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NEW STAFF

Foxfield schools aim is to ensure that all new staff are introduced into the school in a planned, supportive and developmental way. A named Mentor will be assigned to all new staff to guide them through the induction process.  The Mentor will support them with their work and give advice and help where necessary.  In addition, the Headteacher or Deputy Headteacher responsible for induction will have planned meetings with new staff, to discuss how they are settling in, to address any problems or concerns and to ensure that the appropriate guidance and policy documents have been read and understood.
Every member of staff will have access to the ‘Staff Handbook’ which contains a wealth of guidance and directives on school policy and practice. This is now kept in an electronic form in the staffroom section of the school Intranet although parts of the handbook can be easily printed off and taken away to 
read.  The handbook gives guidance on a variety of issues relating to the school and is 
regularly updated   All new staff are also advised to read the school prospectus which is also 

available on the school intranet .

All aspects of school life are planned, discussed and reviewed through the meeting schedule that operates within the school and all new staff will become involved in this process. This includes weekly briefing meetings, whole school staff meetings, school development plan meetings, age phase meetings and school twilight and full day staff training activities.

TRAINING NEEDS

The initial and ongoing training needs of new staff will be identified within the performance management systems that operate at Foxfield. The school is committed to continuing professional development for all staff. Any immediate training that a new member of staff requires will be identified through an initial audit and then provided in an appropriate way as soon as possible. 
INDUCTION PROCESS

As a part of the induction process the Mentor will ensure that each new member of staff has read through all of the documents listed on appendix 3. The Mentor will meet with the new member of staff to clarify any points or answer any questions that they may have as a part of the immediate Induction process.  Time will be given to the Mentor and new member of staff for this purpose. This meeting will take place as soon as possible after the new member of staff starts work, having given them sufficient time to read the relevant documentation before or immediately after taking up post.
Other aspects of Induction will include further policies and guidance which can be discussed once the new member of staff has started to settle into the post, but certainly within their first half term at Foxfield.  
Having completed the process of Induction, further support will be continuous and when required, from the Mentor and / or Headteacher.

Mentors will vary depending upon the job role that the new member of staff is taking up. In most cases the mentor for new teachers will be the deputy in charge of staffing and resources, however the deputy for pupils and curriculum will substitute if not available. Occasionally the Headteacher will also meet with new members of staff to make sure they are settling in and are happy in their role. This will particularly be the case when the new member of staff is a newly qualified teacher. In these cases the headteacher will meet and monitor progress on a regular basis to guide the member of staff through their induction year.
If the member of staff is a teaching assistant taking up a new role then the mentor is more likely to be an experienced teaching assistant (Level 3), however they will still be required to meet with the deputy for staffing and resources from time to time who will oversee the whole process to make sure the induction is progressing successfully.
INITIAL INDUCTION MEETING
The first induction meeting wherever possible will take place soon after staff have settled into school and will generally be led by the deputy in charge of staffing and resources. During this meeting staff will be made aware of the staff handbook location and how to access it and will be advised of the relevant policies that should be read as soon as possible in order to understand school systems. Staff should also be advised on issues they need to become familiar with over the coming term (a things you should know list). This list will include such things as; how to fill in an accident and incident report form, risk assessments and how to write them, I.E.P.’s, behaviour plans, manaual handling plans, absence procedures etc.
Additionally at this meting the new member of staff will be given a Continual Professional Development File (CPD) and its purpose and possible future contents discussed, together with discussions about any professional development courses staff would like to undertake in the future.
Discussion then needs to take place about the future progression of the induction process. Time will need to be allocated for the member of staff to meet with other members of their class team on a regular basis and with the head of the key stage and induction will then need to be planned specific to that member of staffs role within the class and the key stage. In the case of the new member of staff being a teaching assistant the class teacher and head of department need to continue their support over an extended period of time. In the case of the new member of staff being a teacher it will be the head of department, deputies and headteacher who need to carryon an extended period of support.

All new staff will need to organise a meeting with the ICT Technician very soon after starting at the school. The technician can then set up passwords etc for the new staff member and show them some of the more important features of the school intranet system such as accessing and adding reports into the Sleuth Behaviour Management recording database, and accessing other important information.
As the induction process progresses staff will be introduced to new materials such as the induction pack published by the University of Birmingham which is useful for those specifically working with pupils with Severe Learning Difficulties (SLD). This is a very detailed induction pack which makes reference to further relevant materials should staff wish to investigate further.

INDUCTION DAYS DURING THE FIRST TERM
Further induction days will be arranged during the first term in school which will include the following; Teaching Assistant Induction Day led by experienced Teaching Assistants (Level 3), Lifeguard Training, Manual handling, online safeguarding training (completion of online course and a test that must be passed in order to gain certification), communication and Makaton training from the communications coordinator, information on syndromes and other medical information led by the school nurse and Restrictive Physical Intervention Training (RPI or Team Teach) which is a two day course.
Additionally staff who have been driving for more than two years and hold a D1 licence will be given the opportunity to receive training and complete a school minibus test if they so wish.

As part of their induction and indeed throughout their school career all staff will be given the opportunity to attend local and national training to suit the needs of their role from NVQ’s to post graduate qualifications.

All classroom staff will be required to attend school INSET days and staff meetings (full time only), which will include additional training and CPD.

ADDITIONAL
New staff to the school will meet with the deputy for staffing and resources for a formal meeting at least once each half term for the first one and a half terms and then on a ‘as and when needs’ basis. New staff will also have a Staff Development Interview (SDI in the spring term where they can discuss future plans, targets and CPD requests.
See below for a checklist of important information and people new staff to the school need to try to meet with in their first term and a half.

Appendix 1

Checklist for induction procedure - Teachers

[  ] Deputy Head (Paul) regarding curriculum leadership responsibilities 

[  ] Head of your particular Key Stage re Key Stage organisation and related issues

[  ] Assessment Recording and Reporting (AR&R) coordinator re guidance and completion of a variety of AR&R documents in school

[  ] If teaching ASDAN at KS4 or post 16 (6th form) you will need to see the ASDAN coordinator

[  ] The senior teacher for behaviour management to arrange physical intervention training

[  ] ICT Coordinator / ICT Technician 
[  ] Coordinators for Foundation Learning and Diploma in Life Skills (DILS)
[  ]  In addition feel free to ask to meet any other staff who may have information useful to   you e.g. Medical staff, subject leaders

Checklist for induction procedure – Support Staff

[  ] Head of your particular Key Stage re Key Stage organisation and related issues

[  ] The senior teacher for behaviour management to arrange physical intervention training

[  ] ICT Coordinator/ ICT Technician  

Further Information for new staff
Introduction

The process of induction is all about gaining information and feedback. It is a two way process which is intended to be supportive

The initial induction meeting will take place during the first week of term, with subsequent meetings being arranged over the coming weeks throughout that term.

The success of the induction process not only depends upon the support the school gives you, but also upon you seeking support as required.
Information regarding numerous school policies is available on the school INTRANET in the staff handbook section. Please take time to look at these to familiarise yourself with procedures - see appendix 3. If there is any information you are unsure about please see the person responsible for 

your induction and they will be able to guide you.

Formal classroom monitoring will happen during first half term and is intended to be positive and supportive and to give you feedback and guidance as to your progress thus far. This classroom / lesson observation will take place after a prior arrangement / negotiation and is intended to be a positive and helpful experience.
All staff at Foxfield School are supportive and want you to succeed. 
Therefore, you have the responsibility to seek information and support wherever needed. We are aware that starting a new job at a new school or even embarking on a new career can be daunting, and seeing the ‘Things to know’ list can seem like a lot to take in. We don’t want you to struggle or feel like you have taken on too much. Please believe us when we say that coming to us for help will not be seen in any way as being negative or a weakness.

As part of induction process new staff need to meet with a number of people for information and guidance. See list above (Appendix 1). The following list is a guide and it will be useful for newcomers to ask about certain procedures and terminology.
Appendix 2
Induction Procedure:  Other things to know about at Foxfield
Staff structure

Intranet

Web Site

IEP’s

Annual Review procedure

Briefing meetings

Bulletin

Pupil permissions

Evolve Forms
Risk assessments

Curriculum overview

Residential

ASDAN

Meetings 

Subject coordinator responsibilities

Routines for start and end of day

Assemblies

Teacher record files

Behaviour plans

Care plans

Medical information

Progress files

Accident procedures

Late Bus groups

Incident forms – M13
Merit systems

Booking of equipment, rooms and buses

Citizenship awards

Speech Therapy

Occupational Therapy
Physiotherapy

Staff absence procedures

Staff Handbook

Blue Badge Scheme

Staff working hours

Term dates for coming academic year

RPI (Restrictive Physical Intervention) - Team Tea
	Foxfield School – Line Management Structure

	Head Teacher 
Andre Baird

	Deputy Head Teacher
 Paul Howley

	Head of Key Stage 3/
Communications

Coordinator

Michelle Ijewsky
	Head of Key Stage

And Behaviour Coordinator 

Becky Moffat
	AR&R

Coordinator

Steve Ledson
	Head of Post 16
Ritu Hulme

	PE Coordinator/Extra Curricular
Andy McAteer
	PSHCE & C Coordinator/
Science
Rebekah Cuthill
	Gavin Attwood
Sensory Coordinator/

Residentials
	ILS Coordinator

Ritu Hulme



	Music/ Creative Arts     
 Ian Harwood

	DT Coordinator

(Vacancy)
	Literacy

Coordinator
Emma Wall
	Careers Coordinator
Denise Karythis
	Maths Coordinator
Becky Mofatt
	School Council

Dassa Roche

	Computing / Behaviour Management 
Steve Ledson
	Humanities Coordinator
Lydia Gorton
	Micah Grimshaw
ASD Coordinator
	Tara Bennett
	Inclusion

Rachel Smyton



	TA Level 3
Sherri Taylor Sharpe
	TA Level 3
Jill McTearney 
	TA Level 3
Mary Robinson
	TA Level 3
John Minde
	TA Level 3
Sue Ellis

	TA Level 3
Helen Pryce
	TA Level 3
Nikki Lamb
	TA Level 3
Thom Ijewsky
	TA Level 3
Claire Johnson
	TA Level 3
Mary Schofield

	TA Level 3
Sarah Sutcliffe
	TA Level 3
Kim Rivers
	TA Level 3
Alex Hayes
	TA Level 3
Jo Wood
	TA Level 3
Jill Cox

	TA Level 3
Sue Dodds
	TA Level 3
Lorraine Eccles
	TA Level 3
Nikkie Kenney
	TA Level 3
Andy Bailey Mitchell
	TA Level 3
Mike Brookes

	Building, Communication/ Technology Technician
Phil Dutton
	Swimming Coach

Gavin Langford


	Transition Manager
Karen Trought
	Weekday Caretaker

Colin Ashton
	Weekend Caretaker

Geoff Hughes

	Level 2 Assistants

	Level 1 Assistants

	Lunchtime Assistants

	Cleaners


Appendix 3

The following is a list of school policies and handbook documents which new staff will need to become familiar with;
Name ______________                                                                                               Foxfield School

HANDBOOK CONTENTS

	Absence Policy
	
	Reporting Accidents and Incidents
	

	Aims of the School
	
	School Buses
	

	Additional Support Assistants
	
	School Marking
	

	Administration of Medicines
	
	School Security Policy
	

	Asthma
	
	Senior Management Team
	

	Bullying
	
	Sex Education
	

	Child Protection
	
	Soft Play
	

	Display
	
	Special Needs Policy
	

	Electrical Safety
	
	Staff Hours
	

	Epilepsy and managing Seizure
	
	Supervision
	

	Equal Opportunity
	
	Swimming Pool
	

	Exclusions Policy
	
	Teacher Planning
	

	Fire Safety
	
	Transport for Pupils
	

	First Aid
	
	
	

	Health & Safety Overview
	
	
	

	Hire and Lettings
	
	
	

	Homework Policy
	
	
	

	Inclusion Policy
	
	
	

	Induction
	
	
	

	Infection Control
	
	
	

	Information for Supply Staff
	
	
	

	Intimate Care Policy
	
	
	

	Lesson Times
	
	
	

	                 Lone Workers  
	
	
	

	Monitoring
	
	
	

	Parental Involvement
	
	
	

	Performance management
	
	
	

	Professional Development
	
	
	


Notes
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