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     INDUCTION POLICY 

Purpose of the policy
This policy outlines St. Raphael’s Catholic Primary School
procedures for induction of teaching staff, support staff and volunteer staff. Where appropriate, staff must sign to say that they have read and understand the contents of this policy.
Introduction
St. Raphael’s Catholic Primary School is committed to safeguarding and promoting the welfare of the children in its care. The induction programme is a vital process that is undertaken to support newly appointed staff, volunteers and students.
The aims of this policy:
The Induction Policy and the Induction Procedures aim to provide all newly appointed staff with a programme of structured support and guidance appropriate to their role to enable them to:
· integrate successfully into the school or new role;
· consolidate their performance
· gain experience and develop professional expertise
· fulfil their job description successfully
· have opportunities for observation and discussion of their work with senior staff to discuss any difficulties that may be experienced
· identify their potential for career development and take advantage of opportunities for CPD
Procedures 
All new staff will be provided with a Staff Induction Programme which will include information on safe guarding, child protection, health and safety, e-safety, the staff handbook, staff roles and responsibilities, first aid, SEN and the behaviour policy.
Supply Staff 
Supply staff should be welcomed by a member of the Administration team. Their photographic identity will be verified and they will be issued with the appropriate visitor badge. They will receive, on the first visit, information on procedures for child protection, safeguarding and health and safety. The Supply teacher will be advised if there is to be a fire alarm test and will be asked to make themselves familiar with the escape route in the classroom they will be working in. They will also be shown the staffroom.
Teaching Staff 
All new staff should be given appropriate induction advice, training and resources. This should include:The 

· National Curriculum/ EYFS curriculum
· Planning proformas
· Staff Handbook
· School Prospectus
· Access to Policy documents
· Year group schemes of work
· Assessment advice, recording, reporting, resources and procedures
· Class list
· Child Protection
· Safeguarding
· Behaviour Policy and Exclusions Policy
· Health and safety including Fire safety
· Information on whole school and year group resources, including ICT
· E-Safety
· Timetables
· PPA arrangements
· SEN information
· Roles and Responsibilities of all staff
· Educational Visits Policy
A member of the Senior Leadership Team team will ensure new staff are given a guided tour of the school, identifying locations of resources, procedures, staff and other relevant information.
All new teaching staff will be allocated a mentor to provide advice and support on a daily basis.
All staff will take part in Appraisal procedures.
Early Career Teachers (ECTs) See separate policy
Teaching Assistants 
Induction information should include:
· Staff roles and responsibilities
· The opportunity to work shadow the existing post holder or person undertaking a similar job where possible
· Information on the school with access to the Staff Handbook and policy information. Timetables and group lists for relevant classes
· Information concerning the child/children for whom they are responsible if appropriate
· Information on resources including SEN resources
· Information on assessment, record keeping
· Behaviour policy
· Safeguarding Policy
· Training in the use of the photocopier, laminator.
· Introduction to the computer system and E-safety
· Health and Safety
· Fire Safety
· Information on training opportunities
· Access to all policies
All staff will take part in Appraisal/ Performance Management procedures.





Administrative Staff 
The Business Manager is responsible for the appropriate induction advice and training for administrative staff. Induction information should include:
· Information on the school, including the School Prospectus
· The school aims
· Access to policies, resources and procedures
· Health, safety and security information
· E-Safety
· Staff handbook
· Training to implement ICT programmes and school administrative procedures
· Access (including log in) to confidential information, where appropriate, on children, staff and resources
· Safeguarding Policy and Procedures
All staff will take part in Appraisal/Performance Management procedures. 
Premises staff
The Site Manager, in liaison with the Business Manager, is responsible for the induction of all cleaning staff. Induction should include:
· Relevant information on the school
· The School Prospectus and access to aims and policies
· Health and Safety and Security issues
· The Staff Handbook
· Relevant information to help them carry out their job description effectively including guidance on safe use of chemicals and cleaning products and equipment
· Safeguarding Policy and Procedures
All staff will take part in Appraisal/Performance Management procedures.
Lunchtime Assistants 
The Business Manager is responsible for the induction of lunchtime staff. A named mentor will be provided to give support with daily practice and training. Induction should include:
· Relevant information on the school, aims and policies
· Information of Health and Safety
· The Staff Handbook
· First Aid, security and behaviour policies and procedures
· Safeguarding Policy and procedures
· Relevant information to help them carry out their roles effectively
All staff will take part in Appraisal /Performance Management procedures.


Governors 
To enable the fulfilment of their role all new governors will be given the New Governor, Induction information/guidance provided by Governor Services at the LA. The Chair of Governors is responsible for the induction of new governors.
The local induction should include:
· Opportunities for a tour of the school meeting staff
· School Prospectus including Staff Roles and Responsibilities
· Ofsted, KS2 test and EYFS information
· School and Governing Body Policy documents
· Governing Body and Committees' Roles and Responsibilities
· Dates and times of whole governing body Committee meetings
· Access to and information in previous governing body minutes
· Latest governing body report to parents and school newsletters
· Information on and access to governor courses including GEL
All new governors should be provided with support on information current policies and practice. 
Volunteers
The Headteacher is responsible for the induction of parent helpers/volunteers. The minimum programme will include:
· Completion of the DBS process
· Guided tour around the school with an opportunity to meet the designated classteacher and class
· Staff Handbook-the working day
· Training in the use of the photocopier, laminator where appropriate
· Safeguarding Policy and Procedure
· Child protection
·  Health and Safety Policy/Guidance
·  Fire Safety
·  E Safety
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May God’s love shine in our lives as we care, share and learn together.
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