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1. Purpose: The purpose of this policy is to ensure a comprehensive induction process for
instructors working with students  at Fast Forward Vocational Training Ltd & TeamSport Indoor
Karting. This policy aims to uphold the safety and well-being of the students, as well as to comply
with the organisation's Safer Recruitment Policy.

2. Safer Recruitment: All instructors are employed following our Safer Recruitment Policy, ensuring
a thorough assessment of their suitability for working with students. This includes a clear enhanced
Disclosure and Barring Service (DBS) check and completion of safeguarding training.

3. Mandatory Training and Knowledge: Before commencing work with students, instructors must
have read and understood:

Keeping Children Safe in Education (KCSiE) Part 1.
Provisions of the Child Protection Policy.

4. Safeguarding Responsibilities: Instructors will be briefed on their responsibilities regarding
safeguarding by the organisation's Designated Safeguarding Lead (DSL) or Deputy DSL.

5. Code of Conduct: Instructors are required to read and agree to the provisions outlined in the
organization's Code of Conduct, ensuring professional behaviour and ethical conduct while working
with students.

6. Health and Safety: Instructors will be briefed on Health and Safety information, including the
company's Health and Safety Policy and relevant risk assessments, by the organisation's Health
and Safety Manager, currently Callum Thompson.

7. Right to Work Checks and References: All right-to-work checks are conducted prior to
employment, and on the first day of employment, instructors must provide two references and
copies of identification.

8. Instructor Training: Instructors are required to undergo a comprehensive training program,
including a six-week shadowing period with a more experienced instructor before leading a class
independently. This practical experience is designed to provide new instructors with valuable
insights, practical skills, and a deeper understanding of our teaching methodologies.
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9. Induction Process: The induction process for new instructors will include the following
milestones:
Prior to starting:

Receipt of job description and person specification.
Familiarisation with the organisation's aims and ethos.
Agreement of contract and salary.
Familiarisation time in the facility, including spending time with future classes.
Handover from the previous post holder.
Meeting with a senior staff member to discuss roles and duties.
Informal opportunities to meet staff and students.
Completion of pre-appointment documentation.
Undertaking additional training requirements, including safeguarding, first aid, and relevant
vocational training.
Formal meeting with an appointed mentor and other staff central to the new instructor's
responsibilities.
Receipt of induction documentation/handbook.
Receipt of the organisation's employment manual and staff code of conduct.
Receipt and discussion of key policies, including safeguarding, health and safety, curriculum,
teaching and learning, assessment, fire prevention, first aid, equality, and more.

End of First Week:
Further discussion to confirm understanding of provisions policies.
New instructor signs to confirm having read and understood relevant organisational policies,
including safeguarding and health and safety.

Ongoing Support: Following this initial period, there will be regular points of contact between the
new instructor and their mentor and appraiser. This ongoing support aims to ensure continuous
professional development, understanding of policies, and effective integration into the
organisation's culture and practices.

10. Reporting: Instructors are obligated to report any concerns related to the well-being and safety
of students promptly to the DSL or Deputy DSL and cooperate fully with any subsequent
investigations.

11. Review: This policy will be reviewed regularly to ensure its effectiveness and relevance. Any
necessary updates or amendments will be made in accordance with legislative changes or
organisational requirements.

By agreeing to this policy, instructors acknowledge their commitment to providing a safe and
secure environment for students and supporting the organisation's commitment to child protection
and welfare.
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