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Staff Induction checklist (sample form)

This form should be completed for all new staff starting work.

	Staff Name:
	

	Job Title:
	

	Date of Induction:
	



	Please confirm the following items have been explained and conducted:
	Yes/No 
	Comments

	Induction Pack issued (what the requirements are, working hours, sickness details etc)
	
	

	Meeting with cross-
College staff (including Principal)
	
	

	Tour of premises
	
	

	Health and Safety Policy discussed
	
	

	Diversity and Equality Policy discussed
	
	

	Appeals Policy discussed
	
	

	Buddy/Mentor allocated to new starter
	
	

	Log in/ Computer Access
	
	



	Any additional support or comments

	



	Staff Signature
	

	Date
	

	Supervisor Signature
	

	Date
	









The following guidance/content can be used by centres to support:
 
Decisions regarding staff recruitment and training should be made at the discretion of centres. Centres should be aware of their obligations under their Agreement with NCFE to ensure that all staff involved in the delivery, assessment and IQA of NCFE branded qualifications are suitably qualified/experienced.
 
Generic Occupational Competence guidance and staffing requirements
Centres delivering any NCFE branded qualifications must:

· have a sufficient number of appropriately qualified/experienced Assessors to assess the volume of learners they intend to register
· ensure that all staff involved in assessment are provided with appropriate training and undertake meaningful and relevant continuing professional development
· implement effective IQA systems and processes to ensure all assessment decisions are reliable, valid, authentic, sufficient and current. This should include standardisation to ensure consistency of assessment
· provide all staff involved in the assessment process with sufficient time and resources to carry out their roles effectively.
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