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Induction of New Staff Policy

This policy applies to:

The Junior and Senior School.

Person responsible: L Comerford/Jayne Leamon

Contact details of person responsible: l.comerford@bla.gdst.net
j.leamon@bla.gdst.net

Identified Governor: N/A

Reviewed by and frequency: DHW

Date of last review: November 2025

Policy approved by SLT on: November 2025

Date of next review: November 2026

Junior School

This policy addresses the induction of all new staff, including those members of staff, teaching or
support, who join mid year. It includes part-time and temporary staff, including supply and peripatetic

staff.

Prior to the Start of Employment:

All staff should receive a welcome pack and a school handbook, which is sent by the HR Assistant.
All staff should receive a copy of her/his timetable, the scheme of work for each year taught,
class lists, a planner, text books used, arrangements for the beginning of term, calendar of the
term, meeting dates for the year, code of conduct.

Whenever possible teaching staff should be invited for a day, in the preceding term, to observe
classes, meet colleagues and familiarize themselves with departmental details and the geography
of the school.

All new staff should be allocated a ‘buddy’ and the buddy should make contact before the
beginning of the new term. The ‘buddy’ will usually be in their Key Stage or, if the member is
Support Staff, if will be a member of that team.

All staff should have a handover before taking up their appointment.

At the Start of Term:

The Head of Juniors will meet the new members of staff prior to the beginning of term in
September.

The Induction Programme:

The Head of the Junior School and Deputy Head (Academic and Pastoral) are jointly responsible
for delivering the induction programme for Key Stage 2, Key Stage 1, EYFS, teaching assistants,
and supply staff, Breakfast Club and After School Club staff

The Music Co-ordinator is responsible for delivering the induction programme of peripatetic staff.

Induction should take place over more than one day. Regular meetings should be arranged and
should be structured to reflect the timing of the school year e.g. parents’ evening procedures
should be covered before the Autumn term parents’ evenings. The induction meetings should be
carefully planned to ensure that all relevant areas are covered. Protected time should be
timetabled in order to deliver the programme.
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General Health and Safety issues e.g.fire/emergency evacuation procedures must be covered on
the first day.

Within the first week all new staff:
- should meet key staff, members of the JLT.
- beintroduced to the My GDST
- be allocated their own area on the network, shown the shared area of the network
and how to e-mail
- Log into SIMS and other IT systems
- be given an explanation of the sickness/absence procedure

Information should be provided on:
- Whole school arrangements
- Pastoral care
- The role of the GDST

There should be continuous monitoring of both the professional and personal settling in during the
first term. This is to be done by the Head of Juniors.

There should be a programme of formal class visits by the Head of Juniors and Line Managers.

All visits should be pre-arranged and where appropriate should cover all year groups taught. Also
there should be visits by the new member of staff to observe other good classroom teachers.
They will be observed twice as part of the Probationary Period and further observations will be
arranged as required. Each observation should be followed by constructive feedback. Notes
should be made and retained

There is a probationary period which must be completed by all new staff

Special consideration should be given to new staff with specific induction needs e.g. those with
disabilities.

Senior School

This policy addresses the induction of all new staff, including those members of staff, teaching or
support, who join mid year. It includes part-time and temporary staff, including supply and peripatetic

staff.

Prior to the Start of Employment:

All staff should receive a welcome pack from the HR Assistant

All staff should receive a copy of their timetable, a staff handbook, a planner, text books used,
arrangements for the beginning of term and access to school calendar.

Whenever possible teaching staff should be invited for a day in the preceding term to meet their
HoD and the SLT member who line manages their subject, and to familiarize themselves with
departmental details and the geography of the school.

Before Term Starts
e The new staff member will meet the IT Team to receive equipment and IT logins and log in to

Sims, CPOMS and Firefly.

At the Start of Term:

The SLT will meet the new member of staff prior to the beginning of term in September to begin
induction



The Induction Programme:

The Deputy Head (Wellbeing) is responsible for providing an induction programme for teaching
staff. This induction programme will be delivered mainly by the Line Manager, as well as by by
various members of staff, for example the SENDCo and the DFO. The Director of Music is
responsible for delivering the induction programme of peripatetic staff, The Head of Drama is
responsible for delivering the induction programme for the LAMDA coaches and the Director of
Sport for Sports coaches. The HR Team and the line manager is responsible for the induction
programme for the Support staff and the Head of MFL is responsible for the induction of the
Foreign Language Assistants.

The Induction Checklist (at the end of the Induction Policy) should be sent to both the appointee
and the Line Manager along with a copy of the Induction Booklet.

Induction should take place over more than one day. Regular meetings should be arranged
between new staff and line managers and the process of induction should be structured to reflect
the timing of the school year e.g. parents’ evening procedures should be covered before the
autumn term parents’ evenings. The induction meetings should be carefully planned to ensure
that all relevant areas are covered.

General Health and Safety issues e.g. fire/emergency evacuation procedures must be covered.

Staff will be invited into school on the 31 August. They will:
- Meet the Head and SLT
Be allocated their work area
- Ensure that they can log into SIMS
- Ensure that they can log into Firefly
- Ensure that they can log into CPOMS
Within the first week new staff will:
- Meet key staff, including their ‘buddy’ and members of their department.
- Beintroduced to the GDST Hub
- Be given an explanation of the sickness/absence procedure
Over the next few weeks information should be provided on:
- Whole school arrangements
- Pastoral care and safeguarding arrangements
- The role of the GDST
There should be regular and informal monitoring of both the professional and personal settling in
during the first term. This is to be done by the Line Manager with support from the Deputy
Heads.

There should be a programme of formal class visits by the Line Manager as per the Probation
Policy, to begin within the first four weeks. These observations should be recorded on BlueSky
unless the member of staff is an ECT in which case ISTIP forms (online) should be used. All visits
should be pre-arranged. Any problems emerging from these observations must be fed back to SLT.
Also there should be visits by the new member of staff to observe other good classroom teachers.
The length of the observation programme should depend on the experience of the new member of
staff, with a teacher new to the profession needing at least monthly sessions. Each observation
should be followed by constructive feedback.

There is a probationary period which must be completed by staff new to the GDST

Special consideration should be given to new staff with specific induction needs e.g. those with
disabilities.



Junior and Senior School:

e The SLT will arrange an induction programme prior to the start of term to include sessions
relevant to both Junior and Senior staff where it is practical.

e Safeguarding training will be part of the first day of induction in addition to the whole staff
annual training.

e The Deputy Head will ensure that staff arriving during the cademic year benefit from a scaled
down Induction programme and a handover period where possible. Much of the process of

induction will be led by the Line Manager and the member of staff can join formal induction
sessions in September.



Induction Checklist

Person(s) Date
ibl
responsible Achieved
On each section, please complete the date column when you have completed the following:

INITIAL INDUCTION - IMMEDIATE PRACTICALITIES

Have received BHS safeguarding training and understand the
Safeguarding Policy and Procedures

Are introduced to your Head of Department, colleagues and “buddy”

Are shown around your department, including the location of toilet
facilities

Have had explained the arrangements for refreshment & lunch facilities

e Understand the fire / emergency evacuation procedures (you
have been provided with a copy of the procedures in your
welcome pack)

o Know the location of the fire exits and the outside assembly
point

Have received a list of first aiders and have had explained the first aid/
accident reporting procedures

Understand essential school safety procedures i.e. for out of hours
working

Understand building access codes/identity swipe card/security
procedures/car parking procedures etc.

Understand your hours of work/timetable and lunch break
arrangements

Are shown the photocopying facilities

Are introduced to the Director of Finance and Operations/Heads’
Secretary and arrange to pass over your P45 and bank details for payroll

Understand the arrangements for security of personal possessions

Are familiar with the no smoking policy

Have received your computer password & login facilities, use of e-mail

Have been introduced to the GDST Hub

Go through any issues raised by the ‘GDST Health & Safety Handbook -
A Health and Safety Guide for GDST Staff’, (you have been provided




with the Code of Conduct in your welcome pack)

Understand your responsibilities under the Data Protection policy and
GDPR (you have been provided with a copy in your welcome pack)

Go through any issues raised by the Computer Code of Conduct (you
have been provided with the Code of Conduct in your welcome pack)

Understand school policy and procedure for driving at work

Have had explained the arrangements for refreshment & lunch facilities

o Understand the fire / emergency evacuation procedures (you
have been provided with a copy of the procedures in your
welcome pack)

¢ Know the location of the fire exits and the outside assembly
point

Have received a list of first aiders and have had explained the first aid/
accident reporting procedures

Understand essential school safety procedures i.e. for out of hours
working

Understand building access codes/identity swipe card/security
procedures/car parking procedures etc.

Understand your hours of work/timetable and lunch break
arrangements

Are shown the photocopying facilities

Are introduced to the Director of Finance and Operations/Heads’
Secretary and arrange to pass over your P45 and bank details for payroll

Understand the arrangements for security of personal possessions

Are familiar with the no smoking policy

Have received your computer password & login facilities, use of e-mail

Have been introduced to the GDST Hub

Go through any issues raised by the ‘GDST Health & Safety Handbook -
A Health and Safety Guide for GDST Staff’, (you have been provided
with the Code of Conduct in your welcome pack)

Understand your responsibilities under the Data Protection policy and
GDPR (you have been provided with a copy in your welcome pack)

Go through any issues raised by the Computer Code of Conduct (you
have been provided with the Code of Conduct in your welcome pack)

Understand school policy and procedure for driving at work




GENERAL JOB INDUCTION

Discuss your role, responsibilities, job description and how your role fits
in with the department

Early during induction period, meeting with line manager for him/her
to discuss responsibilities, standards and expectations of performance
required, in line with your job description.

Have had explained the probationary period process & established a
programme of review i.e. dates for at least 2 probationary review
meetings and, for teachers only, at least 2 sessions of classroom
observation at evenly spaced out intervals.

Understand the departmental procedures e.g. ordering supplies and
Compleat

Discuss the school calendar & whole school arrangements

Discuss/receive training in individual health and safety requirements
i.e. details of departmental or job-related risk assessments, routines
and procedures, use of any equipment/machinery, transport issues

Have had explained the staff appraisal scheme & received a copy of the
Trust’s Central Training & Staff Development annual programme

Understand the procedure for notifying absences & attending
medical/dental appointments

Regular computer users: A Display Screen Equipment workstation risk
assessment to be arranged




GENERAL INTRODUCTION TO THE SCHOOL & THE GDST AS A WHOLE

Have been introduced to the Head, members of the SLT, Health &
Safety
Co-ordinator, Governors etc. as appropriate

Have been taken on a ‘tour’ of the school and been introduced to
colleagues in other departments

Understand the staff consultation arrangements - School Staff
Consultative Committee / Joint Consultative Group - & been
introduced to your staff or ATL representative

Discuss the school’s internal / external mail communication systems

Other GDST schools & Trust Office (main points of contact, protocols
when telephoning & visiting, term dates, addressing and copying
correspondence etc.)

Have received information about Trust Office procedures e.g.
schools’ post, circulars etc.

JOB SPECIFIC INDUCTION (Categories to be completed by the school)

Teaching staff: e.g. School’s Safeguarding Policy & Procedures,
schemes of work, pastoral arrangements, lesson
observation/debriefing, appropriate conduct etc.

Support staff: e.g. School’s Safeguarding Policy & Procedures,
understand the procedure for booking holidays, if appropriate;
discuss the structure of the department, its functions and how it
fits in with the school and the GDST as a whole, appropriate
conduct etc.

Names & Positions of Key School Staff:

Head - Natalie Argile DDSL

Deputy Head - Wellbeing Jayne Leamon DSL

Deputy Head Academic - Kristina Lewis

Assitant Head Seniors - Katy Hickman DDSL

Assistant Head Seniors - Fred Cheyns DDSL

Head of Junior School - Laura Comerford Junior DSL
Deputy Head of Junior School (Academic)- Monica Patel
DeputyHead of Junior School (Pastoral)- Amy Lucas DDSL
Head of EYFS - Lizie Riorden DDSL

Director of Finance and Operations - Rob Ryan

Director Of Marketing and Development - Anne Fuell
Head’s PA & Office Manager - Kay Cotton

HR Assistant - Sharon Read




