Fosse Bank School

Induction Policy

Introduction

The purpose of this policy is to aid new members of staff to settle into our school with the minimum of problems. We understand that entering into any existing organisation is difficult and that it takes a settling in period to understand the procedures already in action. We hope all new staff will feel welcome and that the following will help to establish their confidence within the school.  The policy was written in January 2010 and will be review annually by the Induction Mentor (Mrs Mairi Sleight).
Induction Mentor

The Year 6 teacher is the Induction Mentor and she will ensure all new staff are familiarised with the school building and routines, feeling ready to commence work at Fosse Bank School.
Documentation

Staff may be either experienced or newly qualified. Many points covered in our policy will be appropriate to both groups, but some items will be specifically for those newly qualified.

Upon appointment all staff will be given an Induction Pack, consisting of:

· Induction Checklist

· Staff Handbook (also available on the z-drive)

· A copy of Our Mission Statement

· Induction, Behaviour, Child Protection and Health and Safety Policy (also available on the z-drive, school website and in the Policy File)

They will also be shown the school website, which contains all of the relevant policies.  

These documents contain information applicable to the day to day running of the school.

The Induction Mentor keeps a checklist to ensure that all of these actions occur.
Induction for all Staff
Upon taking up their posts new staff will be introduced to the Induction Mentor, and their personal mentor for their first year, and an initial meeting will be arranged.  They will receive Child Protection training from the Child Protection Officer (Mr Jamie Broad) within the first week, which will be refreshed when appropriate.   
New teachers will be given immediate guidance to help them plan the work for their class and understand assessment and record keeping procedures. 
Within the first few weeks the following will be explained:

· First Aid and emergency procedures
· Be introduced to subject co-ordinators
· The role of the support staff within the school 
· The procedures for assemblies, registration, uniform requirements
· Professional Development and training opportunities
· A follow-up Induction Meeting

Induction for Newly Qualified Teachers
Upon taking up their posts new teachers will be introduced to the Induction Mentor for their first year.  They will follow the guidelines set out by the Independent Association of Preparatory Schools (IAPS), which will include half-termly formal observations, review meetings with the Induction Mentor and written feedback on their progress through the Induction process.
Induction for Experienced Teachers
These members of staff will follow the Induction Programme outlined in the Appendix.  They will be introduced to the Induction Mentor, given the relevant documentation and meetings will be arranged.
Induction for Non Teaching Staff
For these members of staff, the programme will be of a very similar nature to the Experienced Teachers, but will be personalised to the needs of the individual.
Monitoring and Review

It is the responsibility of the Governors to agree and then monitor the Induction Policy.
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