KING EDWARD VI HUMANITIES COLLEGE

SPILSBY, LINCS.
INDUCTION POLICY

King Edward VI Humanities College aims to support all staff joining the college, both teaching and non teaching staff, to ensure that they feel settled, confident and content in their new roles.

Following an offer of appointment, and subsequent acceptance, all staff are invited to visit the college to meet with their Line Manager in order to be integrated into our college.  It is felt important that staff are introduced to those with whom they will be working in order to provide a smooth transition into the college.  Staff are provided with a Staff Guidance Document to ensure they are aware of college procedures, college calendar, Schemes of Work, and other necessary documentation.  Staff are informed of dates of any Training Days at the start of the term and provided with a programme for the day.

In some cases it is necessary for staff to re-locate having accepted a position and in these circumstances support is available, if needed, from the Personnel Support Manager who will put staff in touch with local Estate Agents and if required provide details of any properties to let in the area.

On taking up a new appointment staff are provided with an Induction Check List (Appendix A) from the Personnel Support Manager.  This ensures that staff have been provided with necessary information/documentation regarding procedures in the college.

In the case of teaching staff the relevant Assistant Headteacher will ensure that Heads of Department provide new staff with Schemes of Work and curriculum information.

If a member of staff is promoted within the college then support and training will be provided by the new Line Manager.
MEETING WITH NEW STAFF:

The  Personnel Support Manager meets with all new staff during their first term to enquire as to how they are settling in. New staff are also seen informally during the term to ensure they have no concerns or problems.  Heads of Departments/Line Managers are advised of any areas causing concern in order that extra support and strategies to improve the situation can be put in place.

Follow-up meetings with the Personnel Support Manager are available at the request of any member of staff.

SPECIFIC TRAINING NEEDS:
If it is necessary for staff to receive specific training order to take up their duties then enquiries are made and whenever possible suitable courses found.  All staff, both teaching and non teaching, are encouraged to attend training courses pertinent to their position.  In some cases training is delivered in-house by experienced colleagues.  Specific training needs are discussed as an integral part of Performance Management/Appraisal with Line Managers,
Where it is considered important for all staff to receive the same training, eg whiteboard training, a provider is sought and training organised within college during a Training Day or twilight sessions.

SOCIAL EVENTS:
Social events are organised each term and all members of staff are welcome to attend: we believe it is important for staff to get to know each other in a relaxed atmosphere and feel that this creates an ethos of team building among the staff.

CONCLUSION:
King Edward VI Humanities College strives to ensure that all staff joining the college are felt welcome from the date of their offer of appointment. The aim of the college is to create a whole college ethos where both teaching and non teaching staff work together to reach college goals and targets and feel valued.
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APPENDIX A
INDUCTION CHECK LIST

Name:


………………………………………………

Line Manager
………………………………………………

Start Date:

………………………………………………

We are very pleased that you have joined the staff at King Edward VI Humanities College and hope you will be happy in your new post.

If you have any concerns or queries whatsoever please feel free to contact me at any time.

I would be grateful if you could please let me know if you have received the following information and/or documentation from your Line Manager:

Tour of the College





YES / NO

Introduction to members of the department you

will be joining






YES / NO

Received name badge




YES / NO

Received the Staff Guidance Document


YES / NO

Procedure to follow if absent from work


YES / NO

Date on which you will be paid



YES / NO

Read and signed the Health & Safety Policy

YES / NO

Read and signed Child Protection Policy


YES / NO

Read and signed Behaviour Policy


YES / NO

Been provided with a copy of the College

Development Plan, or read same



YES / NO
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Aware of Fire Drill procedure and route to be

followed in event of fire




YES / NO

Aware of First Aid procedures



YES/ NO

Received college calendar and aware of which

meetings you should attend as part of your

directed time






YES / NO

Discussed any immediate training needs (either

with your Line Manager or Maureen Jarvis,

Personnel Support Manager)



YES / NO

Advised of procedure when requesting INSET

YES / NO

Been informed that if you have any problems,

either work related or personal, you should contact 

Maureen Jarvis in her welfare/support role

YES / NO

Various out of college events are organised during the college year, eg bowling night, meal, Christmas dinner & dance, and you will receive details of these during the terms.   Details will be included in the Staff Bulletin which is issued weekly to all staff, via e-mail and a hard copy on staff notice board, and also mentioned at Staff Briefings which are held every Monday, and Thursday at 8.30am in the Staff Room.   Faculty Briefings held every Wednesday at 8.30am.
