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1. Trust wide:

- This one policy is relevant to everyone and consistently applied across all

schools and Trust departments with no variations.
o Approved by the IFtL Board of Trustees.
2. Trust core values:

- This policy defines the values to be incorporated fully in all other policies on this
subject across all schools and Trust departments. This policy should therefore
from the basis of a localised school / department policy that in addition contains
relevant information, procedures and / or processes contextualised to that
school / department.

o Approved by the IFtL Board of Trustees as a Trust Core Values policy.
o Approved by school / department governance bodies as a relevantly
contextualised school / department policy.

3. School / department policies
- These are defined independently by schools / departments as appropriate
o Approved by school / department governance bodies.
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Staff Induction Policy and Procedures

Inspiring Futures through Learning is committed to safeguarding and promoting the welfare

of children and young people and requires all staff and volunteers to share and demonstrate
this commitment in every aspect of their work.

We are committed to using disciplinary procedures that deal effectively with adults who fail
to comply with the school’s safeguarding and child protection procedures and practices,
including referring any allegation of abuse against an adult working with children to the

Designated Officer/ Local Authority Designated Officer (LADO) within one working day of the
allegation being made.

A referral will be made if an adult has:

e behaved in a way that has harmed a child, or may have harmed a child

e possibly committed a criminal offence against or related to a child

e behaved towards a child or children in a way that indicates he or she would pose a risk
of harm if they work regularly or closely with children

1 Purpose

1.1 The purpose of this policy is to set out the requirements of an induction process that
aims to:

Provide clear and comprehensive information to individuals who are joining the Trust to help
them adapt as quickly as possible to their new working environment. In addition to helping
them to understand their own responsibilities towards the safeguarding of the children.

1.2 Safeguarding and Child Protection induction process aims to:

e Ensure all members of new staff receive the appropriate information, training and
have a clear understanding of what is required of them from a statutory and trust/
school perspective.

e Understand the importance of safeguarding and child protection within all IFtL
schools and our unwavering commitment to ensure it is ‘everybody’s business’

e Understand the requirement to comply and adhere to all safer-recruitment checks

and fulfil all training requirements otherwise they will not be able to commence their
role



e Know what to do if they are concerned about a child or an adult and how to report
concerns and understand this is a legal requirement

e Know who to contact if they have any questions in relation to child protection and
safeguarding including whistleblowing and making referrals.

2 Introduction

2.1 This policy applies to all employees and, as appropriate, to volunteers, agency staff,
contractors, Trustees and Governors who will receive a tailored induction programme
which will include appropriate information, training, observation, and mentoring.
Safeguarding Children and Child Protection will feature prominently in every induction
programme.

2.2 The first weeks and months are vital to the success of any appointment. The
arrangements made for introducing a new employee, provide the foundation for
successful and safe contribution to the School/IFtL. The Induction Programme is
designed to help individuals become familiar with the requirements of their position
and learn about the School culture, ethos and working practices effectively and
efficiently so that they become knowledgeable and confident as quickly as possible.
The Induction Programme should be cross-referenced to the ECT Induction
requirements and probationary periods for support staff, as appropriate.

2.3 The induction process will:

— Provide information and training on the School and Trust's policies and
procedures;

— Provide Safeguarding training and assess its effectiveness;

— Enable the colleague to contribute to improving and developing the overall
effectiveness of the School and Trust, raising pupil achievement, and meeting
the needs of pupils, parents and the wider community;

— Contribute to the colleague’s sense of job satisfaction and personal
achievement;

— Explain IFtL’s Code of Conduct to ensure that all staff, volunteers, Trustees and
governors new to the School understand what is expected of them at the
School and gain support to achieve those expectations;

— ldentify and address any specific training needs.

2.4 The induction programme will include:

— Aninduction checklist of the policies, procedures and training to be covered;

— Aninduction timetable;

— Details of help and support available;

— Details of work shadowing, if appropriate;

— Adiary of induction meetings;

— Details of other relevant individuals with responsibility for induction e.g. the
designated mentor or supervisor.



3 Induction Processes

3.1

3.2

HR Induction Process:

Safeguarding training arrangements — including induction; online Safeguarding;
Prevent and FGM training

Introduction to line manager and team

Tour of the School

Arrange photo pass to access the School

Ethos and vision (Trust one page profile and School key documents e.g. Motto, creed
etc.)

Location of facilities (washrooms etc)

Provide details of working hours and working weeks (contract information)

Outline role responsibilities and provide Job Description

Arrangements for breaks and lunch (if applicable)

Use of personal mobiles and social media

ICT Familiarisation

Access to Trust and School Policies including those relevant to Safeguarding and HR
Code of Conduct

Fire and Emergency procedures

Details of lock down procedure

Identify key staff in the school as well as Trust core team members

First Aid contacts

Outline Sickness Absence procedure

IFtL Employee portal — location of and policies

Details of Employee Benefits portal

Ensure any reasonable adjustments that were highlighted during recruitment are
discussed and adaptations reviewed and made where possible.

Where relevant risk assessments will be written and agreed between the line
manager and new employee, ensuring that the specific needs of any new members
of staff with medical needs or disabilities will be addressed to minimise any risk.

Safeguarding and Child Protection Induction Process:

Prior to commencing the role:

All safer-recruitment processes must be adhered to and completed by every member

of staff before they start their role as detailed in the IFtL Safer Recruitment Policy. It

is a requirement that the member of staff must provide all the necessary information

to enable all the required checks to occur. Without all the appropriate checks in

place, the member of staff will be unable to commence their role.

Key policies must be shared with the member of staff before but at the very latest, on

the first day they start. These are, as a bare minimum:

- TheIFiL’s Child Protection and Safeguarding Policy

- Part 1 and Annex A of 'Keeping Children Safe in Education' DfE Guidance, 2025
(hard copy given key changes were explained within the refresher training) is a
legal requirement

- IFtL Behaviour Policy



- IFtL Whistleblowing Policy is a compliancy requirement all staff fully aware
- IFtL Managing Allegations Against Staff Policy
- IFtL Code of Conduct
- IFtL Safer recruitment policy includes statutory and compliancy requirements,
including checks and SCR
- IFtL Staff Induction policy
e In addition, each school will give them the equivalent of their school policies. As a
bare minimum these must include:
- The school safeguarding and child protection policy
- The school behaviour policy (or equivalent)
- The school code of conduct

On the first day of their role (or before):

All staff must be provided with and attend a face-to-face induction meeting which must
include the following from a safeguarding and child protection perspective:

- All key policies and IFtL Signing Agreement signed and dated to confirm they have
received, read and understood the policies stated within the IFtL signing agreement.
The signing agreement confirms they understand who the Designated Safeguarding
Officers/Leaders are, the need to report extremism/ radicalisation, the law within
positive handling, their GDPR compliancy requirements, the safe use of technology
and safe use of Social Media, including Instagram, Facebook, use of social
communication facilities, for example, WhatsApp, text, Snapchat etc, requirement for
appropriate and suitable behaviour for working with children and they understand
and agree to the school code of conduct.

- Theinduction process must include signs and symptoms of abuse, KCSIE key
information, who to report any concerns to and how to record concerns i.e CPOMS,
whistleblowing procedures, key safeguarding/ child protection contact information).
Sharing induction information, for example induction power point by Andrew Hall, is
recommended.

- Attention drawn to Safeguarding posters around school and the DSL/DDSL/DSQ’s
contact information (email and phone contacts - these also can be found in the CP &

Safeguarding Policy).

Prior to commencement or during the first month of starting:

All members of staff, including volunteers and anyone in regulated activity must:

- Receive child protection and safeguarding protection. A certificate should be kept in
their employeee file or in a secure central place according to the administration
procedures of the school.

- Prevent training must be completed and a printed copy of the certificate to be kept
in their employee file.

- Female genital mutilation training must be completed and a printed copy of the
certificate to be kept in their employee file.

- KCSIE 2023 states all schools must ensure schools remain up-to-date and refreshed
and therefore IFtL require schools to ensure regular bite size sharing of information
in addition to formal training occurs throughout the year and these include
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contextualised issues to the school and local community. Formal refresher training
should be attended at least annually.

This induction policy is to be read and followed in conjunction with other IFtL and school
policies including:
e IFtL and school Safeguarding and Child Protection Policy
e |FtL Whistle Blowing Policy
e |FtL Safer Recruitment Policy
IFtL Behaviour and Core Values Policy and school behaviour policy (or equivalent)
IFtL Policy on procedures for dealing with allegations against staff
IFtL Data Protection Policy (which includes GDPR requirements)
Sickness Absence Management Policy
Disciplinary and Grievance Policies
e Code of Conduct

Managers must complete must use the Checklists (Appendix 3) for each new member of
staff and it should be held on the employee staff file.

Safeguarding Statement

Safeguarding is everybody’s business. IFtL is committed to ensuring that all our children and
young people are safe and feel safe. The right to be safe for any member of the IFtL
community is a non-negotiable and paramount. Safeguarding and child protection is crucial
and we are fully committed to ensuring the welfare and safety of all our children and staff.
IFtL and all the schools within the Trust must fully adhere to all safeguarding and child
protection legislation, policy and procedures at all times and under any circumstances. Any
concerns at a Trust level will be referred to IFtL safeguarding Leads, Victoria Blackmore or
Victoria Gidman, and to the relevant designated safeguarding leads within each school for
concerns pertinent to children within the school.



APPENDIX 1

Management and Organisation of Induction

1.

Responsibility for Induction

Each school will have identified members of staff:

responsible for the overall management and organisation of induction of new
employees supply teachers, and agency staff.

responsible for the overall management and organisation of induction of volunteers.
responsible for the overall management and organisation of induction of Governors.

Within IFtL core team:

V Blackmore, V Gidman and Michelle Gardner are responsible for safeguarding and child
protection induction

A Perrin (HR Manager) is responsible for HR induction

2. The person/ people responsible for induction will:

Make arrangements to ensure that a new member of staff, volunteer, Trustee or
governor is welcomed.

Ensure that immediate needs are identified before taking up the position, where
possible.

Ensure that any reasonable adjustments for new members of staff with medical
needs or disabilities will be considered and accommodated wherever possible in the
avoidance of discrimination and in accordance with The Equality Act 2010

Provide a tour of the School and information about facilities, answer questions and
give practical advice.

Introduce key personnel.

Ensure that an Induction Programme is provided, delivered and evaluated.



Appendix 2

The Induction Programme

The person/ people responsible for induction should ensure that an Induction Programme is
provided personally, or by the Line Manager, Mentor, or another person with delegated
responsibility, which will include:

A statement of training needs, in particular Child Protection and Health and Safety;

A training timetable;

Share login details including portal and CPOMS

A checklist and access to the policies and procedures to be understood,;

Details of help and support available;

A diary of meetings;

Details of other relevant individuals with responsibility for induction, e.g. the designated
mentor or supervisor.

Induction programmes should be tailored to specific individuals. Areas which should be
considered for each category of staff are set out below. These are not intended to be
exhaustive and careful consideration should be given in relation to each post and the
experience of the post holder.

Supply Teachers and Agency Staff

All new supply teachers and agency staff should be given appropriate induction advice,
training and resources. This will include:

Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

Health and safety;

Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

Fire and emergency procedures;

First aid;

Code of Conduct;

Behaviour management policy;

Relevant information from the Staff Handbook;

Relevant information on curriculum, schedules, term dates and timetables.



Teaching Staff including Teaching Assistants

All new staff should be given appropriate induction advice, training and resources and will
include:

e Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

e Shown how to log a concern via CPOMS

e Health and safety;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Fire and emergency procedures;

e First aid;

e Code of Conduct;

e National Curriculum documents;

e Staff Benefits details including Employee Assistance;

e Staff lists including Senior Leadership and Wellbeing lead;

e Policy documents, including School Improvement/Development plan;

e Year group schemes of work;

e Assessment advice, recording, reporting, resources and procedures;

e Class and set lists; Information on whole school and year group resources, including
ICT;

e Timetables;

e SEN information.

Administrative Staff

All new staff should be given appropriate induction advice, training and resources and will
include:

e Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

e Health and safety;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Fire and emergency procedures;

e First aid;

e Code of Conduct;

e Staff Benefits details including Employee Assistance Programme;

e  Staff lists including Senior Leadership and Wellbeing lead;

e School administrative systems and procedures;

e Specific job-related training such as finance, for recruitment selection administration,
etc.
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Cleaning/Caretaking/Kitchen Staff

All new staff should be given appropriate induction advice, training and resources and will

include:

e Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Health and safety;

e Fire and emergency procedures;

e Firstaid;

e Staff Benefits details including Employee Assistance Programme;

e Staff lists including Senior Leadership and Wellbeing lead;

e Code of Conduct;

e Specific job-related training such as manual handling, use of ladders, kitchen safety, etc.

Midday and Cover Supervisors

All new staff should be given appropriate induction advice, training and resources and will

include:

e Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Health and safety;

e Fire and emergency procedures;

e First aid;

e Staff Benefits details including Employee Assistance Programme;

e Staff lists including Senior Leadership and Wellbeing lead;

e Code of Conduct;

e Specific job-related training such as behaviour management.

Governors

All new governors, Trustees and Members should be given appropriate induction advice,

training and resources and will include:

e Safeguarding children, children protection and the statutory guidance Keeping Children
Safe in Education 2025;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Health and safety;

e Fire and emergency procedures;

e First aid;

e Code of Conduct;
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e  Current relevant school information, policy documents and School Improvement Plan
data;

e School brochure including staffing, Ofsted and school performance data;

e DfE information on the role of governor;

e Governing Body Policy documents;

e Dates and times of whole governing body and subcommittee meetings;

e Access and information of previous governing body minutes;

e Latest governing body report to parent and school newsletters;

e Information and access to governor training courses.

Volunteers

All new volunteers should be given appropriate induction advice, training and resources and

will include:

e Safeguarding children, child protection and Part 1 of Keeping Children Safe in Education
2025;

e Lanyards for visitors explained and challenge for anyone not wearing a lanyard or if you
are not sure who they are;

e Health and safety;

e Fire and emergency procedures;

e Firstaid,

e Staff lists including Senior Leadership and Wellbeing lead;

e Code of Conduct.
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Appendix 3

Induction for new members of staff

Name of staff member

Date induction started

Induction led by

All new members of staff should be given a tour of the school before commencing their role
or on their first day at the latest.

Safeguarding & Child Protection Signed off &

date
Led by: insert role and full name

Prior to starting:

All safer recruitment checks in place, including DBS, before starting role
and recorded on SCR. All relevant records in personnel files including
evidence for the documents within SCR.

All key policies and IFtL Signing Agreement signed and dated within
SMARTLOG to confirm have received, read and understood the policies
stated within the IFtL signing agreement.

Safeguarding training

- SMARTLOG safeguarding training completed and an induction of
the school processes and procedures including CPOMS
completed

- FGM online training and certificate shared Recognising and
preventing FGM training is available for professionals with
safeguarding responsibilities.

- Prevent online training and certificate shared E-LEARNING
TRAINING ON PREVENT

Ethos and vision

- IFtL one page profile
- School key documents e.g. Motto, creed etc.

First Day Induction (Safeguarding):

Meet Induction Co-ordinator and introduction to Headteacher
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Vision and ethos discussion including IFtL and school expectations/
beliefs

Introduce the Safeguarding team:

DSL -

Deputy DSL -

DSOs -

Attention drawn to Safeguarding posters around school and the
DSL/DDSL/DSO's contact information (email and phone contacts
- these also can be found in the CP & Safeguarding Policy).

O O O O

Log into CPOMS set up

Safeguarding and Child protection policy discussed to check
understanding and respond to any questions. Ensure know how and who
to report concerns to, key signs and symptoms to look out for and must
share concerns by law. Operate a better be safe than sorry approach,
small things matter as can make up a bigger picture, no concern too
small to share.

Advised that concerns must also reported to a DSL or DSO to make them
aware of the concern within 10 minutes.

Shown how to log a concern via CPOMS

Safeguarding Training discussed and check understanding/ respond to
any questions

Lanyards for visitors explained and challenge for anyone not wearing a
lanyard or if you are not sure who they are

IFtL signing agreement discussed and returned (signed and dated within
CPOMS)

IFtL Whistleblowing policy discussed to check understanding (new staff
member made aware that in the case of concern about the conduct of a
member of staff they must contact the Headteacher. If the concern is
about the contact of the Headteacher, they must contact Victoria
Blackmore (IFtL DSL) or Sarah Bennett (CEO). If the concern is about the
CEO or Head of Safeguarding then they must contact Marilyn Hubbard
(IFtL Chair of Board of Trustees)

Home welfare check/visit process and logging information
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Responsible Use Policy

Attendance and punctuality and link to safeguarding & child protection

Signposted to safeguarding policies and where to find them: on the portal
for HR and Safeguarding & CP and also school website/ IFtL website

Policies — Inspiring Futures Through Learning (iftl.co.uk)

Insert school website direct link to policies

Medical reporting including medication (logging in and administering)

First Day Induction (General)

Tour work area & introduce to work colleagues and work area

Location of facilities — toilets, fire exits, etc.

Arrangements for breaks and lunch

Code of Conduct (including use of mobiles, professional behaviour, use of
social media and dress code)

ICT and Resources familiarisation

Individual Risk Assessment (where relevant)

Health and Safety aspects relating to individual’s work environment and
role including information and training in relation to the employee’s
responsibilities

Fire and Emergency procedures including:

e Location of school/building fire safety manual, fire action and other
fire notices

e Location of firefighting equipment.

¢ Means of raising the alarm including the position of fire alarm points
(i.e. break glass units).

e Fire evacuation procedure and means of escape.

e Fire assembly points.

e Times of fire alarm sounder tests

First Aid:

e Location of first aid provisions
e Location of notices bearing details of qualified First Aiders.
e Means of obtaining first aid assistance
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e Policy on providing medicine and first aid for pupils

Access to Polices relevant to employees eg Sickness Absence, leave of
Absence, etc These can be found on the Trust portal HR Policies and from
the School office.

* All staff must sign an acknowledgement that they know how to access
policies and have read them.

One week after role commenced:

Meet with Induction Co-ordinator, review progress and agree training and
development needs.

Schedule probation meetings.

Two weeks after role commenced:

Check in and ensure understand all key aspects of safeguarding and child
protection.

Do they know who to report concerns to?
Do they know how to do this?
Have they logged any concerns? Discuss forms and quality.

Any other questions or concerns?

School site, evacuation procedures Signed off &
date

Led by: caretaker - insert name

Fire and lockdown procedures

Car park and access and fobs

Health and Safety policy shared

Registers, Absences, Sickness Signed off &
date

Led by: HR - insert name
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Register procedures and how to use Bromcom

Dinner registers and band system

Pre-planned absence (e.g. medical appointments)

Leave of absence form to be handed to SLT as soon as leave is known to be
required. *Evidence of the need for absence should be provided wherever
possible.

Calling in sick

Staff member to call insert name and role at insert time on the day of
absence. A call to the school office must be made by insert time the next
day if the staff member is going to be off the next day. If the staff member
does not call, it will be assumed they will be in work the next day.

If a child is unwell in school and you feel they need to go home, only a
member of SLT can authorise this.

Order forms and staff expense forms e.g. travel claims

How to gain IT support

Signing in and out

Wearing lanyard at all times

Staff accident log (Incident Log)

Assessment, Curriculum, PPA and Rotas

Led by: insert role — insert name

Signed off &
date

Assessment processes explained (Cornerstones, including dates)

Class data information to be provided as appropriate

Break duty processes explained

Curriculum

School visits and risk assessments

IFtL Childhood pledge

Staff meeting timetable and staff briefings
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Inclusion

Led by: insert role - insert name

Signed off &
date

Behaviour policy given & school rules shared

Share and show how to record any behaviour incidents

Shared key inclusion policies/ information including SEND information
report

Team Teach named staff shared and location of Bound and Numbered
book shared or way to record positive handling. Reiterate must let a
member of SLT know and complete record the same day.

Positive Intervention Plans

Lists of vulnerable groups (PP, SEND, Medical, LAC, EAL etc.) shared as
needed. (Class demographics shared)

Medication processes explained

Additional Support Plan shared

SEND Information Booklet shared including TAC process

Pupil Premium fund request form shared

Led by: insert role — insert name

Induction with Phase/ Team Leader Signed off &
date

School timings explained / timetables / assemblies

Phase/ team specific information shared

Induction with Lead Mid-Day Supervisors Signed off &
date

Rotas

Key duties and process explained

Signing and declaration:

Induction completed on ..........ceeeeee e
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Signed by Induction Lead: ... reveeeenenneenecneecccececcnnaees

New Staff Member

| confirm that the above induction information has been shared with me and, in particular, |
am aware of the following:

The names and contact details of the DSL/DDSL/DSOs
How to report a concern about a child
How to report a concern about the conduct of a member of staff (Whistleblowing)

SIGNEU: e e enenene

DaAtE: ..t
Copy to be made for employee.

Copy to be given to office manager to go into the personnel file.
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