WOOLGROVE SCHOOL INDUCTION FOR WIDER SCHOOL WORKFORCE
WITHIN FIRST WEEK
Introduction by person carrying out induction.  Show where pigeon hole is, give door code number, receive a copy of staff handbook and A to Z book, speak to new TAs’ teachers and set mutually agreeable date and time for induction sessions.  Contact new staff on daily basis to check progress.  Speak to established TAs re finding a suitable mentor.

Beginning of second week:

Meet with Gill Crouch or other designated Senior Leader for
FIRST INDUCTION SESSION:

Provide new TA with job description and copies of the school aims and school vision

1.    Advise on Line Manager and Mentor

2.     Provision of Staff List

3.     Discussion on Staff Handbook

      Including:

1.      Timekeeping

2.      Monday meetings

3.      Red Triangles (show example) more explanation needed
4.      Fire Drills

5.      First Aid

6.      Duty Rota with discussion on

· Finding replacements

· Lunch entitlement

· Forms kept in office

Conclude with question time and tour of school, if required, pointing out significant areas discussed in induction.
SECOND INDUCTION SESSION
1. Questions from first week

2. Policies:

Key Policies to be handed out:

Child Protection

Health and Safety

Promoting Positive Behaviour

Cover Supervision Policy

TA Policy

3. Pupil information an s how to access that information:

Statements

Targets

Medical

Critical Information more explanation needed
Child Protection

Behaviour Plans

4. Demonstration of office machinery (if applicable)

5. Set date for next induction session (to include CPD)
Conclude with five minutes free discussion time of shared experiences.

THIRD INDUCTION SESSION
1. Any questions arising since previous induction sessions

2. Further discussion on Child Protection and Health and Safety issues

3. Continuing Professional Development
Session to conclude with short discussion time of shared experiences.
