
 

 

 

 

 

Teaching Staff Induction Policy 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Policy Type Non-regulatory 

Issued September 2015 

 

 

 

 



 

Teaching Staff Induction Policy   2 

Teaching Staff Induction Policy 

 

The induction of new staff is an essential part of the wider professional development policy.  All new staff 

are supported by a programme of induction during their first year at Habs. The Assistant Head (Staff 

Development) in the Senior School and the Deputy Head in the Junior School are responsible for the 

programme.  The aim of the programme is to introduce staff to the ethos of the school, to anticipate each 

stage of the academic year, to provide informal support and to enable new staff to ask questions, clarify 

procedures and seek information with confidence that their needs will be addressed.  The programme is 

delivered to small groups of new staff by the Assistant Heads and Deputy Heads and it enables Senior Staff 

to get to know the new staff quickly and informally as well providing very valuable feed-back about the 

school and how newcomers experience it. 

 

The programme includes the following: 

Welcome letters to all new staff from the Assistant Head (Staff Development) during the Summer term and 

in August providing information about the pre-term meetings, a calendar for the autumn term with term 

dates for the full year, a copy of their timetable, request for staff information and the name of their staff 

buddy (an experienced member of the existing staff, from another department, who can provide support 

and advice in the first weeks of term). 

There is an initial day of meetings before the start of term providing an opportunity for new staff to meet 

key personnel, to familiarise themselves with key aspects of the Staff Handbook and Staff Directory and to 

log-on to the school network.  The Assistant Heads and Deputies explain the school’s ethos and our 

expectations of teaching staff.  The programme for the pre-term meetings and the first days of teaching are 

discussed.  Safeguarding and Child Protection training will also be provided.   Details of what to do in case 

of a fire, how to find stationery, procedures for requesting support from the reprographics department, 

how to use the school database, etc. are also covered at this meeting.   

In the Senior School new staff who are taking on pastoral responsibilities will meet with their Section Head 

and other members of the pastoral team during the pre-term days in August/September.  In the Junior 

School, new class teachers will meet with their parallel teacher.  Pastoral issues will be included in their 

discussions. 

In the autumn term, new Senior School staff meet weekly in smaller groups with the Assistant Heads and 

Deputies.  New Junior School staff have their own meetings with the Junior Deputy.  These sessions provide 

an opportunity to look at key aspects of the school and to anticipate forthcoming events.  New staff are 

also encouraged to seek advice and ask questions, and to review their experiences.  Regular, but less 

frequent, meetings continue into the Spring and Summer terms. 

The Assistant Head (Staff Development) liaises with the Teacher Responsible for Staff Development at the 

Boys’ School and opportunities to meet with new staff at the Boys’ School are provided.  It is hoped that 

these can be extended to give staff the chance to visit each other’s departments. 

Opportunities to meet some of the governors are provided for new staff during the Autumn Term. 

New staff are observed teaching twice by the Headmistress or Head of Department in the first half-term 

and written assessment of these lessons is given to the Headmistress. 
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All permanent new staff who are not NQTs participate in the Professional Development Programme.  There 

is time in the pre-term days to set targets and discuss the professional development programme and the 

performance related pay scheme. New staff’s inset and professional requirements are discussed with their 

mentor before requests are submitted to the Assistant Head (Staff Development).  Lesson observations 

continue to take place as part of the whole school Programme. 

Heads of Department who are new to the school are mentored by one of the Deputies for their 

professional development. 

For temporary members of staff (e.g. covering maternity and sickness absence) the Assistant Head (Staff 

Development) provides the appropriate safe guarding training and the Head of Department provides other 

induction into operational matters. 
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