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HEALTH AND SAFETY (SAFEGUARDING) INDUCTION

     We educate for life in all its fullness.  At Crosby Ravensworth this means:

· A close, cohesive family atmosphere where children are inquisitive, confident in the natural environment to which they are connected and supported as they learn resilience through challenge. 
· Widened opportunities for children, alongside adults, to flourish.  Cultural capital is prized and we prepare our children for a world of diversity. 
· Richness and ambition throughout our academic, creative, sporting, social and spiritual ventures.










Compassion          Community          Courage

I have come in order that you might have life; life in all its fullness.
John 10.10
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	Version Number
	Version Description
	Date of Revision/Reviewed

	5
	Updated to include revised Induction Checklists which include reference to additional relevant child protection issues
	February 2015

	6
	Minor changes made to reflect requirements of Keeping Children Safe in Education and Working Together to Safeguard Children 2015
	April 2015

	7
	Minor updates to checklists at Appendix A, C & D.
	March 2016

	8
	Very minor updates to Appendix A
	August 2016

	9
	Very minor updates to Appendix A, C & D
	March 2017

	10
	Updates to Appendix A, C & D in light of Keeping Children Safe in Education September 2018
	September 2018

	11
	Minor updates to Induction Checklists (Appendix A, B, C & D) in light of Keeping Children Safe in Education September 2019
	September 2019

	12
	Work Experience Induction Checklist (Appendix B) completely re-written
	October 2019

	13
	Updated to reflect the Coronavirus (Covid-19) pandemic, checklists (Appendix A, B, C & D) updated slightly and a NEW Addendum in relation to Coronavirus (Covid-19) pandemic attached as Appendix E
	May 2020

	14
	Minor update to include support for staff who are BAME (Black, Asian and Minority Ethnic) who may be at increased risk of severe ill-health should they contract COVID-19
	01 June 2020

	15
	Updated to reflect the full re-opening of schools in Sept 2020, revised Gov/PHE guidance and Keeping Children Safe in Education September 2020
	10 July 2020

	16
	Further updated to reflect the full re-opening of schools in September 2020, revised Government/PHE guidance and some reorganisation of wording
	01 September 2020

	17
	Minor updates as a result of the late publication of Guidance for Full Opening: Schools
	02 September 2020

	18
	Minor updates to Appendix E
	05 October 2020

	19
	Further minor updates to Appendix E regarding Face Coverings
	23 October 2020

	20
	Further minor updates to Appendix E in line with the New National Restrictions.
	05 November 2020

	21
	Further minor updates following lifting of National Restrictions and revised Government guidance.
	04 December 2020

	22
	Minor updates to self-isolation periods – reduced from 14 to days to 10 days
	11 December 2020

	23
	Minor updates as a result of Tier 4 restrictions
	04 January 2021

	24
	Minor updates to Appendices as a result of revised Government guidance including National Lockdown
	20 January 2021

	25
	Minor updates to Appendix E following further revisions to Government guidance
	09 February 2021

	26
	Most references to the Covid-19 pandemic have been removed altogether – Appendix E removed as schools can refer to the Covid-19 Addendum to the Induction Checklist for further details
	03 March 2021

	27
	Minor update to Section 4.2 & to Appendices – Covid-19 Addendum to Induction Checklist withdrawn from September 2021
	August 2021

	28
	Minor update in relation to confirmation of Childcare Disqualification (Appendices)
	February 2022

	29
	Updated to remove references to pandemics and to replace all Appendices (Induction Checklists) with links to KAHSC model Induction Checklists for General Staff, Cleaning Staff, Catering Staff and Pupils on Work Experience Placement
	April 2022

	30
	Updates to links throughout to direct schools to the new KAHub
	September 2023

	31
	Minor updates to also include Safeguarding
	October 2023

	-
	Reviewed – Minor changes to formatting
	October 2024
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[bookmark: _Toc149052896]Legal Requirements
The Health and Safety at Work etc. Act 1974 requires you to provide whatever information, instruction, training and supervision as is necessary to ensure, so far as is reasonably practicable, the health and safety at work of your employees.
This is expanded by the Management of Health and Safety at Work Regulations 1999, which identify situations where health and safety training is particularly important, e.g. when people start work, on exposure to new or increased risks and where existing skills may have become rusty or need updating.
You must provide training during working hours and not at the expense of your employees.  Special arrangements may be needed for part-timers or shift workers.  Training must be easily understood.  Therefore, if an employee has learning difficulties, literacy issues, or if their first language is not English, the training must be adapted.  Similarly if the induction training is to be given to young workers i.e. students or those on work experience, the level of detail should reflect the fact that such individuals may be inexperienced and require further explanation of some aspects.
ALL staff must receive an appropriate level of safeguarding training at Induction.
[bookmark: _Toc149052897]Policy
· All new starters, whether they be full-time, part-time, permanent, temporary or casual workers (e.g. supply staff), volunteers or young people on work experience, should be instructed in school procedures for emergencies such as fire or injury on the first day of work in the school and will receive other necessary health and safety and safeguarding induction information and training within the first week of employment.
· The task of providing this information and training should be shared between the Head teacher or the Health and Safety Coordinator/Head of Department or other suitable Senior Member of Staff.
· Contractors and, where appropriate, visitors should receive adequate health and safety/safeguarding induction information from their employing or hosting school – refer to KAHSC General Safety Series G18a - Managing Contractors for further guidance.
· Records of health and safety/safeguarding induction should be kept and maintained within each school.
[bookmark: _Toc149052898]Implementation
[bookmark: _Toc149052899]Duties of Managers and Supervisors (Head teachers/Deputy Heads/Senior Staff/Heads of Department)
Head teachers or Department Heads should:
1. allocate responsibility for the induction process to the School Health and Safety Coordinator or another Senior member of the school team;
2. ensure that the Health and Safety Coordinator and sufficient other staff are adequately informed and trained to undertake the process, given the size and complexity of the school;
3. ensure that all staff with induction duties are allocated sufficient time to enable them to discharge their duties;
4. set, enforce and maintain standards, at least to those set out in this Safety Series, for the discharge of induction duties;
5. ensure that records of training are made and maintained.  For employees, individual records should be integrated with school personnel files;
6. ensure that monitoring of the induction process is carried out by;
· spot checks via chats with new employees and students;
· reports to managerial meetings and safety committee meetings;
· checks on record-keeping.
[bookmark: _Toc149052900]Duties of School Health and Safety Coordinators/other Senior Staff
Although the responsibility for ensuring that the induction process is adequately carried out in schools will usually be delegated to the School Health and Safety Coordinator, they may not necessarily provide the information and training themselves, since it may be more appropriate to delegate this task to other (supervisory) staff.
School Health and Safety Coordinators (or where necessary, suitable deputies) must see new staff on the first day of employment, to start the process of health and safety/safeguarding induction.  On the first day of employment, the new staff member must receive information about emergency procedures e.g. the sound of the building’s fire alarm, the action to take on discovering a fire and on hearing the alarm, and what to do should they have an accident.  Other less urgent instruction may be delayed but must be carried out within the following week and/or 3 month period.
Because there is certain basic health and safety and safeguarding information which all staff, irrespective of their grade or employment status, i.e. full-time, part-time, permanent, temporary, casual, etc., must receive, model Health and Safety (Safeguarding) Induction Checklists have been devised to assist those carrying out the induction process; links to these can be found within this document.  This is intended to form the basis of the induction process.  Schools may wish to use their own version or adapt the models supplied by KAHSC, particularly if they have some specific departmental induction matters to add to the list; they may do so but they should retain all the points on the basic check list.
Those involved in delivering health and safety/safeguarding induction training must ensure that each individual is informed of the health and safety/safeguarding issues listed within the relevant Health and Safety Induction Checklist.  You may find it useful to complete a master copy of the checklist prior to use so that the information can be duplicated for each individual inductee.
School Health and Safety Coordinators should:
· ensure that new employees, supply staff, students, volunteers, young people on work experience and contractors, etc., receive the necessary health and safety/safeguarding induction information and training from an appropriately trained person;
· ensure that school/departmental records of induction training are kept;
· make appropriate arrangements to cover their absence.
[bookmark: _Toc149052901]Governing Body
New Head teachers are often forgotten and as a result are not adequately inducted when taking up a new post.  The Governing Body or a nominated Health and Safety Governor should be responsible for providing adequate Health and Safety (Safeguarding) Induction to new Head teachers.  It is acceptable for the school Health and Safety Coordinator to assist Governors with this, although the ultimate responsibility rests with the Governing Body.
[bookmark: _Toc149052902]What should Induction Training Cover?
[bookmark: _Toc149052903]General
Health and Safety Induction Training should focus on both legal health and safety requirements and local procedures necessary to prevent accidents, incidents and ill health.  Induction should be factual and informative, giving sufficient information to enable individuals to understand and follow procedures.
Employees will need to understand:
· their own legal obligations under the Health and Safety at Work Act to work safely and to report problems;
· the contents of the school health and safety policy and how this affects them;
· where and from whom to obtain first aid assistance;
· the fire and emergency evacuation procedures;
· how and from whom to seek advice and assistance;
· local safety rules that apply at the school;
· the identities of key personnel with particular health and safety responsibilities, for example Designated Safeguarding Lead, educational visits coordinator, first-aider(s), fire warden(s), safety representative(s), health and safety coordinator etc.
In addition to the above, new staff taking up managerial and supervisory positions will need to understand:
· relevant policies and procedures which they are required to implement;
· procedures for dealing with problems which may arise;
· how to deal with emergency situations;
· how and where to gain further guidance or assistance when required;
· how to contact the school Health and Safety Service Provider.
[bookmark: _Toc149052904]Temporary Variations to Working Practices
All staff/volunteers, including new starters must be made aware of any temporary variations to normal working practices, policies, procedures and risk assessments.  An example would be other emergencies including local or large scale public health incidents.  Any new or revised systems of work and protective measures must be communicated to staff and you must ensure any safety measures and the safe ways to work together with timetable changes and operational precautions are made known and understood.
[bookmark: _Toc149052905]Job-Specific Induction
Although all staff and students need instruction in fire safety and the general matters noted in the General School Staff Induction Checklist (or in the case of school-employed Cleaning or Catering Staff – Cleaning Staff Induction Checklist or Catering Staff Induction Checklist), job-specific induction may be required for higher risk activities/departments i.e. Design Technology, Science, Site Managers etc. and will obviously vary from individual to individual or group to group.  Head teachers/Heads of Department should ensure that an adequate programme is drawn up for each inductee where appropriate.
In many cases, the most appropriate person to give this job-specific induction training will be the immediate line-manager/supervisor i.e. Head of Department or Premises Manager for example. Matters which should be covered in any Job Specific Induction include:
· the hazards associated with the work;
· the risks arising from these hazards;
· the safe system of work resulting from the control measures required to minimise the risks;
· any necessary safety checks to be made before starting work;
· the correct starting-up and stopping procedures of any equipment to be used.
[bookmark: _Toc149052906]Young People
An additional duty of care is owed to young persons at work including those from other schools on work placement.  This is covered in more detail in General Safety Series G27 – Young People at Work and on Work Experience.  The KAHSC model Induction Checklist for Pupils on Work Experience Placement can be used as the basis for induction of work experience pupils.
[bookmark: _Toc149052907]Record Keeping
Records of inductions must be made and retained within schools.  Model Induction Checklists can be found on the KAHub for:
· General School Staff Induction Checklist;
· Cleaning Staff Induction Checklist;
· Catering Staff Induction Checklist
· Pupils on Work Experience Placement Induction Checklist.
The relevant Induction Checklist will act as a record once it has been signed and dated by both the Induction Officer and the inductee.  The completed checklist(s) and any other relevant documents are most sensibly stored within school personnel files with an electronic copy held centrally.
How these records are held will depend upon local arrangements, but details should be easy to access, clearly defined and regularly reviewed.
Records should contain the following:
· name, location and job title of employee;
· date of induction briefing;
· details of induction;
· name of trainer/person responsible for action.
[bookmark: _Toc149052908]Methods of Induction Training
The method of training will vary between schools and settings, depending upon the size, the nature of the work and the complexity of any local safety arrangements.
Some induction sessions may simply involve a short informal talk between the Head teacher or Health and Safety Coordinator and the new employee based upon a checklist of subject headings.  Other sessions, particularly where there are larger numbers of new employees may be more formal and last much longer.
Induction may be a separate session or may form part of a more general session that provides an introduction to the educational establishment as a whole.
[bookmark: _Toc149052909]Additional Training
Health and Safety/Safeguarding training given at the induction stage is only intended to give a general understanding of responsibilities, the establishment’s general procedures and an insight into the safety culture of the school.  It is not a substitute for in-depth and more specific training that should be given within the area in which the employee will actually work.  The induction may provide additional training needs for new staff depending on their job role or past experience.
Retraining or refresher training will be required where there is reason to doubt the effectiveness of that given originally or simply to refresh knowledge.
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