Fosse Way School 

Induction Policy and Process

Rationale

Fosse Way School is committed to the development of all staff to their full potential. The process of induction is designed to ensure the smooth and effective introduction of new members of staff to the school, or the transition of a current member of staff to a new role. All members of staff are entitled to take part in the induction process.

Process of appointment

· Vacancy

· Head and Governors decide criteria for post

· Information to applicants for all jobs


Details about school












Job description









Offer of pre visit

· Further information depending on post advertised
Criteria for post

Essential and desirable person specification

· Short listing

· Invitation to interview 

· Interview







· Appointment

Verbal

Written

Process of induction to new post

Meeting with line manager


Staff handbook







School prospectus







Job description







Timetable, role and resolution of any queries


Tour of school

Set up times of future meetings (minimum of one per half term for first year)

Content to be covered at future meetings
Any problems or queries identified by the new employee


Short term training needs


Cover relevent areas of staff handbook 


Cover relevent areas of school prospectus


Professional Development Opportunities and process


Union representation

Monitoring of process

Head or Deputy to meet with new employee to review induction at end of first term and end of first year.

Review Date:- October 2007

O:\David's Documents\POLICY PAPERS\Induction process.doc

