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Staff Induction Policy 
 
Staff induction will ensure that new staff feel fully informed and appreciated.  ACE will make 
sure that induction includes: 

• An introduction to the Aims, Objectives and Values of ACE. 

• A clear job description including tasks, times and responsibilities 

• An overview of all ACE’s policies and procedures.  

• Information about training needs, including in the first instance Safeguarding, Equality 
and Diversity and Health and Safety. 

 

In addition, all staff and volunteers need to sign that they have received and understood the 
following: 
 

• Safeguarding and Child Protection Policy 

• Equality and Diversity Policy 

• Health & Safety Policy 

• Staff Code of Conduct/ Staff Handbook 

• Complaints Procedure 

• Whistleblowing Policy 

• Disciplinary and Grievance Procedures 
 

ACE agree a probationary period with clear goals and identify suitable monitoring and support 
processes, including staff meetings, peer support or more formal supervision as necessary to 
meet the needs of the individual member of staff. 
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Induction Checklist  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
All ACE staff, whether working in our educational teams or any other part of our organisation 
will need to undertake Safeguarding and Prevent training prior to commencement of your 
working role.  
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ACE currently use Education and Training Foundation for Safeguarding Training and Prevent 
Training. As some of our contracts are through sub-contracting, we may also need to carry 
out further training in these areas through their platforms.  
 
Health and Safety training is undertaken by Smart Log online with various other training 
programmes that you may be asked to undertake specific to your role.  
 
ACE has access to training platforms such as Tes Develop and Nansen which we may 
require you to undertake training from subject to your role within ACE.   


