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  INTRODUCTION 

First impressions can have a lasting effect on career outcomes and a significant impact on an 
employee’s integration within the team and their level of job satisfaction. Preparing well for a 
new employee’s arrival ensures that they are given the best possible opportunity to become 
effective in Wickersley Partnership Trust quickly. Induction is an opportunity for Wickersley 
Partnership Trust to welcome their new recruit, help them settle in and ensure they have the 
knowledge and support they need to perform their role. An effective induction may also impact 
turnover, absenteeism and the employer’s potential to become an employer of choice. 

Wickersley Partnership Trust (hereby after referred to as WPT) will provide all new permanent 
and temporary employees with a full programme of induction information and training 
pertinent to the context and job role. 

The induction process will:

• Include a comprehensive induction pack 
• Provide the necessary tools and information for the employee to begin their role as early as 

possible
• Provide a structured period to introduce all new employees to the main duties, 

responsibilities and accountabilities of their post
• Provide information and training on key Trust policies and procedures including the Trust’s 

Code of Conduct Policy to ensure that all employees new to the Trust understand what is 
expected of them and gain support to achieve those expectations

• Provide safeguarding information and training
• Enable the employee to contribute to improving and developing the overall effectiveness of 

the school or Trust, appropriate to their role raising student achievement, and meeting the 
needs of the students, parents and wider community

• Contribute to the employee’s sense of job satisfaction and personal achievement
• Identify and address any specific training needs
• Provide an opportunity to meet the Headteacher, Governing Board, employees and students 

as appropriate to the role
• Help the employee understand the role of the Governing Board and its committees
• Present opportunities to ask any questions, and seek clarification on any matter regarding 

their role, terms and conditions and the workings of the school and/or Trust as appropriate 
to their role

• Provide an opportunity to address any concerns and offer support 

1.0

2.0  AIMS

The induction programme is designed to help new employees, or those who have been 
transferred or promoted into different roles, become familiar with the requirements of their 
position. They will also learn about the Trust culture, ethos and working practices effectively 
and efficiently so that they become knowledgeable and confident as quickly as possible. 

Induction should be seen as the beginning of a process of employee development that 
continues throughout a career.
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3.0  RESPONSIBILITIES 

3.1 Headteachers/CEO responsibilities:

 The Headteacher/CEO has the overall responsibility for ensuring that an effective   
 induction programme is communicated throughout the Trust in line with this policy. They  
 are also responsible for advising Line Managers on the induction process, dealing with  
 any problems or queries with the probationary period regarding support staff, and   
 provision of any specific training needed in order to equip the new employee with   
 necessary skills to perform the job.

 All inductions should include the receipt of copy of part one of ‘Keeping Children Safe  
 in Education’. Upon completion of the induction period, the Headteacher must ensure  
 that the induction completion checklist (Appendix B) is signed and dated by themselves  
 and the new employee.

3.2 Management/Line Manager responsibilities:

 The School Leader/Line Manager is responsible under this policy for ensuring that all   
 new employees are properly supported during their induction period. If any problems  
 arise, the School Leader/Line Manager should address these promptly. This will ensure  
 that the employee is aware that some aspect of their performance or conduct is   
 unsatisfactory, and prevent the problem from escalating.

 They are also responsible for providing guidance and support, and to identify and   
 arrange a Mentor, peer Buddy (see Appendix D) and any necessary training    
 requirements.

Line Manager (monthly)

Mentor (weekly) Peer Support (adhoc)

This policy defers to the published statutory requirements relating to NQT induction.

If performance-related concerns are identified within the new role, these concerns should be 
managed in line with the Trust’s Capability Policy.



 The School Leader/Line Manager must ensure that the employee is properly informed at  
 the start of their employment about what is expected of them during induction,   
 for example, referring to the Workforce Framework (Appendix C).

 Ensuring that all employees are aware of this policy and the procedures involved, and  
 ensure that the policy is applied fairly and consistently in line with the Equal    
 Opportunities Policy.

 Clearly explaining the expected standards of performance and Code of Conduct   
 Policy to employees including how performance will be monitored (please refer to   
 Workforce Development Policy).

 Notifying new employees of induction catch up meetings within 10 calendar days of   
 starting date, allowing both parties to have adequate preparation time. 

 Completing induction catch up meetings for employees at the different Induction stages  
 covered in Section 5.

 Providing clear and constructive feedback to employees new to their role on    
 their performance, clarifying at the earliest opportunity any areas of concern to address  
 improvements required. Support can be obtained from HR where necessary.

 Ensuring that appropriate systems are in place to support and monitor new employees  
 and their work throughout the induction period, to allow new employees to fulfil the   
 standards required according to the Workforce Framework (Appendix C).

 Understanding and acting in accordance with the Mental Health & Wellbeing Policy.

3.3  Employee responsibilities:

Adhering to the procedures outlined in this policy, and carrying out their job roles to the 
standard that is expected.

Adhering to the expectations outlined in the school’s Code of Conduct Policy, and the 
standards outlined in the Workforce Framework (Appendix C).

Engaging fully in induction and training opportunities.

Actively engaging with the induction catch up meetings and any support provided as a 
result of these meetings.

Clarifying expectations or concerns with their Line Manager at the earliest opportunity if 
these are unclear at any stage.

Alerting their Line Manager at the earliest opportunity if they are experiencing any 
difficulties with the expectations of their role, and working positively to achieve the 
required performance standards set out in the Workforce Framework (Appendix C).

Completing induction documents, and submitting these to the Line Manager within 5 
working days of meeting.

Some employees may need special attention, particularly to reassure them or to address 
any anxiety; these might include but are not limited to: recent school leavers, people 
returning to work after a long period of time out of employment, people with disabilities, 
individuals undergoing gender reassignment and minorities.
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4.0  THE INDUCTION PROGRAMME

4.1  Before the new employee starts, Line Managers/School Leaders should plan who will   
 meet them on their first day of employment, who will act as ‘Buddy’ and Mentor,   
 where they will work, and send them useful information about the organisation and their  
 new workplace.

4.2  This policy is intended to help new employees establish their suitability for the    
 appointment and to provide a period for the individual to ‘settle in’.

4.3 All new employees are required to attend a 1 month, 3 month and 6 month induction   
 catch ups regardless of whether their employment status at the school is permanent,   
 fixed-term, full-time or part-time.

4.4 Essential information will be provided to the new employee in a planned and systematic  
 way. The induction programme will vary to suit the particular needs of the new employee  
 and their role within the School/Trust (Appendix A).

4.5 The programme will include:

• An induction checklist of the policies, procedures and training to be covered
• An induction timetable
• Details of help and support available
• Details of work shadowing, if appropriate
• A diary of induction meetings, if appropriate
• Details of other relevant individuals with responsibility for induction e.g. the 

designated Mentor or Supervisor (see Appendix D)

The Headteacher/Line Manager will use an induction checklist to ensure that the new 
employee is provided with all the relevant information relating to these areas, and to 
provide any necessary support if needed.

4.6 Upon completion, the induction checklist should be signed by the employee and retained  
 on the employee’s personnel file on Core HR.

5.0  CATCH-UP MEETINGS

During the induction period there will be 3 catch up meetings.

5.1 First Induction Catch Up: One Month

 5.1.1  A catch up meeting should be held for all employees at the end of their    
  first month of employment to discuss how the first few weeks with the Trust   
  have gone, and to identify gaps in their induction (Appendix B). Review    
  meetings should not take place in a Teacher’s  PPA time. Cover will be    
  provided for review meetings.



 5.1.2 The Line Manager will make the employee aware of the date/time of the   
  catch up meeting, giving 5 working days’ notice.

5.1.3  The catch up meeting should be held between the Line Manager and employee.  
 The Line Manager in discussion with the employee will complete Appendix E -   
           Induction Monitoring Form which must be signed by both parties. Areas of   
 discussion are included in the Workforce Framework (Appendix C).

 5.1.4 The opportunity should be taken to review the individual’s job description   
  and answer any queries the employee may have about their duties and    
  responsibilities.

 5.1.5 After the first induction catch up meeting has taken place, the Induction   
  Monitoring Form is to be completed, signed by both the Line Manager    
  and the employee, and a copy to be held on the employee’s personal file.   
  The employee will have the opportunity to add a comment on either of the   
  documents so that any points of disagreement are recorded. 

 5.1.6 A second catch up meeting date for all employees should be set to take    
  place within 3 months of the employee’s start date to ensure that all aspects   
  of the General Induction Checklist have been completed (Appendix B). 

5.2  Second Induction Catch Up Meeting: Three Months

 5.2.1 A catch up meeting should be held when an employee has been employed   
  in their new post after a period of 3 months. Review meetings should not   
  take place in a Teacher’s PPA time. Cover will be provided for review meetings. 

 5.2.2 The Line Manager will make the employee aware of the date/time of the   
  catch up meeting, giving 5 working days’ notice.

 5.2.3  The catch up meeting should be held between the Line Manager and employee. 
  The Line Manager in discussion with the employee will complete Appendix E
  - Induction Monitoring Form which must be signed by both parties. Areas of   
  discussion are included in the Workforce Framework (Appendix C).

5.2.4  After this catch up meeting has taken place, the Induction Monitoring Form is   
  to be completed, signed by both the Line Manager and the employee, and a copy    
  to be held on the employee’s personal file. The employee will have the opportunity  
  to add a comment on either of the documents so that any points of disagreement  
  are recorded.  

 5.2.5  A final review date for all employees should be set to take place within 6 months  
  of the employee’s start date.

5.3  Final Induction Review Meeting: Six Months

 5.3.1  The Final Induction Review Meeting must be held within 6 months of the   
  employee’s start date. The Line Manager will write to the employee to invite them  
  to attend the Final Induction Review Meeting giving 5 working days’ notice.

 5.3.2  The Line Manager should discuss with the employee whether the employee has 
  met the required standards of the post during the induction period. If the   
  employee has not met the requisite standards the employee needs to be advised  
  of the reasons of the same. 
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 5.3.3 At the Final Induction Review, the Induction Monitoring Form (Appendix E)   
  will need to be completed during the meeting and signed by both the Line   
  Manager and the employee. The employee will have the opportunity to add   
  a comment on either of the documents so that any points of disagreement   
  are recorded.

 5.3.4 The outcome of the Final Induction Review Meeting will be confirmed in writing by  
  the Line Manager within 5 working days of this meeting. 

6.0  MONITORING AND REVIEW

The Trust will review this policy and assess its implementation and effectiveness annually. The 
policy will be promoted and implemented throughout all schools and feedback will be obtained 
after completion of induction. It will include consultation with the recognised Trade Unions.

7.0  LINKS TO OTHER POLICIES

• Code of Conduct Policy
• Probation Policy
• Mental Health and Wellbeing Policy
• Equal Opportunities Policy



Appendix A
The Induction Programme

The Headteacher/Line Manager responsible for induction within the Trust/school should ensure 
that an Induction Programme is provided personally, which will include:

• An induction/training timetable
• A checklist of policies and procedures to be read and understand
• Details of help and support available
• Details of work shadowing, if appropriate
• A diary of meetings
• Details of other relevant individuals with responsibility for induction e.g. the designated 

Mentor or Supervisor

The Trust will ensure that all induction programmes are tailored to specific individuals. The 
areas that should be considered for each employee category are set out below. These are not 
intended to be extensive, and careful consideration should be given in relation to each role and 
the experience of the employee.

TEACHING STAFF INCLUDING TEACHING ASSISTANTS

All new teaching staff should be given appropriate induction advice, training and resources by 
their Headteacher/Line Manager. This should include:

• Safeguarding children including: Keeping Children Safe in Education, the school’s 
Safeguarding Policy and any additional information in regards to specific safeguarding 
issues e.g. CSE, FGM, PREVENT etc.

• Employee Code of Conduct
• Staff Handbook (if available) including: term dates, school times, absence protocol, and the 

signing in and out of school process
• School prospectus
• All policy/documents which include: Anti-Bullying, Safer Handling, Attendance, Behaviour, 

Whistleblowing, and Social Media
• A site map
• Health and safety information
• Fire and emergency procedures including: the map of school and directions to the nearest 

exit and assembly points for fire evacuation - ‘walked through with staff’
• First aid information
• Register of business interests – for personnel file
• Personal data form (authorisation) - for personnel file
• School improvement/development plan
• Year group schemes of work
• Assessment advice, recording, reporting, resources and procedures
• Class and set lists
• Information on whole school and year group resources, including ICT

 ○ Timetables
 ○ SEN ‘pen portrait’ information including: individual children’s information on SEND,   

 behaviour, safeguarding, medical needs etc
• Timetables
• SEN ‘pen portrait’ information including: individual children’s information on SEND, 

behaviour, safeguarding, medical needs etc



SUPPORT STAFF/CENTRAL TEAM

All new employees should be given appropriate induction advice, training and resources by 
their Line Manager/Headteacher. This should include:

• Safeguarding children including: Keeping Children Safe in Education, the school’s 
Safeguarding Policy and any additional information in regards to specific safeguarding 
issues e.g.: CSE, FGM, PREVENT etc. 

• Staff Code of Conduct
• Staff Handbook (if available) including: term dates, school times, staff absence protocol, and 

the signing in and out of school process
• School/Trust prospectus
• A range of policy documents including: Anti-Bullying, Safer Handling, Attendance, 

Behaviour, Whistleblowing, and Social Media
• A site map
• Health and safety information
• Fire and emergency procedures including: the map of school and directions to the nearest 

exit and assembly points for fire evacuation - ‘walked through with staff’
• First aid information
• Register of business interests – for personnel file
• Personal data form (authorisation) - for personnel file
• School/Trust improvement/development plan
• School/Trust systems and procedures
• Specific job-related training such as finance, recruitment and selection administration etc.

CLEANING/CARETAKING/CATERING STAFF

All new employees should be given appropriate induction advice, training and resources by 
their Line Manager/Headteacher. This should include:

• Safeguarding children including: Keeping Children Safe in Education, the school’s 
Safeguarding Policy and any additional information in regards to specific safeguarding 
issues e.g. CSE, FGM, PREVENT etc.

• Staff Code of Conduct
• Staff Handbook (if available) including: term dates, school times, staff absence protocol, and 

the signing in and out of school process
• School prospectus
• A range of school policy documents including: Anti-Bullying, Safer Handling, Attendance, 

Behaviour, Whistleblowing, and Social Media
• A site map
• Health and safety information
• Fire and emergency procedures including: the map of school and directions to the nearest 

exit and assembly points for fire evacuation - ‘walked through with staff’
• First aid information
• Register of business interests – for personnel file
• Personal data form (authorisation) - for personnel file
• School improvement/development plan
• Specific job-related training such as manual handling, kitchen safety etc

LUNCHTIME STAFF AND COVER SUPERVISORS

All new staff should be given appropriate induction advice, training and resources by their Line 
Manager/Headteacher. This should include:



• Safeguarding children including: Keeping Children Safe in Education, the school’s 
Safeguarding Policy and any additional information in regards to specific safeguarding 
issues e.g. CSE, FGM, PREVENT etc. 

• Staff Code of Conduct
• Staff Handbook (if available) including: term dates, school times, staff absence protocol, and 

the signing in and out of school process
• School prospectus
• A range of school policy documents including: Anti-Bullying, Safer Handling, Attendance, 

Behaviour, Whistleblowing, and Social Media
• A site map
• Health and safety information
• Fire and emergency procedures including: the map of school and directions to the nearest 

exit and assembly points for fire evacuation - ‘walked through with staff’
• First aid information
• Register of business interests – for personnel file
• Personal data form (authorisation) - for personnel file
• Specific job-related training such as behaviour management etc

SUPPLY TEACHERS/AGENCY STAFF

All new supply teachers and agency staff should be given appropriate induction advice, training 
and resources by their Line Manager/Headteacher. This should include:

• Safeguarding children including: Keeping Children Safe in Education, the school’s 
Safeguarding Policy and any additional information in regards to specific safeguarding 
issues e.g. CSE, FGM, PREVENT etc

• Relevant information in regards to the Staff Code of Conduct
• Relevant information in regards to the Staff Handbook (if available) including: school times, 

staff absence protocol, the signing in and out of school process
• Relevant information in regards to school policy documents including: in particular 

Behaviour, Anti-Bullying, Safer Handling, Attendance, Whistleblowing, and Social Media
• A site map
• Health and safety information
• Fire and emergency procedures including: the map of school and directions to the nearest 

exit and assembly points for fire evacuation - ‘walked through with staff’
• First aid information
• Relevant information on curriculum, schemes of work, assessment, class lists, resources, 

schedules and timetables
• SEN ‘pen portrait’ information including: individual children’s information on SEND, 

behaviour, safeguarding, medical needs etc



First Catch Up Actions Final Catch Up

Appendix B
General Induction Checklist

Items to cover with each new employee. This should be adapted to the requirements of the 
specific post and post holder.

Name: Start date: 

   SCHOOL/DEPARTMENT

Meet Line Manager/
Headteacher

Introduction to 
colleagues and tour of 
school/work area

General layout, 
location of facilities 
etc

Telephone system 
and arrangements 
for mobile phones/
personal calls

ICT and resources 
familiarisation

Arrangements for 
keys, passes, ID 
badges, access codes, 
key fobs etc

Employee’s own 
job role and line 
management



Planned meetings 
with key people

Personal programme 
and planned induction 
to duties of post - 
identify development 
needs and agree 
any training and 
development needs

     CONDITIONS OF EMPLOYMENT

Hours of work 
including: 
arrangements for 
breaks and lunch

Probationary period 
(length) - where 
applicable

Arrangements for 
requesting leave: 
annual leave, unpaid 
leave, compassionate 
leave etc

Reporting absence 
procedure

Issues of uniforms, 
and Uniform Policy, 
protective clothing 
replacement etc.

Health and safety. 
This will include:

   POLICIES AND PROCEDURES



Provision of or 
reference to the 
location of the school 
policy

Information and 
training in relation 
to the employee’s 
responsibilities

Fire and emergency 
procedures. This will 
include:
Location of school 
building fire safety 
manual. fire action 
and other fire notices, 
location of fire 
fighting equipment, 
means of raising 
alarm including 
the position of fire 
alarm points, fire 
evacuation procedure 
and means of escape, 
fire assembly points, 
times of fire alarm 
sounder tests and 
other relevant 
information

First Aid. This will 
include:
Location of First Aid 
provisions, location 
of notices bearing 
details of qualified 
First Aiders, means of 
obtaining First Aid for 
students, policy on 
providing First Aid for 
students, and other 
relevant information



Policy and procedures 
relating to the 
safeguarding of 
children

Policy and procedures 
relating to special 
leave of absence

Policy and procedures 
relating to appraisal/
performance 
management

Policy and 
procedures relating 
to disciplinary, 
grievance, capability 
and sickness absence

School Code of 
Conduct

Social Media Policy

Personal presentation

Disciplinary 
procedures

Courtesy to the 
colleagues, parents, 
visitors etc

Confidentiality

   CONDUCT CODE



Acceptance of gifts

Statements to the 
Press/social media

Local rules regarding 
smoking

Study leave

Means of 
advancement, 
promotion 
opportunities

Employee appraisal 
process

Employee or Trade 
Union representative

Communication 
arrangements

Information sources 
eg: notice boards, 
circulars etc.

Handling complaints

   TRAINING AND DEVELOPMENT

   EMPLOYEE INVOLVEMENT AND COMMUNICATION



Notes:

I have been informed about and understand the above items. 

Signature: 

Date:

Suggested timelines of events

By the end of the first day

The first day should be about helping new arrivals find their feet and get familiar with the 
working environment and introducing colleagues, Managers and Mentors.

• Employees should be provided with an aide-memoire with names, faces, contacts and 
job titles which will help them to remember their new colleagues and to avoid the 
embarrassment of forgetting who’s who

• Expectations should be outlined about acceptable behaviour including policies on 
Safeguarding, Acceptable Use of ICT and Social Media and other important expectations 
about such things as dress code, smoking, car parking and making requests for leave of 
absence

• Health and safety issues, such as what to do in an emergency, should be made known to 
them

• Any pressing paperwork or administration should be dealt with so that it is out of the way 
ahead of the employee taking up their duties in earnest; this might include issuing them 
with their employee security card/ID badge, dealing with their P45 and providing them with 
computer and photocopier log-ins and codes

By the end of the first week

The relevant Managers should:

• Go over how the organisation works in more detail, explaining what the new employee’s role 

is and how they fit into its plans and vision for the future



• Look at the terms and conditions of their employment contracts which could touch on 
training and development opportunities, routes for promotion, how performance will be 
assessed and notice periods

• Explain how discipline, grievance, capability and absence management issues are dealt with

After the first month

The relevant Managers should: 

• At the end of the first month, check on how employees are settling in, whether they have 
any concerns or need further training or advice, and set appraisal objectives

After 3 months

• Review any of the concerns raised in the meeting held at the end of the first three months, 
check that the employee is comfortable with appraisal objectives and whether there are any 
further training needs

After 6 months

• Review any of the concerns raised in the meeting held at the end of the first three months, 
check that the employee is comfortable with appraisal objectives and whether there are any 
further training needs

After 12 months

• By the end of the year, carry out a full appraisal review which should include an opportunity 
to give feedback about the effectiveness of their induction



Appendix C
WPT Workforce

RECRUITMENT
INDUCTION/
PROBATION

APPRAISAL/
CPD

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION
CODE OF CONDUCT

SELF ASSESSMENT/PDP
TRAINING/CPD NEEDS

SCHOOL PLAN AND TRUST 
VISION

OBJECTIVES
Based on recruitment scores 

and above

HEALTH AND WELLBEING 
CHECK IN

360 FEEDBACK

PROFESSIONAL 
STANDARDS

Support staff = Contract/
Green Book

Teaching staff = Contract/
Burgundy Book

JOB DESCRIPTION
Support staff = Job 

Description
Teaching staff = Teacher 

Standards

COMPETENCIES
Support staff = Support Staff 

Competencies
Teaching staff = Teaching 

Competencies

COMMITMENT TO 
SAFEGUARDING AND 
CHILD PROTECTION

CODE OF CONDUCT/WPT 
POLICIES

SELF ASSESSMENT/PDP
TRAINING/CPD NEEDS

SCHOOL PLAN AND TRUST 
VISION

OBJECTIVES
Based on above (WD Policy)

HEALTH AND WELLBEING 
CHECK IN

360 FEEDBACK



Appendix D
Mentor/Peer Support

Mentor Guidance

Mentor responsibilities: 

• Takes a long-range view of your growth and development
• Helps you see the destination but does not give you a detailed map to get there
• Offers encouragement, but not “how-to” advice

A Mentor does not:

• Serve as a coach, as explained above
• Function as an advocate of yours in the organisational environment such as your boss 

would; the relationship is more informal 
• Tell you how to do things
• Support you on transactional, short-term problems
• Serve as a counsellor or therapist

The Mentee’s responsibilities: 

When you first identify a Mentor and establish a relationship, discuss and compare expectations 
for both the Mentor and Mentee. Clarify each person’s responsibilities, and the process the two 
will use going forward to communicate, understand career goals, follow-through, and problem-
solve if needed.

• Aim to maximise this experience to reap the full benefit
• Be open to feedback
• Not be afraid to ask for advice
• Provide structure for the relationship, specify upfront some initial career goals, such as 

learning specific procedures or processes, or preparing for a promotion, for example
• Discuss with the Mentor how you can best measure the success and effectiveness of your 

working relationship together 
• Commit to scheduled appointments
• Whilst committing to certain steps in the development progress or discussing educated risks 

to support career development to move towards goals, keep track of discussions with the 
Mentor and follow up specifically on those steps

Buddy/Peer Support Scheme

Aim of the Buddy Scheme

Having a “Buddy” at work can make a huge difference to the speed at which new employees 
settle into the role, the department, the school and the Trust. Just knowing there is someone 
there to listen who is genuinely interested in helping them can make new staff members feel 
supported.



Who makes a good Buddy?

A good Buddy is someone who is prepared to be:

• A reliable contact 
• A friendly face 
• An informal source of information on the team and department 
• Someone who knows how things work across the organisation and is prepared to share that 

experience 

Personal attributes of a good Buddy include: 

• The ability to listen 
• Openness and commitment to being a Buddy – it can be a learning experience for both 

parties 
• Good time management and self-management skills 
• Relevant knowledge and experience to be able to provide the right level of support 
• An honest and considerate approach to giving feedback and asking challenging questions 

including the ability to give constructive feedback 
• Ability to identify learning opportunities 
• Ability to use questions to encourage new starters to think for themselves 
• A willingness to learn 

Roles and responsibilities of a buddy

A Buddy is not a Line Manager but are there in the role of a supportive colleague and friendly 
face. The role of a Buddy is varied depending on the individual but could involve some or all of 
the following:

• Attend training/read guidance documents on the expectations of a Buddy 
• Helping the new colleague to navigate their way around the department and the site, this 

could include short tours
• Showing them how to do aspects of their role 
• Answering questions – often more than once. Buddies need to be patient as new starters 

take in a lot of information, often in a short time, and may need to re-ask questions in the 
future as events occur 

• Provide information, signpost information and provide informal support 
• Introducing them to other colleagues who are important to their role 
• Helping them to understand the formal and informal culture and structures at WPT 
• Encourage them to ask questions if unsure about any aspects of their role 
• Arrange to go for coffee or lunch sometime so they can enjoy the social side of working and 

feel part of the team

A Buddy is not: 

• An advisor or counsellor 
• A new best friend 
• A confidante 

It is also responsibility of the new employee to maintain and develop their relationship with the 
with the “Buddy” contribution to the two-way relationship.

Guidelines for approaching the first meeting if new to the role can seem daunting and this 
is matched by the new starter feeling a bit overwhelmed possibly by a new role and new 
environment.



The following will help establish the relationship and decide how both are going to make use of 
the Buddy Scheme: 

• Arrange an informal meeting, over coffee is a nice touch but not necessary
• Outline roles, experience and the purpose of being a Buddy
• Find out about their professional background and experience and identify their 

understanding of the “Buddy” relationship and how it will work 
• Clarify expectations they can have from the Buddy Scheme 
• Arrange a good time to take them around to understand the layout of schools and the Trust, 

and whilst doing this introduce them to key people relevant to their role 
• Arrange to show them around the office and explain basics like how the phone and 

photocopier work, where things are stored, where to get stationary, key documents and 
policies and anything else that will make it easier for them to settle into the role 

• Explain any office events such as book club, shared birthday collections etc. and make sure 
they are added to informal contact lists 

• Get to know a bit about them as an individual outside of work but not too many questions! 
• Make sure they know they can ask anything in regards to work – it is important to stress this 

as often new members of the team are reluctant to ask as they don’t want to get off on a 
bad foot with their new colleagues

Tips for the Buddy

If asked to be a Buddy, here are some tips that can help to make the most of the experience:

• Buddies are not expected to be an expert on everything, so don’t worry about living up to 
this idea

• Focus attention on the new Project Manager and what they need to be comfortable and 
productive in their new role

• Remain patient—relationships take time to develop
• Don’t try to cover everything right away. Remember, the new Project Manager more than 

likely feels overwhelmed during the first couple of weeks in a new job and will need time to 
digest all the information they are taking in

• Stay positive. New employees will grow into their roles in time with appropriate support
• Don’t try to force a relationship. Be available, but give the new employee time to adjust and 

feel comfortable with using the Buddy as a trusted source;
• Try to identify the new employee’s personality and communication style and adapt 

accordingly
• Keep an open mind and don’t be too judgemental. The new hire is relying on the Buddy to 

be a safe place to get answers to their many questions
• Maintain a positive, teaching attitude



Appendix E
Induction Monitoring Form

This form should be completed at every meeting and upon final completion. A copy needs to 
be sent to hr@wickersleypt.org as well as uploaded to the employee’s personnel file on Core HR 

no later than 6 months after date of commencement.

Information

Name of employee:

Job title:

Start Date in Post:

Date of First Induction Catch Up Meeting

Date of Second Induction Catch Up Meeting

Date of Final Induction Catch Up Meeting

Date of Extended Induction Catch Up 
Meeting

Self-Assessment



Line Manager’s signature:

Employee’s signature:

Date:

Line Manager’s Assessment

Line Manager’s signature:

Employee’s signature:

Date:


