
	Induction checklist for Early Years settings


	Subject 

	Notes 
	Done  √

	Aims and ethos of the setting 

	
Sign:
	

	Meeting the team 
	Introduce members of staff/committee members etc. 

	

	Assigned a mentor 

	
	

	Familiarise with the setting – indoors and outdoors 
	Tour of the setting 
	

	Understanding of everyone’s role in the setting 
	Manager, Deputy, DSL, SENCo, all staff etc. 

Sign: 
	

	Job role and responsibilities 
	Go through job description – ensure good understanding of role

Sign: 

	

	Details of specific tasks and daily routines

	Detail any tasks expected to be done on a regular basis i.e. cleaning, children’s records keeping etc. 

Sign: 
	

	Policies and procedures 
	Fire Procedures, Safeguarding Procedure, Behaviour policy, health and Safety, location of policy folder 
Sign: 
	

	Hours of Work 

	Sign: 
	

	Dress code 
	Sign:

	

	Lunchtime and Breaks 
	When and where these are to be taken
Sign:  
	

	Code of conduct

	Sign: 
	

	Use of personal phone 
	Sign:
 
	

	Use of personal social media accounts
	Sign:

	

	Storage of bags and personal items 
	Sign: 
	

	Punctuality 
	Who to contact if going to be late? 

Sign:
	

	Attendance at meetings 
	Staff meetings – how often and time taken etc 

Sign: 
	

	Role of the key person (if applicable) 
	Sign: 
	

	Signing in and out 
	Sign: 

	

	Procedure to follow if you are unable to come into work 
	Sign: 
	

	Holiday entitlement and arrangements for booking time off 
	Sign:
	

	Confidentiality agreement
 
	Sign:
	

	Grievance and disciplinary procedures 
	Sign:
	

	Risk assessments and Health and safety policy 

	Sign 
	

	First aid facilities 

	Position of first aid boxes and accident forms/ procedures 

Sign: 
	

	Current DBS check in place 



	If not yet in place – staff member will not be allowed unsupervised access to children and will not be allowed to provide intimate care. 

Sign: 
	

	Safeguarding knowledge secure 
	Recent training attended? 

Sign: 
	

	Training needs identified 

	
	

	Supervisions/appraisals 

	How often, content, expectations
	

	Partnership with parents 
	Expectations/documentation/ different ways of communicating

Sign:
	





