CASE STUDY 1


One school’s suggestions for whole school induction based on Institute of Education guidance 

I need to have the following available or remember to tell beginning teachers to find them

· Staff handbook 

· School prospectus

· School policy documents 

· Relevant keys

· Mark or class record book
· Induction period timetable
· Latest school Ofsted report 
I must remember to tell beginning teachers about:

	· Staff room arrangements

· Refreshment and lunchtime arrangements

· Fire drill procedure

· Lockers/cloakroom/conveniences

· Communications systems

· Trade union information
·         Key people and what they do 
	· What to do if they are absent or unavoidably late

· Expected times of arrival and departure

· Dress code 

· Codes of behaviour

· Professional expectations


The induction 3 days will include:

· A tour of the school by pupils

· Introduction to key people including possibly the Head Teacher, Head of Department, subject mentors, Head of Year to which they are attached, NQTs in the department or the school and the school secretary.

· At least one day spent in the department observing different teachers teaching their subject (check the Institute has prepared them with observation schedules.

· Some time with the SCT learning about how the department operates and getting departmental documentation.

· Tracking a teacher for a day (not necessarily within the beginning teacher’s subject area)

· Tracking a pupil for a day
It will also include an appropriate selection of the following:

· Observation alongside the duty teacher during break and lunchtime

· Observation of classes in a range of subjects other than their own

· Time in the school library and, if possible, with the librarian

· Time in the school’s ICT area(s)

· An introduction to the school’s reprographic facilities and their use

· Time to read important school and department documentation 
· A study of the area in which the school is based (look at the kind of housing, transport, work opportunities, ethnic mix, library facilities, museums, recreational facilities)

· Some time spent with SEN/EAL teachers – but this is probably better later in the term.

· Visits to extra-curricular activities, including homework club

