NORBURY MANOR BUSINESS & ENTERPRISE COLLEGE FOR GIRLS
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Induction of new beginning teachers

“PROGRESS TO EXCELLENCE”
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SURVIVAL INFORMATION FOR STAFF

TOILETS
These are located next to the staffroom for the ladies also on west wing corridor and up the stairs and at the base of the first staircase on the east wing corridor for gentlemen.  Please avoid using at break if possible.

TEA / COFFEE
Staff bring their own tea / coffee / milk and use the lockers and fridge in the staffroom to store these. 

LUNCH
Staff either bring their own or purchase from the kitchen.  

NO SMOKING
Norbury Manor is a no smoking school and smoking is not permitted anywhere in the school building.

DRESS CODE
Staff are expected to dress smartly and decently.  Men are expected to wear a shirt and tie and ladies are asked to wear smart clothes not leggings or denim.

PARKING/
There is a car park for staff to use.  Please park outside school on 

DRIVING
the street as we have insufficient space inside.

TIMINGS
PLEASE MAKE SURE YOU KNOW THE FRONT DOOR NUMBER!


You need to be in school by 8.10 a.m. at the latest.

There is a briefing on Wednesdays at 8.20 a.m. in the staffroom and regular meetings on Mondays until 4.15 p.m.  The school is closed at 6 p.m. most evenings and you need to have vacated the premises by 5.45 p.m. promptly.

PHONE CALLS
Private calls must be logged in a book by the phone in the staff room and you must pay for these.  You may need a code to get an outside line when using some phones around school.

HEALTH &
Please read the policy in the staff handbook.  There are fire notices 

SAFETY
in every room which direct you to the nearest exit.  At the assembly point on the field you need to check your register if a form tutor or report to your line manager if you are not.

BT’s ROOM
Whilst it is best to work in your department area if there is space – the BT room provides additional space for quiet work.

COMUNICATIONS

SMT
Mrs Porter is in charge of curriculum and timetable and liaises with all support staff.  Mrs Francis is in charge of training school staff  development and day to day organisation.  Mrs Scarsbrook is in charge of Business & Enterprise status and cover.  Mrs Rudge oversees the pastoral systems. Miss Nassor AHT, Teaching and learning.

PIGEON HOLES
These are in the staffroom for all staff.  Senior management have trays in the central office.  There are pigeon holes for Goldsmiths/Institute/other BTs

NOTICEBOARDS
There are several important noticeboards in the staffroom.  The board the daily cover is placed on must be checked at 8.10 a.m. and at break and lunchtime.  There is also a white board which should be read daily.

ABSENCE AND 
The school answer machine is on all night.  If you are going to be

COVER
absent or delayed it is vital that a message is left on the machine before 7.30 a.m.  Details of work to be set can either be phoned to the office later or you can contact a member of your department.

YEAR PLAN
This outlines dates throughout the year.  Any arrangements need to be checked with Mrs Francis and the school diary.

DUTIES
These are undertaken one day a week by teams – please liaise with your team leader about experiencing this responsibility.

PUPIL BEHAVIOUR

HIGH 
We expect good behaviour and good manners at Norbury Manor.

STANDARDS
Staff are expected to lead by example and to be firm but fair.  Please read our behaviour policy and the behaviour contract sighed by parents and pupils.

REWARDS
Commendations are valued by the pupils who carry a card.  Commendations are for deserving work, behaviour or helpfulness.

SANCTIONS
See behaviour policy.

Demerits are given for minor incidents and are an official expression of disapproval.  Yellow slips to be completed.

Misconducts are for more major incidents and are the equivalent of 3 demerits.  Pink slips to be completed.

When a pupil reaches 5 demerits a letter is sent home – when they reach 10 they go on report.

Detentions can be given; a note should be written in the pupils’ planner giving notice.  It is important that no member of staff is on his/her own with a single pupil for a detention.


Please liaise with your HOD regarding departmental policy.

PLANNERS
These are very important – pupils use them to record homework but they are also used for messages to/from parents and staff use them to record toilet visits or sickness requiring attention at the school office.

HOMEWORK
Please read the policy.  Homework is set for all years.  Please ensure pupils record the work set and if none is set this is recorded.

SCHOOL TIMES

The school works a 6 period day.

	MONDAY – FRIDAY

LESSON TIMES
	NO ASSEMBLIES ON A 

WEDNESDAY/STAFF BRIEFING (8.15 am)

	8.20

8.40

8.45

9.35

10.25

10.45

11.35

12.25

13.15

14.05

14.55

15.00


	Registration/Assembly

Wednesday Registration

Period 1

Period 2

Morning Break

Period 3

Period 4

Midday Break

Period 5

Period 6

Registration

School day ends


NORBURY MANOR BUSINESS & ENTERPRISE COLLEGE FOR GIRLS

BT RECORD

1.
Name of BT



………………………………………………

2.
Home Address



………………………………………………


Telephone/mobile



………………………………………………

3.
HEI Name




………………………………………………


Address




………………………………………………


Telephone No.



………………………………………………

4.
Course being followed at HEI

………………………………………………


If PGCE, please state university
………………………………………………


qualifications already acquired



5.
HEI Co-ordinator



………………………………………………

6.
HEI Supervisor



………………………………………………

7.
Department



………………………………………………

8.
Teaching Subject(s)


………………………………………………

9.
Areas of special interest -


(a)  within subject area


………………………………………………


(b)  extra curricular


………………………………………………

10.
Previous teaching practice school
………………………………………………

11.
Preferred year for pastoral 

………………………………………………


attachment

12.
Please list any areas of the curriculum you would like to observe when doing 


pupil/teacher pursuit or during observation periods








………………………………………………


1st/2nd Teaching Practice:



Pastoral attachment


………………………………………………


Teacher/pupil pursuit


………………………………………………


Network user number


………………………………………………


Extra curricular activities


………………………………………………

CONTENTS
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GENERAL INFORMATION
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Contents of the staff handbook

AIMS AND OBJECTIVES

PLAN OF THE SCHOOL

STAFF LIST

TEACHING STAFF CODES

STAFF RESPONSIBILITIES

SUBJECT DEPARTMENTS

TUTOR BASE CHECK

STRUCTURE OF THE TEACHING AND SUPPORT STAFF

NON TEACHING STAFF + GENERAL ADMIN.

SCHOOL TIMES

COMMUNICATIONS/CONSULTATION

ATTENDANCE & REGISTRATION

GENERIC ROLE OF FORM TUTOR

STAFF DUTY ROTA

FORMS AT LUNCHTIME

CARE FOR THE SCHOOL ENVIRONMENT

LUNCHTIME SUPERVISION OF COMPUTER ROOMS

COMMUNICATION FOR PARENTS

ASSEMBLY/FORM PERIOD ARRANGEMENT

LUNCH TIME PROCEDURE

EXTRA CURRICULAR ACTIVITIES

UNIFORM & CONFISCATION OF PROPERTY

IN-CLASS SUPPORT

STUDENT SUPPORT DEPARTMENT/COLLABORATIVE TEACHING (ESL)


EVENING FUNCTIONS


DEALING WITH MONEY


STAFF ABSENCE

(2)
POLICIES 





BUFF


ADMISSIONS


ASSEMBLY AND COLLECTIVE WORSHIP


ASSESSMENT, RECORDING, REPORTING MARKING & HOMEWORK


ATTENDANCE 


BEHAVIOUR & ANTI BULLYING


CHARGING


CHILD PROTECTION


EXAMS


GIFTED + TALENTED


HEALTH EDUCATION POLICIES


HEALTH + SAFETY, EDUCATION TRIPS POLICIES


HOLIDAY LEAVE


ICT


ITT


INSET


MEDICAL NEEDS


MENTORING 


MINIBUS


NQT


PERFORMANCE MANAGEMENT

PLAGIARISM

RACE EQUALITY AND CULTURAL DIVERSITY


SAVE


SEN 


STAFF AND PAY 


STAFF JOB DESCRIPTION

ADDITIONAL INFORMATION FOR STAFF CAN BE FOUND:-

IN ADMIN OFFICE

(1) GOVERNOR’S REPORTS

(2) JOB DESCRIPTIONS – SMT + GENERAL, HODS + CALS

(3) EXCLUSION PROCEDURES

(4) OFSTED HANDBOOK

(5) DFE CIRCULARS

IN BURSAR'S ROOM:

1. CONDITIONS OF SERVICE

2. PERSONNEL HANDBOOK

ADDITIONAL INFORMATION FOR BEGINNING TEACHERS

Staff Structure

This is outlined in the staff handbook – you will find a copy of this for BTs in the boxes in 

the Staff Quiet Room.

The most important person to you is your subject mentor.  He/She is responsible for your timetable and explaining the policies of the department – there is a department handbook outlining these.  You will receive support and advice from your mentor who will usually meet with you on a weekly basis.  All your files should be available for your mentor.

Mrs Francis is the ITT co-ordinator.  She will generally oversee your practice and will arrange your programme of Professional Studies.  This will include teacher and pupil pursuits as well as sessions with relevant staff.  Please see Mrs Francis with any issues that cannot be dealt within your department.  Wednesday afternoons are set aside by Mrs Francis for BTs.

Signing in – You should sign on the sheet in your pigeonhole in the staffroom.  This is an official register of your attendance.  You will also find a copy of the weekly bulletin there.

Absence – If you are going to be unexpectedly absent or late you should phone school by 7.30 am and leave a message on the answering machine.  Details of the work your classes should do can be phoned in by 8.30 am.  It is your responsibility to set work for your class.

Punctuality to school and good timekeeping is essential throughout the school day.  Failure to do this will inconvenience others and set a very poor example.

Meetings and events – You are expected to attend all meetings attended by teaching staff.  This includes parents meetings and Inset days if they occur during your practice.  Other events such as concerts and productions should also be attended as these are a most important part of the school ethos.  Where appropriate you should become familiar with and involve in extra curricula activities run by your department.

Confidentiality – Anything heard in the staffroom or seen on notice boards could be confidential.  Do not repeat information to pupils and beware of conversations being overheard or papers being read.

Staffrooms – The main staffroom is for relaxation and the Quiet Room for work on computers or marking etc.  please respect the staff and remember that they have far less ‘non contact’ time and often require to use the photocopier or computers urgently.  Your department has been asked to provide you with working and storage space and the BTs room is available for working in.

OTHERS

Needs:

○
Allocation to forms

○
PSE lesson

○
IT password

○
Photocopying – for use in the classroom use the department number, for professional development purposes use.

○
Black TT – to be returned to CF

○
Student record sheet – to be returned to CF

○
School prospectus and brochure

Pitfalls:

○
Health and safety

○
Cyncism

○
Never be alone with one pupil in isolation

○
Avoid confrontations

○
Be careful with language, shouting and slang not acceptable, good manners, lead by example.

BUT enjoy your practice, teaching is an excellent profession.

	Time/Period


	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	Registration
	8.20
	8.20
	8.40
	8.20
	8.20

	Period 1

8.45 – 9.35


	
	
	
	
	

	Period 2

9.35 – 10.25


	
	
	
	
	

	Break
	10.25 – 10.45
	10.25 – 10.45
	10.25 – 10.45
	10.25 – 10.45
	10.25 – 10.45

	Period 3

10.45 – 11.35


	
	
	
	
	

	Period 4

11.35 – 12.25


	
	
	
	
	

	Lunch
	12.25 – 13.15
	12.25 – 13.15
	12.25 – 13.15
	12.25 – 13.15
	12.25 – 13.15

	Period 5

13.15 – 14.05


	
	
	
	
	

	Period 6

14.05 – 14.55


	
	
	
	
	

	Registration
	14.55
	14.55
	14.55
	14.55
	14.55
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NB


This booklet is always discussed with the beginning teachers in one of the sessions, not simply given out as a reference document.









