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	Glenwood Primary School 

Induction Policy




‘Together we aim to develop confident, compassionate, and resilient learners who are equipped to thrive in an everchanging world’.
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Ethos statement

Glenwood Primary School is a nurturing and enriching environment where we foster a culture of kindness, empathy and mutual respect.  Together we build a safe and caring school where everyone belongs and thrives.

Vision 
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At Glenwood Primary School we are dedicated to fostering an empathetic and inclusive atmosphere where every student is valued, inspired, and challenged to achieve their fullest potential.

We help live our ethos and vision through the Glenwood Way

Move Calmly - Speak Nicely - Listen Carefully - Act Kindly - Do Your Best

Glenwood WISDOM qualities

TEAMWORK

         RESILIENCE

       RESPECT

      KINDNESS

 CURIOSITY

                COMMITMENT

This policy outlines the Programme, which will be implemented at Glenwood primary school to induct any newly appointed staff- both teaching and non teaching.
The Induction Programme for Newly Appointed Staff is the initial part of the school’s Staff Development Programme, which involves all staff both teaching and non teaching.

Rationale: 
Glenwood Primary school is striving to become a ‘learning school’ through a culture of continuous improvement. This links with the process of PRSD. Our main purposes are:

· To assist new staff in becoming fully integrated and operative members of the school and in contributing to the achievement of whole school’s academic and organisational objectives.

· To facilitate learning for both staff and pupils. To continue improving and developing the school, bringing ever greater benefits for our pupils. 

· To increase the effectiveness of all staff and governors both as individuals and as team members, by ensuring they understand the policies and expectations of the school and by supporting highly effective performance.

Effective induction is a vital foundation for our Staff development programme. We aim to promote continuous learning by supporting the effective performance and continuing professional development of all staff and governors new to the school. This policy applies to both teaching and support staff and thus enables them to contribute to the school's vision and goals and to fulfil its guiding principles. The induction process will ensure mutual benefit for the individual and the school. 

Purposes:

Our induction process will 

· Contribute to improving and developing the overall effectiveness of the school, raising pupil achievement, and meet the needs of pupils, parents and the wider community 

· Contribute to job satisfaction, personal achievement, individual and team effort, thus providing for effective work at the school 

· Ensure teachers new to the profession have the best start in their careers and are supported in effective practice. 

· Ensure all staff new to the school understand what is expected of them at the school and gain support to achieve those expectations 

· Build co-operation and an ethos of support between staff of all sections of the school 

· Ensure that all staff are valued and recognised as the school's most important asset 

Management and Organisation of Induction: 

The Key- Stage coordinators and SENCO (in the case of SEN inductees) will be responsible for the overall management and organisation of Induction of Newly Qualified/ assigned Teachers across the whole school. 
The Vice Principal and Principal will be responsible for the Induction of Classroom assistants and all non teaching staff within the school.

This includes a whole school planning and quality assurance role. 

Induction/ Teacher tutors
Induction tutors will be supported in their role by: 

· Being provided with training and information from the EA relevant to the induction process

· Having meetings with the other members of staff responsible for the Induction Programme within the school. 

· Having their role as an induction tutor as part of their performance management process 

· Through the monitoring and feedback of the induction provision in the school undertaken by the Vice Principal/ Principal

· Asking for feedback from the Newly Assigned teacher, school staff and from the EA teacher tutor support officers on the quality of their work. 

Newly Qualified Teachers 

The school provides a programme of support, monitoring and assessment and each teacher will be provided with an Induction Tutor who will be responsible for the day to day management of the induction of Newly Qualified Teachers. 

The induction programme for staff new to teaching is designed to induct them into the profession and into the school. It consists of support, monitoring and assessment elements and NQTs will be expected to engage in the programme.
1. All new teachers are invited to visit the school before they take up post. 

2. All new teachers are met on their first day by their mentor / line manager. 

3. All new teachers are provided with copies of school policies and the school's staff handbook and be expected to develop their understanding of them. 

4. All new teachers will be made aware of school routines and day to day events- Dinner/ Fruit/Milk money and arrangements 

5. All new teachers will meet with the Principal within their first week in post. 

6. NQTs will receive feedback on their strengths and areas for development. 

7. Induction Tutors are responsible for the day to day management of their NQT’s induction, and will arrange regular meetings. The Induction Tutor reviews progress, set targets, and identifies support strategies with the NQT.  

8. All newly qualified teachers are observed teaching during their statutory induction period and this is undertaken by the Induction Tutor, a senior member of staff or an experienced teacher as appropriate (see the NQT induction programme for details) 

9. Formal assessments will be undertaken during the NQT’s induction period. These will be documented on forms that are sent to the EA and must be signed by the NQT, Induction Tutor and Principal. 

10. The NQT will attend relevant professional development courses during their statutory induction period. This is in addition to the teaching and professional development courses provided within the school.
11. Each NQT develops with their Induction Tutor their own induction and support plan. 
12. Each NQT is expected to maintain a professional record of their induction and professional development and start to construct a professional development portfolio. 

13. The Induction Tutor and school maintains a documented record of the NQTs induction, including plans, notes of meetings, records of monitoring and assessment activities including classroom observations, feedback comments, and professional development activities undertaken. 

14. Newly Qualified Teachers who are not meeting the induction standards or making satisfactory progress towards them will be expected to develop, with the Induction Tutor, a detailed action plan. The school will increase the support necessary to implement the action plan within the available resources within the school. As appropriate the EA will be involved to ensure the action plan can be implemented. 

These are the recommendations for Newly qualified staff in their first and second year of teaching. Other additional information will be addressed throughout this period and will be outlined in the following section.

Introduction for experienced staff:

As with points 1-5 in the NQT section. The support structure for experienced teachers will addressed through the following methods:

1. All new experienced staff will be allocated a mentor 
2. The role of the SLT will be outlined.

3. Details specific to the children will be discussed with SENCO/ Vice Principal etc.

4. Opportunities will be given to observe colleagues teach, where appropriate.

5. Details of record keeping/ assessment arrangements/ planning and evaluation will be discussed within mentor/ year group meetings.

6. Advice given on parent/teacher interviews and Open afternoons.

7. Any other information the inductee requires will be addressed by relevant staff members. 

Appendix 1

	Glenwood Induction Checklist

	New Member of Staff

	Name:


	Start Date:



	Job Title:


	School:



	Induction Mentor

	Name:


	Job Title:



	

	Introduction to colleagues
	

	Tour of school

· Cloakroom/ toilet facilities

· Staff room
· School dinner hall
	

	School Prospectus
	

	School Times
	

	Entry/ exit/ plan of school
	

	Gate & Door codes/ keys
	

	Sickness/ Absence arrangements
	

	Job description
	

	Fire procedures/ drill
	

	Health & Safety
	

	Class List
	

	Staff List with responsibilities
	

	Staff handbook
	

	Accident book
	

	School dates
	

	Revised Curriculum Documents
	

	School Policies
	

	Assessment procedures
	

	SEN information
	

	Instructions about administrative procedures
	

	Registration
	

	Planning and Evaluations
	

	Money collection (dinner/ milk/ fruit)
	

	Playtimes, dinnertimes and break duties
	

	Wet lunchtime arrangements
	

	Parents meetings
	

	Open meeting
	

	Reading- Maths schemes/ resource rooms/ library
	

	Organisation of resources/ computer suite
	

	PE equipment including safety
	


