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 Induction Policy

This policy applies to all employees and also, as appropriate, to students, volunteers, supply staff and governors who will all receive a tailored induction programme which will include appropriate information, training, observation, and mentoring as appropriate. 

Safeguarding Children and Child Protection will feature prominently in every induction programme. 

The policy will be implemented in accordance with the agreed aims of the school and other relevant policies including Appraisal, Health and Safety and Equal Opportunities. 

The induction process will include:
• A meeting with the Induction Leader 

• Provide information and training on the school’s policies and procedures 

• Provide safeguarding and health and safety information 

• Enable the colleague to contribute to improving and developing the overall effectiveness of the school, raising pupil achievement, and meeting the needs of pupils, parents and the wider community 

• Contribute to the colleague’s sense of job satisfaction and personal achievement 

• Explain the school’s Code of Conduct to ensure that all staff, volunteers and governors new to the school understand what is expected of them at the school and gain support to achieve those expectation 

• Identify and address any specific training needs 

The induction programme may include: 

• A meeting with the Head Teacher or other members of SLT 

• Signposting to the list of essential policies 
• Receiving copies of essential documents relating to role (subject expectations)
• Details of work shadowing and assigning of a Buddy if appropriate 

• Details of other relevant individuals with responsibility for induction e.g. Business Manager,  ICT technician, designated mentor or buddy

Aims for Grove Vale Primary School Staff

Our priority is to raise standards and improve the quality of education for all our pupils. To facilitate this staff must be well supported and confident in their roles.

These induction procedures aim to provide all newly appointed staff and those changing role with a programme of ongoing support and guidance as appropriate to their role and needs to enable them to:

· Integrate successfully into school;

· Consolidate their performance;

· Gain experience and develop professional expertise;

· Fulfill their job description successfully;

· Have opportunities for observation and discussion of their work with senior staff ;

· To discuss with senior staff any difficulties that they may be experiencing;

· Identify their potential for career development and take advantage of opportunities for CPD;

· Have opportunities to join in and contribute to discussions on school policy

Procedures

Who supports newly appointed staff

The Induction Policy for newly appointed staff operates under the direction of the Induction Leader who consults regularly with the Head Teacher. The Induction leader is responsible for monitoring the progress and professional development of the newly appointed member of staff. It is also their role to help, reassure, guide, counsel, inform and to organise any support meetings that are felt appropriate.

The newly appointed member of staff will be ‘paired’ with the colleague in the same year group so that for the first month all weekly planning will be undertaken together to ensure that there is consistency in approach and teaching methods. This paired teacher will ensure that the new member of staff is familiar with the resources for the year in which they are teaching and where to obtain them, they will offer support and advise when needed.

Newly appointed staff who have Teaching and Learning responsibilities (TLRs) will have part of their Induction Programme ‘matched’ to their job description. Newly Qualified teachers will have their own Induction Policy (see Newly Qualified Teachers Policy.)
All members of staff have a role to play in the induction of any newly appointed staff. They will willingly share experiences and ideas, help in practical ways and offer support. The Appraisal Leader will play an important role in integrating a newly appointed member of staff through discussion and the devising of appropriate appraisal objectives.
All staff will have an initial meeting with the Induction Leader in school to discuss staff code of conduct, staff guide (curriculum), safeguarding procedures, health and safety procedures, domestic arrangements, guided tour of school and introduction to staff, checking of DBS clearance.
Teaching Staff

The Induction leader will meet the new teacher(s) early in the new term in order to discuss details of the Induction programme for the school year.

A series of regular support meetings will be arranged between the new teacher(s) and the Induction Leader. The number of meetings will depend on the needs of the individual teacher as some new teachers might need more support than others, but normally there would be an informal discussion at the end of the first month and then half termly during the first year. 

At the initial meeting the role of the ‘paired’ teacher will be identified and in following meetings there will be discussions on any difficulties they may be experiencing and any additional training will be identified in addition to the Appraisal procedures.

All new teachers will be given access to the learning gateway to read school policies, staff guide and any relevant documentation.

Newly Qualified Teachers (NQT)
Induction for newly qualified teachers will be provided following guidance from The Education (Induction Arrangements for Teachers) (England) Regulations 2012, DfE and the LA, taking account of proposals to use individual Career Entry and Development Profiles. Please refer to the NQT policy.
Non-Teaching Staff

LSAs
The Assistant Head is responsible for the induction of LSAs. Advice and training is provided by the Class Teacher, SENCo and Head Teacher/Deputy Head Teacher.
Induction should include:

· Introduction to school staff

· The opportunity to shadow a person undertaking a similar job where possible

· Information on the school with access to the Staff Guide, code of conduct and policy information

· Timetables and group lists for relevant classes

· Information concerning the child/children for which they are responsible if appropriate 

· Information on resources including SEN resources

· Information on assessment, record keeping, the marking policy and the behaviour policy

· Training in the use of machinery such as the photocopier and laminator

· Introduction to the school’s computer system

· Health and safety information

· Information on training opportunities

· Opportunities to comment on policy and practices

· Introduction to the structure of the curriculum
All staff will take part in Appraisal procedures.
An informal discussion will be held with the Assistant Head during the first month and termly in the first year to identify and provide relevant support. 

Administrative Staff 
The Business Manager, the Head Teacher and Deputy Head Teacher are responsible for the appropriate induction advice and training. All new staff will be provided with a named mentor to give support with daily practice and procedures.

Induction information should include:

· Information on the school, including the school brochure and the school’s aims

· Policies, resources and procedures relevant to the post

· Health, safety, fire and security procedures

· Training to implement necessary ICT programs and school administrative procedures

· Access to confidential information, where appropriate, on children, staff and resources

· Opportunity to comment on policy and practice.

All staff will take part in Appraisal procedures.
An induction and review meeting should be held with the Head Teacher/Deputy Head Teacher at the end of the first month and then termly during the first year to identify and provide relevant support.

Cleaning Staff/Kitchen Staff
The Site Manager, in liaison with the Head Teacher and the department of the LA responsible for cleaners and caretakers is responsible for the induction of all the cleaning staff. The Head cook is responsible for the induction of the kitchen staff.

Induction should include relevant information on the school:

· The school brochure, access to aims and policies including Health and Safety, COSSH regulations, Fire procedures and security issues

· Relevant information to help them carry out their job description effectively

· Opportunities to comment on policy and practice

All staff will take part in Appraisal procedures

Lunchtime Assistants

The Head Teacher / Deputy Head Teacher and the Principle Lunchtime Supervising Assistant are responsible for the induction of lunchtime staff. A named mentor will be provided to give support with daily practice and training.

Induction should include:

· Relevant information on the school, aims and policies

· Information on Health and Safety, First Aid, security, behavior policy and school procedures

· Relevant information to help them to carry out their roles effectively

All staff will take part in Appraisal procedures.
Governors
Governors have a vital role to play in providing support, advice and guidelines for the school. To enable the fulfillment of this role all new governors should be given current relevant school information, policy documents and School Improvement Plan data.

The Chair of Governors is responsible for the induction of new governors. The school buys into the LA governors training. Training should provide the following information and resources;
· Opportunities for a tour of the school and meeting staff

· School brochure including staffing, Ofsted and Key Stage 1 & 2 information on assessment and test results

· DfE information handbook on the role of the governor

· School and Governing Policy documents including Articles and Instruments of governors

· Dates and times of whole governing body minutes, latest governing body report and school newsletters

· Information and access to governor courses

All new governors should be provided with a governor mentor to support with information on current policies and practices. The Chair of Governors should arrange to discuss the success of the induction arrangements at least twice during the first year to improve the quality and relevance of the induction arrangements. 

New Children
All at Grove Vale aim to integrate children happily and successfully into school life and enable them to make the, most of the opportunities offered to them. The Phase  leader is responsible for the arrangements for induction, in liaison with the Head Teacher, Inclusion Manager  and relevant staff at the nursery schools/pre school settings. Contact will be made with contributing schools at the end of the Spring Term to arrange an exchange of information to ease the transition period. Parents are also contacted during this period to arrange a home visit with them and new intake days for the children to experience life in their reception class and to meet the teacher.

The purpose of these visits is to:

· Provide relevant information to the new parents and give them an opportunity to ask questions

· Provide opportunities to gain the children’s confidence, knowledge and trust in a known person

· Access and identify information on individual child’s and the cohort’s progress

· Identify strengths and weaknesses, and make arrangements to match individual needs for support, welfare and special educational needs provision;

· Provide relevant information to group children in class according to ability, behavior, physical and emotional needs

· Provide information on aspects of transfer

· Manage induction visits to other schools for Year 6 and to Grove Vale primary School for children and their parents.

Parents and Children joining during the School Year
The Head Teacher aided by the Deputy Head and Assistant Head Teacher are responsible for the induction of new children and their parents. The minimum programme will include:

· Meeting with either the Head Teacher, Deputy Teacher or Assistant Head Teacher to discuss child’s needs and provide school information

· Guided tour around the school with an opportunity to meet the designated Class Teacher and class

· Receive the School brochure, School Events Dates, Behaviour Code, Home School Agreement uniform and PE requirements

· Opportunity for the child to spend some time in school with the class before joining full time if appropriate.

The Class Teacher will be responsible for the day-to-day induction of the child providing:

· For the reception child a named Year 6 buddy to assist them at playtimes and during the dinner break and for the child joining mid school year a buddy from the child’s class to support the child in daily routines.

· Equipment – a reading book, exercise books, pencils and bag storage

· Information on homework, PE, games, play/lunch arrangements, newsletters

· Assessment in liaison with SENCO to identify appropriate learning and emotional needs

· Pastoral support and parental contact.

Students/Volunteers (including Work Experience students)
The Induction Leader is responsible for the induction of students/volunteers. The minimum programme will include:

· Completion of the DBS process
· Safeguarding procedures
· Domestic arrangements

· Guided tour around the school with an opportunity to meet the designated Class Teacher and class where they will help

· Health and safety information including Fire Procedures

· Designated mentor (for Teacher Training Students)
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