Kingsbury Episcopi Primary School

Induction of New Staff Policy 
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Autumn 2010           Review Date: Autumn 2013
RATIONALE
We recognise that the induction of new staff is vital to the ethos and efficiency of the school. We operate as a team offering support and encouragement to each other and this should start from a new member of staff's first introduction to us. 

AIM

The aim of induction is to help new staff become fully effective as soon as possible in their new post.  At Kingsbury Episcopi we aim to do this by:

·  introducing new staff to the school and the school's working practices; 

·  familiarising the new staff with the physical layout and resources within the school;
·  providing new staff with information pertinent to their role within the school; 

·  providing a supportive and welcoming ethos for new staff members. 

INDUCTION VISIT
Once appointed the new member of staff will be encouraged to visit the school prior to taking up appointment with us. During this meeting or on arrival at the school, the new member of staff will be issued with all or parts of the following information:
· A copy of the staff handbook 

· A copy of the school prospectus

· Appropriate sections of the current school development plan

· Access to relevant school policies 

· A copy of teachers' conditions of service/job description or guidelines/job description for support staff 

· The name of a nominated member of staff/mentor from whom guidance can be sought 

MENTOR/NOMINATED MEMBER OF STAFF
As each member of staff takes up the post they will be supported by a mentor/nominated colleague from whom they can seek advice and guidance. All mentor staff will be as supportive and welcoming as possible to their new colleague. 

ROLE OF MENTOR/NOMINATED STAFF MEMBER
The role of the staff member working alongside the new teacher/support staff is a crucial one. As well as encouragement and support they will provide day-to-day advice on the routines of the school, forward planning, resources etc.

 

The new member of staff will receive support and encouragement from the Head. 

SUPPORT STAFF

Learning Support Assistants (LSA’s) will receive guidance from the Class Teachers with whom they will work and additionally from the SENCO in the case of support for pupils with specific educational needs. Any relevant aspects of their job description will be discussed.

CHECKLISTS
Attached are checklists for induction of teaching staff, staff changing responsibilities and LSA’s as appropriate.

NEWLY QUALIFIED TEACHERS
See Induction of NQT Policy.

MONITORING AND REVIEW
Monitoring and review of the induction policy will be carried out at regular intervals.

KINGSBURY EPISCOPI SCHOOL

TEACHING STAFF INDUCTION CHECKLIST

Name of person supervising the induction:  ………………………………….………………………………………….

This will normally be the Headteacher, who is responsible for making sure an effective and timely induction takes place, although this does not mean to say they are the person who will actually do all of the induction.

Member of Staff:  ………………………………..……………………………………………………………………………………..

Pre-Induction 

	Item to be covered
	Who
	Tick when done

	Arrange pre visit if possible
	
	

	Appoint mentor
	
	

	Agree who will be covering which aspects of induction
	
	

	Prepare induction pack

(Send if necessary)
	
	

	Prepare job description
	
	


This guide can be modified to meet the needs of the inductee.
Induction - General 

1. Remember not to overload the inductee.  For the first few weeks you can build in quiet time for the inductee to consolidate what they have learnt and get to know other colleagues on a social basis. 

2. Give the inductee the checklist and explain that:
· it is phased in sections over a year 

· there will be some advance reading and the onus is on them to digest the key points 

· you will work through the appropriate section asking them to initial each item when they feel they have had sufficient information on it. 

· there will be an evaluation 

· they should let you know if there are any concerns 

· as each section is completed and signed you will photocopy it and let them have a copy 

3. Book your time for the next section of the induction checklist or any other items to do with induction. Look ahead to see what you need to do and what the Inductee needs to do. 

TEACHING STAFF INDUCTION

	A.  By End of First Day
	Date completed
	SMT initials
	Teachers initials

	1.
	Layout of the school
	
	
	

	2.
	Introduction to staff
	
	
	

	3.
	Introduction to Mentor
	
	
	

	4.
	Person responsible for induction
	
	
	

	5.
	Explain checklist document/induction procedures
	
	
	

	6.
	Health and Safety issues/procedures

· Person responsible for H/S

· Fire procedure

· First Aid and Accident reporting

· Children’s medical info
	
	
	

	7.
	Security/key codes etc.
	
	
	

	8.
	Confirmation of timetables/rotas/assemblies
	
	
	

	Arrange first week meeting time


	B.  By End of First Week
	Date completed
	SMT initials
	Teachers initials

	1.
	Staff communication process
	
	
	

	2.
	Special Needs information/procedures

· Meeting with SENCO
	
	
	

	3.
	Arrangements for planning and liaison with Year Group/KS teachers
	
	
	

	4.
	Discussion of implementation of school policies

· Behaviour policy/sanctions/rewards
	
	
	

	Arrange next meeting date


	C.  By End of First Half Term
	Date completed
	SMT initials
	Teachers initials

	1.
	Feedback on how inductee is doing
	
	
	

	2.
	School policies      

· Curriculum policies

· Reporting
· Child Protection
	
	
	

	3.
	Main points of School Development Plan
	
	
	

	4.
	Staff Training and Development – inductee needs?
	
	
	

	
	Discussion of implementation of school policies

· General policies
	
	
	

	Arrange next meeting date


	D.  By End of First Term
	Date completed
	SMT initials
	Teachers initials

	1.
	Feedback on how inductee is doing
	
	
	

	2.
	Discussion of implementation of school policies

· Outstanding Curriculum policies and SOW 
	
	
	

	3.
	Performance Management
	
	
	

	4.
	Staff Training and Development – inductee needs?
	
	
	

	5.
	Revisit job description
	
	
	

	Arrange next meeting date


	E.  By End of First Year
	Date completed
	SMT initials
	Teachers initials

	1.
	Feedback on how inductee is doing
	
	
	

	2.
	Check all policies/procedures/info have been covered
	
	
	

	3.
	Agree Performance Management schedule
	
	
	

	General discussion



	Areas for further discussion/development etc.



	Evaluation of induction process – Date for completion
	

	Any other issues



	Signed (SMT)

	Signed (Inductee)

	Date


Copies to Head    (        Teacher     (    

LSA INDUCTION

Name:  …………………………………………………………………………………………………………

Job Title:  ………………………………………
           Start Date:  …………………………………

Head Teacher’s/SMT Checklist
To be explained/discussed/covered during the induction process within the first 4 weeks of employment.
	
	Date completed
	SMT initials
	Teachers initials

	1.
	Introduction to Class Teacher/SENCO/LSA mentor
	
	
	

	2.
	Person responsible for induction
	
	
	

	3.
	Explain checklist/induction procedures
	
	
	

	4.
	Health and Safety issues/procedures

· Person responsible for H/S

· Fire procedure

· First Aid and Accident reporting

· Children’s medical info
	
	
	

	5.
	School security
	
	
	

	6.
	General staff communication procedures
	
	
	

	7.
	School calendar – INSET day arrangements
	
	
	

	8.
	Clarification of working hours
	
	
	

	9.
	Role in discipline/behaviour/anti bullying strategies
	
	
	

	10.
	Deployment timetable (if appropriate)
	
	
	

	11.
	Staff Performance Management
	
	
	

	12.
	Appropriate aspects of School Development Plan
	
	
	


                        

Class Teacher’s/SENCO induction checklist to be worked through with new LSA

To be explained/discussed/covered during the induction process within the first 4 weeks of employment.
	
	Date completed
	Teacher/

SENCO initials
	LSA initials

	1.
	Layout of class/equipment etc.
	
	
	

	2.
	Classroom rules and procedures
	
	
	

	3.
	Classroom routines
	
	
	

	4
	Introduction to class/SEN pupils
	
	
	

	5
	Clarification of role, tasks and duties
	
	
	

	6.
	Which pupils have additional support needs
	
	
	

	7.
	Which pupils have medical or behavioural difficulties and how to respond
	
	
	

	8.
	Arrangements for planning, liaison etc.
	
	
	

	9. 
	Role in giving encouragement and praise, maintaining discipline and supporting learning
	
	
	

	10.
	Gradual introduction to selected tasks and duties
	
	
	

	11.
	Confident with initial tasks and duties
	
	
	

	12. 
	Introduction to wider range of tasks and duties
	
	
	

	13.
	Confident with wider range of tasks and duties
	
	
	


                        

Please complete and Induction Evaluation form by ……………………………… and return to Staff Development Co-ordinator.
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