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   DDAT New Volunteer Induction Checklist

		Employee name:
	
	Induction Lead:
	

	Job Title:
	

	Action
	Member of staff responsible
	Completed (Please tick)
	Date complete

	Preparation

	Ensure the volunteer has a valid DBS check, has signed our volunteer risk assessment and two references are on file. 
	School Office

	☐	

	Member of senior leadership team share vision and how this affects our working day to day practice, including Christian Ethos and collective worship.
	
	☐	

	Office to update the Single Central Record with employee’s information. 
	
	☐	

	Assigned a lead staff member
	
	☐	

	Provide details of signing in and out of school
	
	☐	

	On-site safety arrangements
	
	☐	

	School tour including: location of staff room, toilets, emergency break glass points, emergency exits, staff assembly point, and staff/safeguarding board

	
	☐	




	Safeguarding, Training and Reading

	* Read the staff handbook and familiarise yourself with the school’s safeguarding procedures, including role of the designated safeguarding lead (including the identity of the designated safeguarding lead and rest of safeguarding team).
	Headteacher/SBM
	☐
	* appropriate safeguarding and child protection training
(including online safety) at induction
	Headteacher/DSL
	☐
	* Child Protection and Safeguarding policy which includes child-on-child abuse
	Headteacher/SBM

	☐
	* Allegations against staff 
	
	☐
	* Whistleblowing policy and flowchart
	
	☐
	* Keeping Children Safe in Education, Part 1 and Annex A 
	
	☐
	Health and Safety induction (in conjunction with the office staff)

	Health & Safety policy 
	








School Office

	☐
	Read relevant risk assessments depending on role:
1. General Academy Hazards
2. Office and reception tasks
3. Playtime risk assessments
4. Primary PE

NB: If appropriate Early Years risk assessment
	
	☐
	Read Fire and Emergency Plan, discuss what to do In the case of hearing the fire alarm or discovering a fire. Show the fire assembly points.
	
	☐
	Manual handling training (where appropriate)
	
	

	Read the Lockdown procedure 
	
	☐
	Show nearest defibrillator (if applicable)
	
	☐
	Show allergy and medical list 
	
	☐
	Hot Drinks Guidance
	
	☐
	Exchange emergency contact details
	
	☐
	What to do if you find an unsafe person or animal on site
	
	☐
	Location of first aid kits, names of first aiders and accident reporting procedure / forms
	
	☐
	Discussions of lone working being avoided wherever possible,
	
	☐
	Employee’s signature:
	
	Date:
	

	Headteacher’s signature:
	
	Date:
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