INDUCTION OF NEW STAFF POLICY

RATIONALE

We recognise that the induction of new staff is vital to the ethos 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.

AIMS:

· To introduce new staff to the school and  the school’s working practices
· To familiarise the new staff with the physical layout and resources within the school
· To provide the new staff with information pertinent to their role within the school
· To provide a supportive and welcoming ethos for new staff members 
INDUCTION VISIT

Ideally, once appointed any member of staff should 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 should be issued with the following information:

· A copy of the staff handbook

· A copy of the school/nursery brochure

· A copy of the current school development plan

· A copy of the annual programme

· A copy of the staff development programme

· A folder containing school policies and 5-14 guidelines

· A staff list

· 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

· Contact telephone numbers of Head Teacher/Senior Management Team

The new member of staff should also be given any other relevant information they need at this time.

MENTOR/NOMINATED MEMBER OF STAFF

As each member of staff takes up the post they will be placed alongside another member of staff with whom they can seek support and advice. In addition they will be given opportunities to work with a promoted member of staff or the Head Teacher. All promoted or mentor staff are asked to 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 be able to provide day-to-day advice on the routines of the school, forward planning, resources etc. In the case of a new teacher we will endeavour to nominate a mentor who is teaching a class at the same stage or at a stage as close to the new teacher’s stage as possible. 

The role of the promoted members of staff/Head Teacher is wider in remit. As well as providing support and encouragement, they also have a monitoring and evaluation role that is essential to the new staff’s successful development within the school. Classroom visits are an essential feature of this role.

STAFF MEETINGS

The views of the new staff members are actively sought at staff meetings etc. and are encouraged to add to the positive debate within the school.

TEACHING STAFF

In addition to the above, in the course of their first school session there will be regular opportunities for teaching staff to meet with the Head Teacher/promoted staff to discuss issues of concern to new staff. These meetings will be informal in nature and supportive. They will address issues such as the ethos of the school ( aims, values, policies, structures etc.), the classroom (management, organisation, behaviour, planning, record keeping), communication with parents (sharing plans, information for parents, meetings with parents etc.) They will also be issued with a clear job description.

SUPPORT STAFF 

Support for Learning Staff and Classroom Assistants will be issued with guidelines on their roles and responsibilities and aspects of support within the school and a specific job description.

(See attached appendices 1 and 2)

CHECKLISTS

Attached as appendix 3 are checklists for induction of Support for Learning Assistants, Classroom Assistants and Class Teachers 

PROBATIONERY TEACHERS

Probationer teachers are obviously included in new staff but we have a more detailed policy that specifically relates to the new induction procedures for probationers.

MONITORING AND REVIEW

Monitoring and review of the induction policy will be carried out in accordance with procedures for quality Assurance and following audits of current practice by existing and new staff members. 
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Classroom assistant duties

· Read stories aloud to individuals, groups or whole class simply for enjoyment.

· Work on developing comprehension skills by careful use of question and answer sessions following story telling.

· Work on developing prediction skills while a story is being read aloud.

· Involve the children in guessing last words or phrases of popular stories or rhymes.

· Hear individuals, groups of children read prepared familiar reading texts.

· Paired reading activities with selected children.

· Work with individuals, groups or class on nursery rhymes, poems or songs.

· Play oral games to help develop phonological awareness.

· Play reading games to help consolidate vocabulary, help with sentence construction etc.

· Help develop language through discussion.

· Help to consolidate specific topic related vocabulary through games and discussion.

· Help develop oral language, reading of pictorial/written instructions, and specific mathematical language by involving children in activities such as baking.

· Practical activities to consolidate mathematical concepts.

· Oral language development while children are working on practical activities involving construction toys, plasticine and drawing.

· Outings with small groups of children into local areas to develop oral language and specific topic related vocabulary.

· Involve the children in role-play activities.

· Work with individuals or groups on computer activities related to literacy and numeracy.

· Offer positive, befriending support to pupils in a calm and consistent manner.

· Encourage and enable children to acquire appropriate and targeted degrees of independence.

The roles and responsibilities of a classroom assistant

Classroom assistants

· Are not employed as teachers

· Will work under the supervision of class teachers in order to help promote effective teaching and learning

· Will carry out task delegated to them by their class teachers and refer back to class teachers about issues requiring professional judgement.

Classroom assistants (CAs) will contribute in the following areas:

· The effective organisation and use of resources

· The quality of care and welfare of pupils

· The quality of learning and teaching in the classroom

· The needs of pupils in effectively accessing the curriculum.

Deployment of classroom assistants

· The class teacher (CT) will plan CA’s duties and opportunities for joint consultation and evaluation on a weekly basis.

· CAs should be deployed in P1 and P2 classes.

· CAs will normally work with small groups of children.

· CAs over a period of weeks should be gradually introduced to a range of tasks.

· CAs should be given the opportunity to become secure with initial tasks before being introduced to others.

· Time should be built into contracted hours for CAs to become familiar with games and rules before playing them with children.

Suggested ways CAs may support learning and teaching
· Helping to prepare the classroom for the day’s work

· Supporting play activities

· Playing games which practise skills

· Encourage oral language

· Paired reading activities

· Supervising and supporting group work

· Helping children carry out instructions

· Providing praise

· Helping children organise work

· Contributing to recording and reporting procedures

· Developing good team work with staff.
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The roles and responsibilities of a support for learning assistant

Support for learning assistants

· Are not employed as teachers

· Provide appropriate educational support for pupils with additional support needs

· Will work under the supervision of class teachers/support for learning teacher in order to help promote effective teaching and learning

· Will carry out tasks delegated to them by their class teachers/support for learning teacher and refer back to class teachers/support for learning teacher about issues requiring professional judgement.

Support for learning assistants (SfLAs) will contribute in the following areas:

· The effective organisation and use of resources 

· The quality of care and welfare of pupils

· The quality of learning and teaching in the classroom

· The needs of pupils in effectively accessing the curriculum.

Deployment of support for learning assistants

· The class teacher (CT), in consultation with the support for learning teacher (SfLT) when appropriate, will plan SfLA’s duties and opportunities for joint consultation and evaluation on a weekly basis.

· SfLAs should be deployed classes with pupils with additional support needs.

· SfLAs will normally work with small groups of children and sometimes individuals.

· SfLAs over a period of weeks should be gradually introduced to a range of tasks.

· SfLAs should be given the opportunity to become secure with initial tasks before being introduced to others.

· Time should be built into contracted hours for SfLAs to become familiar with resources, games and rules before using them with children.

Suggested ways SfLAs may support learning and teaching
· Helping to prepare the classroom for the day’s work

· Assist with the integration of pupils and their peers

· Supporting a variety of activities

· Playing games which practise skills

· Encourage oral language

· Paired reading activities

· Supervising and supporting group work

· Helping children carry out instructions

· Providing praise

· Helping children organise work

· Encourage and enable pupils to acquire appropriate and targeted degrees of independence

· Contributing to recording and reporting procedures

· Developing good teamwork with staff.

Support for learning assistant duties

The role of a support for learning assistant varies according to the organisation within the school and the child or groups of children concerned. Please see your job description so that you know what you are expected to do.

You may be asked to carry out any of the following tasks: -

· Scribing

· Taping stories, maths textbook instructions etc

· Paired reading

· Reading for enjoyment to groups of pupils

· Reading or maths games

· Discreet playground supervision

· Assisting in practical subjects

· Assisting pupils to read materials, understand material, or set down work during lessons

· Implementing speech and language therapy programmes

· Implementing physiotherapy programmes

· Keeping pupils on task

· Helping pupils with organisational skills

· Transcribing a pupil’s work from a written or taped copy

· Supporting pupils to use computing or word processing facilities

· Assisting pupils in relation to mobility or toileting

· Assisting pupils to behave appropriately

· Providing additional support for pupils who have special arrangements

· Assisting identified pupils on school trips

· Photocopying

Your relationships with the class teacher

Good relationships with the class teachers with whom you work are essential. Some may not be used to having another adult in the room so they too are learning. Teachers are individuals and may approach their jobs in different ways. They will vary their approach to suit what they are teaching and the pupils with whom they are working. When you are working in a classroom you should respect the teacher’s approach. You should never undermine his/her authority.

You will need to know:

· Classroom rules

· Who you will be supporting and what their needs are

· What the teacher wishes you to do

· If any pupil has a particular medical or behavioural difficulties and, if they have how you should respond

· What happens if a pupil needs to go to the toilet

· What happens if you need some materials

Points to remember

You are part of team whose aim is to enhance the learning of ALL pupils. Although you may be present in a class to support one or several pupils, you may assist other pupils whenever you have time.

· Support pupils in completing a task but don’t complete task for them.

· Intervene only to avoid frustration.

· The task should be one at which the pupil can succeed, but not too easily, so that s/he can experience the satisfaction of having met a challenge.

· Whenever possible lead a pupil towards an understanding of a new aspect of learning by linking it to something with which s/he is familiar and confident.

· Guide pupils by questioning so that they may process the information and make the link for themselves.

· Be positive: praise freely and warmly whenever legitimate – for effort, for perseverance, for a near miss – but remember that false praise is condescending and will be seen through very quickly.

· Treat the pupils experiencing difficulties as you would any other pupil. Fairness and consistency are the keynotes.

· What you learn about the individual pupils in the course of your work is confidential. Don’t talk about it except to those who need to know because of their work with the child.

· All the pupils you work with are individuals and have the needs of all children. Any disability comes second. Every pupil is an individual. How you work with each of them will depend as much upon their individual temperament as upon their particular support needs. Building a relationship with each pupil will demand sensitivity, tact and understanding.
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SUPPORT STAFF- INDUCTION CHECKLIST

(Carried out by H. T. and C.T./SfLT

Name:

Job Title:

Date of Start:

Head Teacher’s Checklist


To be discussed/explained/covered during the induction process during the first four weeks of employment.
Date completed
HT’s initials
Employee’s initials

1
Layout of the school




2
Introduction to staff




3
Introduction to line manager




4
Health and Safety issues: First Aid, Fire etc




5
School rules




6
School security




7
General staff communications procedures




8
School calendar




9
Clarification of working hours




10
Role in discipline/behaviour/anti bullying strategies




11
Arrangements for planning and liaison with teachers




12
Deployment timetable




13
Staff Review & Development




14
School Development Plan




Class Teacher/Support for Learning Teacher’s Checklist


To be discussed/explained/covered during the induction process during the first four weeks of employment.
Date completed
CT’s initials
Employee’s initials

1
Layout of the classroom




2
Where equipment is kept




3
Classroom rules and procedures




4
Classroom routines




5
Introduction to class




6
Clarification of tasks and duties




7
Which pupils have additional support needs




8
Which pupils have medical or behavioural difficulties and how you respond




9
Arrangements for planning, liaison etc




10
Clarification of expected input at planning, liaison etc




11
Role in giving encouragement and praise, maintaining discipline and supporting learning




12
Gradual introduction to selected tasks and duties




13
Confident with initial tasks and duties




14
Introduction to wider range of tasks and duties




15
Confident with wider range of tasks and duties




Teaching Staff – Induction Checklist
Name:

Job Title:

Date of Start:

Head Teacher’s Checklist


To be discussed/explained/covered during the induction process during the first four weeks of employment.
Date completed
HT’s initials
Employee’s initials

1
Layout of the school




2
Introduction to staff




3
Introduction to line manager




4
Health and safety issues e.g. fire, child welfare




5
Teaching and Learning strategies




6
School rules




7
School security




8
General staff communications procedures




9
School calendar




10
Clarification of working hours/CAT times/CPD time




11
Role in discipline/behaviour/anti bullying strategies




12
Arrangements for planning and liaison with teachers




13
Staff Development and Review




14
School Development Plan




15 
School Policies and implementation




