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Induction Checklist for School Staff Inducting EAL Students and Families
This is a suggested resource to support the School Team with induction in order to make sure that the student and his/her family are well informed of everything required. Please use the Student Planner for further information relevant to each section in this checklist.

Student’s Name: _________________________________________________ Date: _____________________________

	Task to be completed
	Tick
	Staff initials
	Additional Comments

	Completion of paperwork with parent / carer.  Admission forms explained with assistance to fill in forms if appropriate.
	
	
	

	If possible , learn to say ‘Welcome’ in the family’s language.
	
	
	

	Arrange to hold a meeting in a quiet area where you won’t be disturbed. If parents’ English is not fluent it is helpful to be in a quiet room where they can concentrate. 
	
	
	

	Starter pack issued – School to provide pen, pencil and bi-lingual dictionary.
	
	
	

	Uniform – have an example of school uniform and P.E kit ready to show parents.
	
	
	

	Issue planner
	
	
	

	Explain the College day
	
	
	

	Explain subjects studied 
	
	
	

	Issue School calendar
	
	
	

	Explain School expectations/rules
	
	
	

	Issue timetable
	
	
	

	Explain lunch time routines – school dinners, packed lunch etc.
	
	
	

	Meet the Head of School
	
	
	

	Explain English educational system

	
	
	

	Take a tour of college
	
	
	

	Introduce the designated School Buddy

	
	
	

	Explain policy re: ICT use in college – confirm need for iPad
	
	
	

	Make the Induction review date with student and parent / carer
	
	
	

	Give parents/carers an opportunity to ask any additional questions of their own
	
	
	

	Give information about other families in College who share the same language/culture - having first obtained permission from these families
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