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1. [bookmark: _Toc235798439]Policy Statement
This policy outlines the procedures for the induction of all new pupils, families, staff, volunteers, and professionals joining the provision. The induction process is designed to ensure a safe, supportive, and positive transition into the setting, enabling individuals to understand the ethos, expectations, routines, and available support systems.
Our provision recognises that many learners may have experienced disrupted education, trauma, anxiety, unmet needs, or barriers to learning. As such, induction is personalised, flexible, and responsive to individual circumstances.

[bookmark: _Toc235798440]2. Purpose
The aims of the induction process are to:
· Create a welcoming and inclusive environment.
· Reduce anxiety associated with transition.
· Establish positive relationships with pupils and families.
· Gather information necessary to meet individual needs.
· Ensure safeguarding arrangements are understood.
· Familiarise individuals with the provision's routines, expectations, and support systems.

[bookmark: _Toc235798441]3. Scope
This policy applies to:
· New pupils and their families or carers.
· Newly appointed staff members.
· Volunteers and work experience placements.
· Visiting professionals and partner agencies.

[bookmark: _Toc235798442]4. Vision and Values
Induction within the provision will be:
Person-Centred
Each induction programme will reflect the individual's needs, strengths, interests, and circumstances.
Trauma-Informed
Staff will recognise that transitions can be challenging and will prioritise emotional safety and wellbeing.
Inclusive
Reasonable adjustments will be made to ensure accessibility for all individuals regardless of need, disability, language, culture, or background.
Collaborative
Families, previous settings, and external professionals will be involved where appropriate.





[bookmark: _Toc235798443]5. Pupil Induction Procedures
[bookmark: _Toc235798444]5.1 Pre-Admission
Prior to admission, the provision will:
· Receive and review referral documentation.
· Obtain educational, safeguarding, and support records.
· Liaise with the referring school, local authority, or agency.
· Arrange an initial meeting with parents/carers and the pupil where appropriate.
· Identify any special educational needs, health requirements, risk assessments, or support plans.
· Agree a transition timetable if required.

[bookmark: _Toc235798445]5.2 Initial Visit
The pupil and family will be offered:
· An initial home visit
· An introduction to key staff members.
· Information regarding routines, curriculum, expectations, and support available.
· Opportunities to ask questions and express concerns.
· A discussion regarding individual preferences, interests, strengths, and support needs.

[bookmark: _Toc235798446]5.3 Transition Programme
Where needed, a phased transition may include:
· Short introductory sessions
· Attendance at specific sessions or activities.
· Meeting key adults.
· Reduced timetables agreed in accordance with statutory guidance.
· Additional emotional support during transition.
The transition programme will be reviewed regularly and adjusted according to the pupil's needs.

[bookmark: _Toc235798447]5.4 Induction Period
During the first six weeks:
· A key worker, mentor, or designated member of staff will be assigned.
· Baseline assessments may be completed where appropriate.
· Wellbeing, engagement, attendance, and participation will be monitored.
· Individual targets may be established.
· Regular communication will be maintained with parents/carers.
· Review meetings and conversations will be set up
· 
[bookmark: _Toc235798448]What Pupils Should Do If They Do Not Feel Safe
At our provision, every child has the right to feel safe, respected, and supported. Pupils are encouraged to speak to a trusted adult if they are worried about their own safety or the safety of another person.
A pupil should tell a member of staff immediately if:
· They feel unsafe at school, online, at home, or in the community.
· Someone is hurting them, threatening them, or making them feel uncomfortable.
· They are being bullied, harassed, discriminated against, or intimidated.
· They are worried about another child being harmed or at risk.
· They see or hear something that makes them feel unsafe.
· They are experiencing mental health difficulties, self-harm thoughts, or emotional distress.
Pupils can seek support from:
· Their Key Worker or Mentor.
· The Designated Safeguarding Lead (DSL).
· Any trusted member of staff.
· A member of the Senior Leadership Team.
If a pupil does not feel comfortable speaking face-to-face, they may:
· Write down their concerns.
· Use a worry box or reporting system (where available).
· Email a trusted member of staff.
· Ask a friend to help them approach an adult.

All concerns will be listened to seriously and dealt with appropriately. Staff will explain what happens next and will always act in the best interests of the child. Whilst staff cannot promise to keep safeguarding concerns secret, they will only share information with those who need to know in order to keep children safe.
The provision will ensure that pupils regularly receive information about:
· Who the safeguarding team are.
· How to report concerns.
· How to stay safe online.
· Where to access emotional wellbeing support and links to website Safeguarding Information | Atypical Education
· External support services, such as Childline.
Childline: 0800 1111
Website: https://www.childline.org.uk
Pupils will never get into trouble for reporting a genuine concern about safety or wellbeing.








[bookmark: _Toc235798449]6. Staff Induction Procedures
All new staff will participate in an induction programme that includes:
Mandatory Information
· Safeguarding and child protection.
· Keeping Children Safe in Education requirements.
· Staff Code of Conduct.
· Health and Safety procedures.
· Fire safety and emergency arrangements.
· Equality, diversity, and inclusion.
· Behaviour and positive support approaches.
· Data protection and confidentiality.
· Online safety.
Role-Specific Induction
New staff will receive:
· Job-specific training.
· Introduction to policies and procedures.
· Shadowing opportunities where appropriate.
· Meetings with key colleagues.
· Supervision and ongoing professional support.
· A probationary review process will be followed where applicable.

[bookmark: _Toc235798450]7. Volunteer and Visitor Induction
Volunteers and regular visitors will receive:
· A safeguarding briefing.
· Information regarding reporting concerns.
· Health and safety procedures.
· Expectations relating to confidentiality and professional conduct.
· Identification and signing-in procedures.
· Appropriate checks will be completed in line with safeguarding requirements.

[bookmark: _Toc235798451]8. Safeguarding
Safeguarding forms an integral part of all induction processes.
Individuals will be informed of:
· The identity of the Designated Safeguarding Lead (DSL).
· Reporting procedures for concerns.
· Behaviour expectations and boundaries.
· Online safety arrangements.
· Emergency procedures.

[bookmark: _Toc235798452]9. Equality and Accessibility
The provision is committed to ensuring all induction materials and processes are accessible.
This may include:
· Alternative formats.
· Visual supports.
· Interpreters or translation services.
· Additional visits or meetings.
· Adjustments for disabilities or communication needs.

[bookmark: _Toc235798453]10. Monitoring and Review
The effectiveness of induction arrangements will be monitored through:
· Feedback from pupils and families.
· Staff supervision and probation reviews.
· Attendance and engagement data.
· Transition outcomes.
· Quality assurance processes.
This policy will be reviewed annually or sooner where legislative or organisational changes require.
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