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Policy Review
This policy will be reviewed on an annual basis unless circumstances require the policy to be updated in the interim.

It is due for review in October 2026
Signature:    G Bagley                                  Date: 06/11/2025
Headteacher-Mr G Bagley

Signature:  S Hope                                         Date: 06/11/2025
Chair of Governors-Mr S Hope
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STATEMENT OF INTENT
Pelsall Village School acknowledge the importance of appropriate induction for all Staff Members, Students and Volunteers. The intention of which is to ensure the safety of adults and children on the school site and that all adults follow the same guidelines and expectations.
For the purpose of this policy, the term ‘staff’ also includes students and volunteers.

The Designated Safeguarding Lead/Safeguarding Manager; Ms K Page, will deliver mandatory Child Protection and Safeguarding Training Level 2 to all new staff; this will include the reporting system of concerns and/or disclosures, both on CPOMS and in paper format should the need arise. The Staff Code of Conduct and current Keeping Children Safe in Education parts 1 and annexe A will also be shared and that any questions regarding this part of the training are clarified. 

Health and Safety expectations will be explained by the School Business Manager; Mrs Lawton but could also include discussions with the Headteacher; Mr Bagley. This will include fire alarm procedures as well as the reporting systems of possible hazards. The security of the site will also be discussed along with the access details for secure doors, and the importance of signing in and out using the electronic system.
All relevant school polices will be referred to within the context of the induction process. 
Copies of policies will be available electronically or as a hard copy upon request, but must not be replicated or used for non-school purposes.  

If there are any parts of the induction that is not understood, or there are other issues/questions that the staff member has not fully understood or would like further clarification they must share this within the induction, or contact the necessary member of staff as soon as possible.
The information and knowledge gained during this induction should be used alongside any risk assessments and/or other relevant Health and Safety information, to ensure the safety of the individual and those around them whilst on the school site.
Key Staff Within School
	Name
	Job Role

	Glyn Bagley


	Headteacher 
Deputy Designated Safeguarding Lead 

Lead for Single Point Of Contact 
Lead for Children In Care

Lead for Attendance

	Carl Britton


	Deputy Headteacher
Lead for Internet Safety

	Sallyann Tuckwell-Allen


	Assistant Headteacher

SENCo 
Nurture Lead

	Kate Page


	Safeguarding Manager Designated Safeguarding Lead
Lead for Attendance

Deputy Lead for Children In Care
Deputy Lead for Single Point Of Contact (SPOC)
Lead for on-line safety

	Sandra Lawton


	School Business Manager
Lead for Health and Safety

	Stephen Hope


	Chair of Governors
Link Governor for Safeguarding



INDUCTION CHECKLIST
Name of Inductee ………………………………………………..

Date of Induction …………………………………………………

Position ………………………………………………………………

	What
	When
	Who

	Child Protection Level 1 Safeguarding 
	
	

	Staff/Visitor/ Student Code of Conduct 
	
	

	Local Context and Impact 
	
	

	Signing In and Out
	
	

	Comfort Facilities: Toilets, Drinks, rest areas
	
	

	First Aid and Medication
	
	

	Fire Procedures
	
	

	Staff Introductions (as appropriate)
	
	

	Security of site: ID badge/visitor pass
	
	

	Access to and knowledge of risk assessments
	
	

	Confidentiality and Acceptable Use 
	
	

	School telephones and photocopying
	
	

	Team Teach
	
	

	Use of access equipment, steps, ladders etc
	
	

	COSHH
	
	

	Defect/near-miss reporting procedure
	
	

	Personal Belongings
	
	

	Other: Please detail below
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Further Training Requirements
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………….
RELEVANT POLICIES AND DOCUMENTS 
This list is not exhaustive and includes:

Child Protection and Safeguarding Policy 2025
Keeping Children Safe in Education 2025
Staff Code of Conduct 2025
Administering Medicines Policy 
Acceptable Use Policy 
Health and Safety Policy 
Behaviour Policy  

E-Safety Policy

Physical Intervention Policy 

Declaration of Completed Induction
Name of Inductee:

Job Role/Position:

Date of Completion:

Starting Date:

I declare that I have received and understood the purpose and information contained within the Induction and that the stated points within the Induction Checklist have been explained to me. 

I declare that I will follow the policies and guidelines that are used within school and on the school site.

Should I have any further queries I will contact the relevant member of staff. 

Signature:

Induction Delivered by-Please identify as appropriate
Staff Member: GB, CB, SATA, KBP, SL
Induction Signed Off By:

Name:

Job Role

Date: 

Additional Notes:
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