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2014-15: Induction Programme for new TGGS Teachers


Aim: To ensure that all new teaching staff settles into routines and feels confident with the School’s ethos and procedures as quickly as possible.

Roles and Responsibilities
· The Assistant Head T&L will organise and oversee the Induction Programme in collaboration with the NQT Induction Tutor.
· The NQT Induction Tutor will administer the NQT Induction Programme.
· The Head of Department will oversee the teaching and learning for which the new member of staff is responsible. For a new Head of Department this will be undertaken by the relevant Faculty Head.
· The Head of Year will ensure the new member of staff understands the aims and practices of the School’s pastoral and tutorial system and will explain administration systems before the new member of staff needs to use them.
· An allocated ‘mentor’ from their faculty will ensure that the new member of staff is comfortable socially in the routines of the staff. The ‘mentor’ will also provide reinforcement of the information provide by other sources, and act as another clear line of communication and source of information – especially in their first term.
· The Assistant Head for T&L / CPD will meet with the new teacher and discuss training needs during the first term.

· Finance / Admin will ensure that all new staff (including Trainee Teachers) are entered onto CMIS in sufficient time to allow a prompt 1st day start.
Half-Term Prior to taking up the post (usually Summer Term) 
Each newly appointed member of staff will be invited to visit the School for a day or half a day prior to taking up the post. The programme for the visit will depend upon the job description of the individual, but will include some of the following:

· Meetings with the Head of Department and other department members to receive and discuss the Schemes of Work and other department resources.
· Meeting with the Assistant Head (T&L) to discuss the induction procedures, the timetable and Staff Handbook.
1st Day of new post (usually TED in September)
All newly appointed members of staff (teaching and support staff) will attend the whole staff meeting at the start of the day.  A “Welcome Pack” will be issued along with timetable, classroom key, usernames, passwords and photocopy numbers for that individual.  Essential meetings / CPD insets will include:
· Child Protection / Safeguarding

· The Role of the Form Tutor / Pastoral Systems (e-portal & Time Out logs)
· SEN 

· T&L & Marking Expectations 

· VLE & Staff Handbook

· Meeting with the allocated ‘mentor’. 
· Photograph taken for TGGS ID Badge.
· Finger-printing for use of canteen (if needed)
Within the First Half Term Head of Department
· The Head of Department (or Head of Faculty in the case of a newly appointed HOD) should see all new members of staff teach a lesson during their first term. The lesson observation should last for at least one period. In the case of an NQT this observation will form part of their evidence base for Report 1.
· The observed lesson should be the choice of the new member of staff. The aims of the lesson should be discussed beforehand and feedback given as soon as possible after the lesson.
· The Head of Department should see the new member of staff’s mark book and some marked work within the first half term to ensure that marking is being carried out according to school policy.
Allocated ‘Mentor’

· The ‘mentor’ should ensure that the new member of staff is familiar with such things as arrangements in the Staff Room, tea and coffee facilities, lunch and break arrangements, including duties.
· The ‘mentor’ should explain the duty system and arrange a meeting with the duty team leader.
· The ‘mentor’ provides a source of support outside the departmental or Year Group systems, and the opportunity for the new member of staff to ask any questions.
Support beyond the First Half Term

· All staff with responsibility for the new member of staff should continue with any necessary development for him or her that is relevant to their present job and builds upon previous experience. 
· A meeting will be arranged with the Assistant Head T&L / CPD to discuss any training needs for this first year.
· School systems and procedures should be discussed and explained before they are needed, for example reports or Parents’ Evenings. Reports should be discussed at an early stage by both the Head of Department and the Head of Year. Examples can be given and rough copies can be checked before final versions are submitted.
· The Staff Handbook on the VLE.
NQT Induction Programme / New Staff Induction 
A clear programme of support and assessment is followed with each NQT supported by a named Subject Mentor and the NQT Induction Tutor.  This programme is planned and calendared by the NQT Induction Tutor in collaboration with the Assistant Head for T&L / CPD.  This will include such things as:

· Discussion of the curriculum - meeting with the Assistant Head for Curriculum
· Information on the Pastoral System / Rewards Structure – Pastoral Team
· CPD and Performance Management – Assistant Head for T&L
· SEN / Role of the TA – SENCO & TAs.
· RSL – RSL Co-ordinator

· Using the Library / Accelerated Reader - Librarian

· Data & use of the VLE / School Website – The Data Manager / ICT Operations Manager
· Meetings / Working Groups within the School.
· Health & Safety / Accident Book / Fire Drill – Teacher in charge of Health and Safety

· Finance - meeting with the Bursar

· Parent’s Evenings / Parental contact
· In addition all NQTs will be registered with The Learning and Assessment Service as part of the DfE remit leading to QTS.
· The Assistant Head for T&L will be involved at assessment level and before if the NQT is deemed to be ‘at risk’.
· After successful completion of the NQT programme, the member of staff will move directly onto the TGGS Performance Management cycle.
· All new staff (not NQTs) will choose 3 of the sessions from the NQT Programme (most appropriate to them) to attend in the course of the year as ongoing CPD.  A record of this will be maintained by the Assistant Head for T&L/CPD and on CMIS.
