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NEW TEACHER INDUCTION CHECKLIST FOR SCHOOL LEADERS
Purpose:
To ensure every new teacher is welcomed, supported, and set up to succeed professionally, culturally, and instructionally from day one.
1. Before the Teacher Starts (Preparation Phase)
☐ Mentor allocated (experienced, trained, and role clarified)
☐ Mentor meeting times scheduled and protected (12 weeks minimum)
☐ Timetable reviewed (reduced load / adjusted duties where possible)
☐ Access arranged for IT systems, email, LMS, assessment platforms
☐ Workspace prepared (desk, keys, access cards, resources)
☐ Induction folder prepared (digital or physical)
☐ Observation schedule drafted (who they will observe and when)
☐ Staff notified of new teacher arrival and role
2. Day One / Week One: Welcome & Culture
☐ Formal welcome from principal or leadership team
☐ Explicit explanation of school culture, values, and expectations
☐ Non-negotiables made clear (instruction, behaviour, inclusion, professionalism)
☐ Tour of school and introductions to key staff
☐ Clear explanation of “who to go to for what”
☐ Behaviour management system explained with practical examples
☐ Child protection and wellbeing procedures covered
☐ Time provided to meet mentor (not rushed, informal only)
3. Teaching & Learning Expectations
☐ School Learning and Teaching Model explained
☐ Planning and assessment expectations clarified
☐ Curriculum resources and scope & sequence shared
☐ Expectations for differentiation and inclusion discussed
☐ Examples of high-quality lessons shared
☐ Observation focus areas identified (e.g. routines, modelling, questioning)
4. Observation & Modelling
☐ Classroom observation opportunities scheduled
☐ Clear purpose provided for each observation
☐ Time allocated for pre-brief and debrief discussions
☐ Opportunities to observe across subjects/year levels where helpful
☐ Observation aligned to school-wide instructional priorities


5. Professional Reading & Shared Practice
☐ Induction reading folder provided (concise and relevant)
☐ Key documents highlighted (not “everything at once”)
☐ Mentor discussion prompts provided
☐ Links made between readings and classroom practice
☐ Time scheduled to discuss ideas, not just “read independently”
6. Mentoring & Ongoing Support
☐ Regular mentor meetings scheduled (weekly/fortnightly)
☐ Mentor role is non-evaluative and supportive
☐ Clear process for raising concerns or seeking extra help
☐ Mentor available beyond first few weeks (minimum 12 weeks)
☐ Check-ins from leadership during first term
7. Wellbeing & Belonging
☐ Workload expectations discussed openly
☐ New teacher introduced to staff wellbeing supports
☐ Opportunities for connection with other new staff
☐ Explicit reassurance about “normal early challenges”
☐ Safe space provided for questions and reflection
8. Review & Reflection
☐ End-of-term induction check-in completed
☐ Feedback collected from new teacher
☐ Adjustments made to support plan if required
☐ Mentor feedback sought
☐ Induction process reviewed for future improvement

9. Notes
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