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STAFF INDUCTION POLICY
Company: Insight Training (Training Provider) Effective Date: 14.04.26 Review Date: 14.04.27
1. Purpose
This policy outlines the structured induction process for all new staff at Insight Training. As a training provider, the policy ensures employees are equipped to deliver high-quality education and training while meeting all legal, regulatory, and safeguarding requirements.
2. Scope
This policy applies to all new employees, including trainers, assessors, support staff, managers, and temporary or freelance personnel.
3. Objectives
The induction process aims to:
· Ensure compliance with UK legal and regulatory requirements
· Support staff in delivering high-quality teaching and learning
· Promote safeguarding and learner welfare
· Ensure understanding of organisational policies and procedures
· Enable staff to become effective in their roles quickly
4. Legal and Regulatory Compliance
As a training organisation, Insight Training ensures all staff are inducted in line with the following:
4.1 Health and Safety
· Health and Safety at Work etc. Act 1974
· Fire safety, first aid, and emergency procedures
· Risk assessments in training environments
4.2 Equality, Diversity and Inclusion
· Equality Act 2010
· Inclusive teaching practices
· Prevention of discrimination and harassment
4.3 Safeguarding and Prevent Duty
· Safeguarding responsibilities for working with learners
· Recognition and reporting of safeguarding concerns
· Prevent Duty (Counter-Terrorism and Security Act 2015)
4.4 Data Protection
· UK GDPR and Data Protection Act 2018
· Handling learner and staff data securely
· Confidentiality requirements
4.5 Employment Law
· Right to work in the UK
· Contracts, working hours, and leave entitlements
· Staff code of conduct
4.6 Education and Training Requirements
· Ofsted expectations (where applicable)
· Awarding organisation requirements
· Quality assurance processes
· Teaching, learning, and assessment standards
5. Roles and Responsibilities
5.1 Human Resources
· Coordinate induction programme
· Ensure all compliance training is completed
· Maintain accurate records
5.2 Line Managers
· Deliver role-specific induction
· Set expectations for teaching and performance
· Provide mentoring and support
5.3 Quality/Training Managers
· Ensure staff understand teaching standards
· Monitor teaching quality and compliance
· Support continuous professional development (CPD)
5.4 Employees
· Participate fully in induction
· Complete mandatory training
· Apply learning in their role
6. Induction Process
6.1 Pre-Start
· Issue contract and welcome information
· Complete pre-employment checks (including DBS where required)
· Provide access to key policies
6.2 Day One
· Welcome and company overview
· Introduction to team and learners
· IT systems setup
· Health and safety briefing
6.3 First Week
· Review of key policies (safeguarding, Prevent, GDPR)
· Introduction to curriculum, courses, and delivery methods
· Observation of training sessions (where applicable)
6.4 First Month
· Supervised delivery or shadowing (for trainers/assessors)
· Introduction to assessment and quality processes
· Initial performance review meeting
6.5 Probation Period
· Ongoing supervision and coaching
· Teaching observations and feedback
· Regular review meetings
· Confirmation of appointment at end of probation
7. Mandatory Training
All staff must complete the following as part of induction:
· Safeguarding and Prevent
· Health and Safety
· Equality and Diversity
· Data Protection (GDPR)
· Teaching and assessment standards (for delivery staff)
8. Documentation and Record Keeping
· Induction checklist must be completed and signed
· Training completion records must be maintained
· All documentation stored securely in line with GDPR
9. Monitoring and Quality Assurance
· Induction effectiveness will be reviewed through staff feedback
· Observations and audits will ensure compliance
· Improvements will be made based on regulatory updates and best practice
10. Policy Review
This policy will be reviewed annually or sooner if there are changes in legislation or regulatory requirements.
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