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3.1.4  Staff Induction Procedure  
Purpose:

· Support for newly appointed staff.

· Support for new staff to function appropriately within school context.

· School vision and charter objectives are maintained.

· Students receive continuity of curriculum delivery, school policies and procedures.

Guidelines:

· There will be systems in place to support all newly appointed staff, which will be the responsibility of the Principal.

· New staff will be made aware of the school charter obligations, school organisation documents and policies.

· New teachers will be provided with copies of the  Eketahuna School Guide. 
· New teachers will be guided through the school Behaviour Management System.
· New staff and principal should refer to the Induction Checklist (see over) to assist smooth integration into the school.

•   The induction process could take place over a period of 2 weeks. However it is preferable

     that part or all of the induction should take place before the term starts.
•   The induction process should include a monitoring system at regular intervals for the first 

    term of employment
Signed:___________________________ BoT Chairperson 
Date:________________

NEXT REVIEW DATE: 2021
	Eketahuna School Teacher Induction

	Name:                                                                      Date:

	Position:                                                                  


	Date
	System
	Description
	Inducted

	
	School Charter
	Read and explained


	

	
	School Organisation Documents
	Behaviour Management Policy.

School Curriculum overview.

Policy Folder - where it is.

Student Evidence File
	

	
	School Tour
	Walk around the school.

Resource Rooms: Reading, Mathematics, Science. 

                              Teachers Workroom, all other

                              Buildings eg hall Rm 3 and 4,

                              Caretakers sheds incl. Rec.

                              Room.

Admin area: Office, photocopying, conference,

                     Principal office.


	

	
	Eketahuna School Guide 
	Request this is read. 

Highlight: Organisation and Information section

                 Staff Phone numbers

                Reporting to Parents Timeline

                Bush Schools Event Calendar

                Staff Reimbursement Claim form

                Charter/Strategic/Annual Plans

                
	

	
	Staff Introductions
	Introduce at morning tea or when appropriate.


	

	
	Classroom
	Expectations, rules, environment


	

	
	Teacher Laptop & Ipad
	Passwords

Appropriate use

Server location
	

	
	Duties
	Explain the school system.


	

	
	Timetables
	Library, Laptops, Pool, Playground Duty.


	

	
	Assemblies
	All school


	

	
	Behaviour Management Plan
	Detention process explained

Playground supervision

Reward tickets
	

	
	First Aid Certificate
	Current held. Advise Principal


	

	
	Emergency Procedures:
	Fire, earthquake, other disasters, policy and procedures explained and understood, term drills


	

	
	First Aid:
	responsibilities and procedures, System in school


	

	
	Accidents
	Reporting, book


	

	
	Sickness
	Ringing Deputy Principal


	

	
	Health and Safety
	Children with specific requirements.


	

	
	Custody Orders
	Implications explained and understood


	

	
	EOTC:
	Trip approval forms, RAMS forms


	

	
	School Policy:
	Health and Safety , Reporting potential hazards


	

	
	Security:
	General provisions, locking doors, windows


	

	
	Key register:
	Codes and security/ Principal


	

	
	Money


	School system


	


Signed _____________________________________              Date __________________

Signed ______________________________________            Date __________________

Principal’s attestation that this staff member has completed the required teacher induction of School, Health and Safety Issues.

Melinda Cowe
Principal


