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New Starter Checklist

Suggested documentation for handover to the incoming Headteacher. Please note this checklist is only a guide, the following may not all be applicable or in place.

	Documents/Information
	Where to find, who to ask
	Done

	DFE number
	
	

	Unique Reference number
	
	

	School’s mission statement
	
	

	School prospectus
	
	

	Cluster Information including Extended Schools 
	
	

	1 to 1 tuition
	
	

	Contacts for ESWO, Speech and Language and other agencies
	
	

	Other contact details e.g.

· Senior Area Adviser

· School Improvement Partner

· NYHR
· Senior HR adviser

· HR adviser
	
	

	Key people in local secondary/primary schools 
	
	

	Clubs – sports links
	
	

	Rewards - sanctions
	
	

	Celebrations
	
	

	Charities
	
	

	Curriculum – resources

                      ICT

                      Classroom resources

                      Outdoor

                      Who buys what – orders, requests
	
	

	Policy documents and renewal dates
	
	

	SEF
	
	

	Ofsted report  / SIAS inspection report / SIP reports
	
	

	School Development Plan
	
	

	Specialist School Plan (secondary)
	
	

	RAISEonline
	
	

	FFT
	
	

	NYCC School Profile
	
	

	School Profile (DCSF)
	
	

	Termly racist incident report
	
	

	Dates of renewal of 
Healthy Schools 

Inclusion Quality mark                             
Other quality marks
	
	

	Pupil Profiles and the system for it
	
	

	Tracking system
	
	

	Finances – latest CRF report
	
	

	Audit report
	
	

	Last monthly return
	
	

	Forecast for 3 years
	
	

	School Fund
	
	

	PTFA
	
	

	Breakfast club
	
	

	After school clubs
	
	

	Holiday clubs 
	
	

	NYCC Planner for new Heads
	
	

	School visits
	
	


Planning
	Documents
	Where to find, who to ask
	Done

	Regular contacts numbers and addresses
	
	

	Year planner – staff meetings, events etc key dates
	
	

	Timetables- staff, ICT, PE, Duties, Assembly
	
	

	Details of cluster group meetings
	
	

	Current years diary
	
	

	Regular visitors – who, when
	
	

	Residential visits
	
	

	Arrangements for organising INSET e.g. who is consulted
	
	

	Recent newsletters
	
	


Staffing
	Documents
	Where to find, who to ask
	Done

	Staff files including latest contract, Performance Management, salary statements, proof of ID and qualifications
	
	

	Staffing list – who does what – scale – length of service -  job descriptions
	
	

	Structure chart
	
	

	Supply list – who to use
	
	

	Inset files and details of training
	
	

	Staff handbook
	
	

	TA handbook
	
	

	Supply staff hand book
	
	

	PPA Cover arrangements
	
	

	Contact details for HR
	
	


Children
	Documents
	Where to find, who to ask
	Done

	SEN
	
	

	Behaviour issues
	
	

	CAF
	
	

	Child Protection info
	
	

	G&T
	
	

	Info about individuals and issues
	
	

	School Council
	
	

	Who does jobs
	
	

	Split family lists – contact with parents
	
	


Parents
	Documents
	Where to find, who to ask
	Done

	Parent helpers- arrangements for – who their children are
	
	

	PTA – Chair, arrangements, events, who is on committee, what they will do for you
	
	

	Who needs subsidy and support
	
	


Governors
	Documents
	Where to find, who to ask
	Done

	Last two sets of minutes – full Governors

                                           committees
	
	

	Notes of meeting with Chair of Governors
	
	

	Instruments of governance
	
	

	Committee structure
	
	

	Governor visits policy and feedback sheet
	
	

	Head teacher’s reports to Governors
	
	


Buildings

	Documents
	Where to find, who to ask
	Done

	Asbestos register
	
	

	Legionella register
	
	

	H&S policies and risk assessments
	
	

	Fire logs
	
	

	Plan of school
	
	

	Buildings report
	
	

	Developed Capital Applications
	
	

	Rolling programme for decoration and maintenance
	
	

	Accessibility plan
	
	

	Buildings management plan
	
	

	Asset management plan
	
	

	Emergency plan/ procedures
	
	

	Grounds maintenance schedule
	
	

	Cleaning/caretaking schedule
	
	

	List of lettings
	
	

	Charging policy
	
	

	Catering contacts
	
	

	Maintenance contracts
	
	

	Inventory
	
	

	Insurances
	
	

	Security data   e.g. Key holders
	
	

	Secure data storage facilities
	
	

	Access codes –  burglar alarm,  door codes
	
	


Other
	
	Who is leading
	Done

	Introduction to colleagues and staff
	
	

	Tour of premises
	
	

	Stationery and supplies 
	
	

	Catering facilities (canteen, tea/coffee making facilities)
	
	

	Noticeboards and communications
	
	

	Car parking procedures
	
	

	Introduction to telephone and email system
	
	

	Cloakroom and toilet facilities
	
	

	Fire safety
	
	

	First aid
	
	

	Accident book
	
	

	Lone working procedures
	
	

	Car allowance
	
	


Thanks to South Harrogate Small School Cluster (2010) for their input 
