PORTAL HOUSE SCHOOL                                                                            November 2013
Staff Induction Policy

Rationale

It is recognised that there is a need to provide support and encouragement to all new staff.

Aims for Portal House School Staff

Our aim is to provide the best quality educational experience for all our pupils and we believe that staff who are well supported, valued and confident in their roles will help us achieve this.

The induction procedures aim to provide all newly appointed staff, and those changing role. With a programme of structured support and guidance.  This will enable them to:

· Integrate successfully into the school and work effectively as an individual and as part of a team;

· Gain experience and develop professional k knowledge and skills to provide job satisfaction, motivation and a quality learning experience for all pupils;

· Fulfil their job description successfully;

· Have opportunities for observation and discussion of their work with senior staff and discuss any difficulties that may be experienced;

· Identify their potential for career development and take advantage of opportunities to join in and contribute to discussions on school policy.
· Be included in the school cycle of  Performance Management.

Procedures

Before taking up the post:

· Job details are sent to potential applicants

· Opportunity to visit the school prior to interview if requested.

Once appointed:

· The appointment process will have covered the details of the Job Description and hours of work.

· All new staff are encouraged to visit the school prior to taking up the post, to meet Senior Staff, other colleagues and Induction Tutor (where appropriate).

· All new staff are given a copy of the induction pack and timetables; pupil groups; duties are discussed with the appropriate staff.

· Staff are provided with curriculum documentation, including statutory documents relating to the National Curriculum, relevant to the subjects taught.

· Access to school policies.

· Health and Safety information and procedures.

· Behaviour Guidelines and Policy.

· Moving and Handling and Child Protection Procedures.

-2-

After taking up the post:

For all new teaching staff:

· An informal discussion with the Head Teacher to discuss progress after the first month, then each half term during the first year to identify and resolve any concerns.

· Support from Induction Tutor, Assistant Heads and other colleagues as appropriate.

· Development of classroom management skills, appropriate to setting.

· Opportunities for observations of experienced colleagues, both in-school and in other establishments.

· ICT familiarisation with ICT co-ordinator.

· In-school training as appropriate to need.

· Assessment advice and procedures.

· An allocated mentor to provide advice and support on a daily basis.

· Be included in the school cycle of Performance Management.

In addition NQT’s will have:
· A reduced timetable in line with national requirements, currently 10% PPA time and 10% non-contact time.

· A class of a size which is normal for the school and the subject they are teaching and suitably related to their training.

· A named and trained Induction Tutor who will provide support to meet the Induction Standards following guidelines from the DfES and LEA, using the Career Entry Profile.

· A named contact at the LEA?
· A structured and negotiated induction programme – developed between the School Induction Tutor and the NQT.

· Meetings with Induction Tutor and Head Teacher at the end of each assessment period to discuss and record progress towards completion of induction.

· Opportunities to attend relevant courses and have discussions with other NQTs.

· A minimum of one lesson observation within the first term and one every half term after that with constructive feedback at regular intervals.

· The choice of focus for the observations should be informed by the requirements for the satisfactory completion of induction and the NQT’s objectives for career development.

· If there are concerns about the satisfactory progress of the NQT, additional support and guidance will be provided, after the NQT has been informed in writing of areas for improvement and the support provided, following LEA guidelines.

· A guarantee that the school will make all efforts to support the NQT through the induction year.
· No lead curriculum responsibility during their first year of teaching.

If an NQT or new teacher joins the school during that academic year, the induction policy is put into practice at the point.
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For Support Staff

· Meet named Teacher, Senior Management Team and other staff as appropriate.

· Receive relevant training, including ICT, use of the photocopier and laminator.

· Regular contact with named Line Manager for support and review.

· Review meeting with Deputy/Headteacher after 1, 3, and 6 months.

· Regular professional development opportunities in and out of school.

· School-based training days.

· Be included in the school cycle of Performance Management.

Supply Staff

Supply staff should:

· Prior to working in school receive an induction pack and initial induction meeting with the School Finance Manager will be provided, any further information may be requested.

· Attend a meeting with a member of the Senior Management Team to discuss specific policies such as Child Protection, Code of Conduct, Behaviour Policy and Behaviour Statement.
· Be welcomed by a member of the Senior Management Team

· Be given relevant information on the class, curriculum and daily programme by a colleague, as appropriate

· Be provided with a daily timetable and lesson plans for teaching staff, if the teacher’s absence is planned in advance.

· Have access to a member of the Senior Management Team is difficulties arise.

Confidentiality

All staff are required to be aware of the school’s requirements for confidentiality at all times, both in and out of school.

This policy to be reviewed as changes occur.
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