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1. Purpose 

The purpose of this policy is to ensure that all students entering the Alternative 
Provision are supported to settle in safely, understand expectations, and begin their 
learning journey with a clear and personalised plan. Our induction process aims to: 

• Welcome students into a safe and inclusive environment. 
• Establish shared expectations for behaviour, attendance, and engagement. 
• Identify and address individual learning, social, emotional, and safeguarding 

needs. 
• Ensure effective communication between students, parents/carers, and 

commissioning schools. 

2. Legal and Policy Context 

This policy aligns with: 

• Equality Act 2010 
• National guidance on alternative provision from the Department for Education. 
• Our safeguarding and behaviour policies. 

3. Principles of Induction 

• Every student will experience a structured and supportive induction process. 
• Students will know how to raise concerns and understand their rights to feel 

safe. 
• Induction will be personalised to reflect the student’s background, needs, and 

aspirations. 
• Information will be shared with all stakeholders — students, parents/carers, and 

commissioners — to support consistency. 

4. Induction Stages 

Stage 1: Pre-Induction (Information Gathering) 

• Referral information is received from the commissioning school. 
• Staff review background details, attendance, behaviour, SEND information, and 

safeguarding notes. 
• A risk assessment is completed if required. 
• A suitable induction timetable is planned. 

Stage 2: Initial Induction Meeting 

• The student, parents/carers, commissioning school representative, and a key 
staff member attend the meeting. 

• The purpose and structure of the provision are explained. 
• Behaviour, attendance, and safeguarding expectations are clearly outlined. 



• Students are introduced to staff, site facilities, and key routines. 
• Students receive a welcome pack including the behaviour policy and 

safeguarding information. 

Stage 3: Baseline Assessment 

• A baseline evaluation is completed to identify individual needs. 
This includes: 

o Barriers to learning and engagement (e.g., SEND needs, literacy levels) 
o Strengths and areas for development (academic and social/emotional) 
o Attendance and engagement history 
o Interests, hobbies, and aspirations 

• An individual education and support plan is created using the student education 
plan template. 

5. Personalised Education Plan Development 

Once the induction process is complete, achievements and progress will be evidenced in an 
Individual Education Plan (IEP).  

• The student’s voice is recorded, ensuring their views and goals are central. 
• Shared objectives are agreed between student, school, and provision staff. 
• A timetable is established, including academic learning, interventions, and 

enrichment. 
• Parents/carers and commissioning school are provided with the plan 

• Key staff review progress weekly during the first half-term. 
• Any issues with attendance, engagement, or wellbeing are addressed swiftly. 
• Mid-placement and end-of-placement reviews are conducted to measure impact, 

with opportunities to adjust plans as required. 

6. Roles and Responsibilities 

• Induction Lead / Key Worker: Coordinates induction, completes baseline and 
induction plan. 

• Safeguarding Lead: Ensures risk assessments and safeguarding procedures are 
in place. 

• Commissioning School: Provides relevant information and participates in 
induction meetings. 

• Parents/Carers: Support attendance and engagement and contribute to 
planning. 

• Students: Participate actively in their induction, share their views, and agree to 
expectations. 

 

 



7. Monitoring and Review 

• Induction records will be kept securely and shared appropriately with relevant 
parties. 

• Induction effectiveness will be reviewed regularly as part of quality assurance 
and safeguarding procedures. 

• Feedback from students and stakeholders will inform policy updates. 

8. Related Documents 

• Behaviour Policy 
• Safeguarding and Child Protection Policy 
• Student Education Plan 
• Attendance Policy 
• Equality and Diversity Policy 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Appendix A – Students/Parent Induction Guide 
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