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TIKOKINO



NAG 3

TIKOKINO SCHOOL

PERSONNEL

PROCEDURE:   INDUCTION OF NEW STAFF PROCEDURE
Purpose:

To communicate essential information

To develop realistic expectations

To welcome new staff members and to make them feel part of the team

To provide collegial support

Guidelines
Framework to be covered:

1. School Charter, Strategic plan, Annual Plan, Targets

2. Policies and procedures – see Staff Handbook

3. Meeting staff, BOT, Parents and community

4. Tour of school and facilities

5. Equipment – shown how to use equipment eg Photocopier, computers alarm intercom

6. Training in processes and procedures relevant to the job eg assessment systems – See Handbook

7. Employment details

8. Responsibilities across the school

9. Buddy system if not a PRT. Knowing who to go to for help.

This programme is the responsibility of the Buddy and the new staff member jointly.

The following will be outlined by the Buddy:

· School plan – classrooms and teachers’ names

· Introduce to staff members, and support staff.
· Class List- Noting any special needs students and explain programme.
· Class Description 

· Timetable

1. Library
2. Technology

3. Music

4. Assembly

5. Orchestra

6. Sports Practices

· Meetings and Times

· Planning

· Keys and Security

· Photocopier/Laminator/Binder

· Tour of the School

· Duty Roster

· Behaviour Management

· Record Keeping

· School Council

· Emergency Procedures

· Car park

· Moving around the school

It is the responsibility of the teacher within the first three weeks:

· To read and familiarise themselves with the school handbook and sign the back of it and date it

· To read through the Staff Handbook and familiarise themselves with it.

· To read and familiarise themselves with the school policy book

· To ask their Buddy or the Deputy Principal for clarification of anything that they are unsure of.

It is the responsibility of the Appraiser (Principal) to have met, explained the appraisal process and set personal objectives within the first four weeks. 

	Checklist 
	
	

	Specific Task
	Week Due
	Completed

	School layout and environment 
	1
	 

	Security system
	1
	 

	Photocopier
	1
	 

	School Organisation
	1
	 

	Assemblies 
	1
	 

	Communication Systems
	1
	 

	School Events (knowledge of calendar) / Timetables
	1
	 

	Planning / Assessment systems
	1
	 

	Meetings
	1
	 

	Resource Area
	2
	 

	A V Resources
	2
	 

	Computers
	2
	 

	Library
	2
	 

	School wide tracking systems
	2
	 

	Long Term Planning
	3
	 

	Record keeping
	3
	 

	Monitoring student progress 
	3
	 

	Reporting to parents
	3
	 

	Behaviour Management
	3
	 

	Pupil Attendance
	3
	 

	Staff Handbook
	3
	 

	Routines 
	End of Term
	 

	Strategic plan 
	End of Term
	 

	Charter
	End of Term
	 

	Annual plan
	End of Term
	 

	Home and School Committee
	End of Term
	 

	Job Description
	End of Term
	 

	Appraisal system
	End of Term
	 

	Registration
	End of Term
	 

	Curriculum programmes
	End of Term
	 

	Financial systems and budgets
	End of Term
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