurse

Administering medication

School Nurse

Recording medication

School Nurse

Receipt of the Boarding Handbook for staff

House Parent

Invitation to the boarding meeting

House Parent

Induction into the Boarding logs

House Parent

Induction into the Boarding Drive

House Parent

Shadowing boarding duty

House Parent

Week after follow-up meeting

House Parent

Safeguarding and Child Protection in the House

DSL

Security (including codes)

Head of Estates

Fire evacuation procedure

Head of Estates

Duties in the House

House Parent

Procedure for absence

House Parent or Deputy Head

Induction Sign Off
Signed: Printed:
Signed: Printed:

Signed: Printed:

Member of Staff

House Parent

Assistant Head Pastoral
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Red areas are a priority to be discussed before staff work with children.

Name: Mentor: Linda Cunnigham-Brown
Date of commencement: Date of Induction:
. Completed SLT Member Responsible
Induction Task .
(Date) (Signed)
Professional Expectations Head of Pre-Prep

Teaching & Learning

(As Applicable)

Overview of Statutory Framework
for EYFS & Development matters

Head of Pre-Prep

Overview of Pre-Prep Core Values Head of Pre-Prep

Safeguarding and Child Protection
including use of mobile phones and
electronic devices in EYFS policy and
declarations

Safeguarding Lead (or deputy)

Tour of School Site Deputy Head
School Network Login (and Protocol) IT Manager
Security (including Codes) Estates Manager
Procedures for Absence Head of Pre-Prep

Duty Expectations

Share duty rota

Outline expectations at Bark park
and in the EYFS garden.

Head of Pre-Prep

Snack and lunchtime routines Head of Pre-Prep
Staff Handbook

including guidance re Staff taking Deputy Head
medicines.

Health and Safety Estates Manager
Fire & Critical Incident Procedures Estates Manager




External Trips

Deputy Head

Marketing
e Communication with
current and perspective
parents
o The school brand and the
role staff play in marketing

Clarification of Role

Head of Pre-Prep

Contractual Issues
® Job description and contract

e GDPR
e Mental health and
wellbeing

Finance Manager

Missing child policy

Head of Pre-Prep

Personal care policy

Head of Pre-Prep / Nursery managers

First Aid policy

e including location of first
aid boxes,
emergency procedures
administrations of
medicines,

e information about pupils
with individual medical
requirements

School Nurse

Any Further Questions
(Use Reverse if required)

Deputy Head (or Head of Pre-Prep)

Meeting with the Head

Head

Induction Sign Off

Signed:
Date:

Signed:
Date:

Signed:
Date:

Member of Staff

Mentor

Deputy Head




