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1. POLICY STATEMENT 

 
a. The School will undertake to ensure compliance with the relevant 

legislation with regard to the recruitment, induction and retention of 
staff and to ensure best practice by extending the arrangements as far 
as is reasonably practicable to others who may also be affected by our 
activities.  
 

b. This policy applies to all paid staff in school: 
i. Teaching Staff 
ii. Teaching  Assistants 
iii. Administrative Staff 
iv. Lunchtime Supervisory Assistants 
v. Support Staff  

 
2. THE LAW 

 
a. As legislation is often amended and Regulations introduced, the 

references made in this Guide may be to legislation that has been 
superseded. For an up to date list of legislation applying to schools, 
please refer to the Department for Education website at 
www.education.gov.uk/schools.  
 

Mission Statement 
By working together, we enable our 

children to flourish as enthusiastic and 
successful learners, prepared to make a 

positive difference in God’s world. 
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i. School Staffing (England) Regulations 2009 (“the 2009 Regulations”) 
which can be found at: 
http://www.legislation.gov.uk/uksi/2009/2680/contents/made 

ii. Equality Act 2010. 
 

3. BASIS FOR THIS POLICY 
 

a. This policy is based on the regulation, advice and guidance given by 
Hampshire County Council. 
 

4. IMPLEMENTATION 
 

a. The Hampshire County Council’s (HCC) Manual of Personnel Practice 
has been developed in consultation with all relevant authorities and 
professional bodies and so represents best practice. HCC recommends 
that the practices it contains are adopted by schools wherever 
appropriate. 

 
b. For  recruitment of staff, the Governors have chosen to adopt the 

model rules and procedures contained within; 
 

Manual of Personnel Practice Volume 1 
Sections –  Advertising, Interviewing and Appointment of Staff; 

 Operational Personnel Practice and Procedure After 
Appointment. 

 
Where other sections of the manual are referenced in the sections 
listed above, they are to be considered as part of the adopted rules 
and procedures. 
 

c. Where the above publication is superseded, the superseding 
publication is to be considered as the adopted rules and procedures. 
 

d. Anyone wishing to examine these procedures in detail should contact 
the school office. 

 
5. SAFER RECRUITMENT 

 
a. The Headteacher is delegated, by the Full Governing Body, to carry 

out staff recruitment using this policy.  
 

b. Comprehensive HCC guidance on staff recruitment is at: 
 
 http://www3.hants.gov.uk/childrens-
services/childcare/providers/childcare-recruitment/childrens-services-
childcare-jobs_recandretguide.htm  
 

http://www.legislation.gov.uk/uksi/2009/2680/contents/made
http://www3.hants.gov.uk/childrens-services/childcare/providers/childcare-recruitment/childrens-services-childcare-jobs_recandretguide.htm
http://www3.hants.gov.uk/childrens-services/childcare/providers/childcare-recruitment/childrens-services-childcare-jobs_recandretguide.htm
http://www3.hants.gov.uk/childrens-services/childcare/providers/childcare-recruitment/childrens-services-childcare-jobs_recandretguide.htm
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and is to be followed.  In individual cases, should it be a considered 
that any point of the guidance is not be followed, a written record of 
explanation is to be included in the recruitment records. 
 

c. In all recruitment cases, there will be a selection panel of at least two 
people.  Under the terms of the 2009 Regulations the Governing Body 
will ensure that at least one panel member has completed safer 
recruitment training approved by the Secretary of State. 
 

d. The person who has undergone safer recruitment training should be 
involved in all stages of the recruitment process. 
 

e. For the recruitment of a Headteacher, the Full Governing Body will 
appoint a panel of Governors to carry out the recruitment under the 
terms of this policy.  In addition, they will take advice, as required, from 
HCC Children’s Services Personnel.  Further guidance is available from 
the pamphlet “Recruiting Headteachers and Senor Leaders” by the 
National  College for School Leadership and is available at: 
http://www3.hants.gov.uk/recruiting-headteachers-and-senior-leaders-
full-guidance1-2.pdf 

 
6. INDUCTION 

 
a. Induction is the process of familiarisation, allowing new members of 

staff to settle in quickly and easily.   It will make the new starter feel 
welcome and ready to contribute fully to the team by becoming 
familiar with: 
 

i. The people. 
ii. The surroundings. 
iii. The job and its targets and priorities. 
iv. The school and its values and the community. 
  

b. Induction should be seen as the first stage of a training programme. It 
can: 
 

i. Help staff become effective more quickly. 
ii. Help them fit in and reduce the stress of starting a new job. 
iii. Improve motivation, performance and confidence. 
iv. Extend their range of skills. 
v. Work towards continuous professional development. 
vi. Decrease staff turnover and absences. 

 
c. There is only one opportunity to make a first impression.  A good 

reception is important to make new recruits feel welcome.   
 

http://www3.hants.gov.uk/recruiting-headteachers-and-senior-leaders-full-guidance1-2.pdf
http://www3.hants.gov.uk/recruiting-headteachers-and-senior-leaders-full-guidance1-2.pdf
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d. As soon as a new member of staff has accepted the position, the 
Headteacher will: 
 

i.  Arrange for enhanced disclosure through the CRB procedures.  A 
clean CRB disclosure is required before any new member or staff 
can start in the school. 

ii. Appoint a suitable mentor, in advance of the new staff member 
joining.   

iii. Arrange for a visit to the school before first day of work (see below). 
 

e. Staff induction should be timetabled as follows: 
 

i. After acceptance of appointment and before first day at work: 
1. Give Induction Checks List (at Annex A) for completion together 

with Health and Safety Policy into Practice (at Annex B). 
2. Meet appointed mentor. 
3. Be given a tour of the school by Headteacher/mentor. 
4. Meet key people. 
5. Be given "Information for New Members of Staff". 
6. Meet class (teachers and teaching assistants). 
7. Child protection policy. 
8. Teaching and Learning Policy. 
9. Assessments. 

 
ii. During the first half of term half day personal inset to include: 

1. Teaching and Learning Policy. 
2. Assessment procedure. 
3. Child protection training. 
4. Other responsibilities (e.g. subject leadership). 
5. Staff evaluation process. 

 
7. INDUCTION FOR NEWLY QUALIFIED TEACHERS 

 
a. The Headteacher will comply with the statutory guidance on Induction 

for Newly Qualified Teachers (NQTs) which can be found at: 
 
http://media.education.gov.uk/assets/files/pdf/s/statutory%20guidance%20o
n%20induction%20for%20newly%20qualified%20teachers%20in%20england.pd 
 

b. Whilst the Statutory Guidance takes precedence, NQTs will also follow 
the School Policy where it does not conflict with the Statutory 
Guidance. 

 
8. RETENTION 

 
a. It is recognised that staff require, inter alia: 

 

http://media.education.gov.uk/assets/files/pdf/s/statutory%20guidance%20on%20induction%20for%20newly%20qualified%20teachers%20in%20england.pd
http://media.education.gov.uk/assets/files/pdf/s/statutory%20guidance%20on%20induction%20for%20newly%20qualified%20teachers%20in%20england.pd
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i. Personal job satisfaction. 
ii. A good working environment. 
iii. Good relationships with colleagues. 
iv. An acceptable worklife balance. 

 
b. To provide staff with accurate information, instruction and guidance 

the following will be in place: 
 

i. Induction process 
ii. Staff booklet:  "Teachers Handbook" for Teachers and TAs. 
iii. Regular staff meetings with a two way flow of information.  
iv. Regular progress reviews. 
v. Training Plan, development and progression. 
vi. Appraisal and supervision meetings. 
vii. Good communication: 

1. Talking and listening – informing staff what’s happening, when 
and why.  

2. Willingness to listen and exchange ideas and views, especially 
about changes. 
 

c. Staff turnover will be monitored to understand why individuals leave 
and, if required, put in place measures to try and reduce turnover.  This 
will be achieved by: 
 

i. Conducting exit interviews. 
ii. Refining recruitment and selection process. 
iii. Assessing training and development. 
iv. Refine the appraisal process and management of individual/team 

performance. 
v. Review worklife balance. 
vi.  Formulate contingency plans for coping with leavers. 
vii. Examine management and leadership styles within the school. 
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Annex A: 
Induction Checklist  

(incorporating the provisions of HCC Form CSAF017) 
 
Staff member’s name:      Start date: 
 
Activity    
  

Initials  Initials 
Staff 
Member 

Comments 

PRE-EMPLOYMENT - PERSONAL RECORDS 
Criminal Records Bureau 
check 

   

Check home address    
Obtain contact telephone 
number(s) (including 
mobiles) 

   

P45    
NI number    
Personal References 
Checked 

   

Proof of Right to Work in this 
Country 

   

Any other personal 
documentation 

   

INTRODUCTIONS 
Introduced to mentor    
Introduction to other 
members of staff 

   

TERMS AND CONDITIONS 
Check understanding of 
employment contract 

   

Rate of pay/pay 
arrangements;  Teachers 
and Support Staff Pay Policy 

   

Holiday entitlement    
Hours/breaks - the school 
day 

   

Period of notice    
Sickness arrangements    
Pension provisions    
Time off    
General behaviour/dress 
code 

   

PERSONAL DEVELOPMENT 
Training provision/policies    
Procedure for Performance    
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appraisal and Performance 
Management Policy 
Promotion opportunities    

EMPLOYEE/ EMPLOYER RELATIONS 
Grievance and disciplinary 
procedures 

   

Appeals procedure    
Confidentiality Policy    
Communications and 
consultation 

   

Understand benefits of 
membership of professional 
association. 

   

GENERAL INFORMATION 
Toilets    
Staff room    
Tea/coffee facilities    
Resources area    
Equipment information    
Lunch breaks and sandwich 
arrangements 

   

HEALTH AND SAFETY PROCEDURES 
H & S Policy in Admin Office    
Signing in/out    
Provision and wearing of i/d 
card 

   

Door code and procedures    
Complete on line Fire Safety 
e-Learning Induction/ 
Refresher course –Print out 
certificate.  
http://www3.hants.gov.uk/l
earningzone/elearningzone
/hlc-elearning-
firesafetyinduction.htm 

   

Complete on line Moving 
and Handling 
(Foundation/Refresher)e-
Learning course –Print out 
certificate.  
http://www3.hants.gov.uk/l
earningzone/elearningzone
/hlc-elearning-
movingandhandling.htm 

   

Complete Fire Safety 
Induction Programme 

   

http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-firesafetyinduction.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-firesafetyinduction.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-firesafetyinduction.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-firesafetyinduction.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-movingandhandling.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-movingandhandling.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-movingandhandling.htm
http://www3.hants.gov.uk/learningzone/elearningzone/hlc-elearning-movingandhandling.htm
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(Section 11 of Fire Safety 
Policy) 
Know Fire Evacuation Plan 
(Appendix 1 to Fire Safety 
Policy) 

   

Duties as Fire Marshall    
Complete PEEP (if required)    
Self awareness of health 
and safety hazards i.e. 
trailing wires, lifting boxes, 
use of stepladders/ 
stepstools 

   

Show H & S Notice Board    
Read Teacher's Handbook 
Health and Safety Policies 
into Practice section  

   

TELEPHONE (as appropriate) 
How to answer calls    
Transferring calls    
List of contact numbers    
Voicemail/answerphone    

INTRODUCTION TO ROLE 
How work to be carried 
out/job description 

   

Standards expected    
POLICIES 

Policies and procedures on 
website 

   

Child Protection Policy    
Whistle Blowing Policy    

OTHER IMPORTANT POLICIES (ON WEBSITE) FOR TEACHING STAFF - TO BE READ 
DURING FIRST HALF TERM (and discussed during 1/2 day personal inset) 

Acceptable Use Policy and 
Agreement 

   

Acceptable Use Policy  
(Pupils) 

   

Allegations of Harassment 
Against Staff 

   

Behaviour and Exclusion of 
Pupils 

   

English and Literacy     
E-Safety    
Gifted and Talented Policy    
Home School Agreement    
Maths    
Physical Education    
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PSHE    
Religious Education    
Sex Education    
Single Equality Scheme    
Special Educational Needs    
Teaching and Learning    
Whole School Food    
 

Induction completed: 
 
Signed _______________________________________ Member of staff.  Date_______________ 
 
Signed _______________________________________ Headteacher. Date__________________ 

 
File in staff member's personal folder 
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