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INDUCTION POLICY 

 
Policy Statement 

The Oxford School believes in being a high standard learning institution by maintaining a culture of 

continuous improvement. Our main purpose is learning - for both staff and students. Through the 

continuous learning of our staff, the school improves and develops, and reaps greater benefits for our 

students. 

 

Effective induction is a vital foundation for continuous learning by supporting the effective performance 

and continuing professional development of all staff new to the school. At Oxford, Induction is a process 

which aims to increase the effectiveness of all staff both as individuals and as team members, by ensuring 

they understand the policies and expectations of the school and by supporting highly effective 

performance. This policy applies to teaching and support staff. It thus enables them to contribute to the 

school's vision and goals and to fulfill its guiding principles. The induction process will ensure mutual 

benefit for the individual and the school. 

 

It is the aim of the school to ensure that staff induction is dealt with in an organized and consistent manner, 

to enable staff to be introduced into a new post and working environment quickly, so that they can 

contribute effectively as soon as possible. 

 

 Purpose and Outcomes  

Our induction process will: 

• Contribute to improving and developing the overall effectiveness of the school, raising pupil 

achievement, and meet the needs of students, parents and the wider community  

• Contribute to job satisfaction, personal achievement, individual and team effort, thus providing for 

effective work environment at the school  

• Ensure that teachers new to the profession have the best start in their careers and are supported in 

effective practice.  

• Ensure all staff new to the school understand what is expected of them at the school and gain 

support to fulfill those expectations 

• Build co-operation between staff of all sections of the school  

• Ensure that all staff are valued and recognized as the school's most important asset  
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Guidelines  

 

Induction activity is planned in the context of the school's vision, goals and guiding principles specific 

roles and responsibilities. Resources are provided to support induction.  

Resources are made available for the whole school programme of induction and allocated to meet the 

needs of specific staff in helping them to meet the standards required by the school. 

 

Management and Organization of Induction 

 

The Senior Leadership Team (SLT) will provide guidelines to the Human Resource and Training 

departments which are then jointly responsible for the overall management and organization of Induction 

across the whole school.  

 

The induction programme at the school consists of support, monitoring and assessment elements. 

All new teachers will be allocated a Mentor who will assist these professionals in getting acquainted with 

the school system, work requirements and department expectations. The Mentor’s job will be to ensure 

that by the end of the induction period, the newly appointed staff has been introduced to all the aspects 

mentioned on the checklist provided in the appendix.  

 

Procedure for Newly Appointed Teachers (NAT) 

➢ All new teachers will be invited to visit the school before they take up their post.  

 

➢ All new teachers will be met on their first day by their mentor and/or respective department Head.  

 

➢ All new teachers will undergo a short induction session in which they are briefed about the 

following areas through the school policies and the department Handbook: 

 

• School overview 

• Vision and Mission 

• School layout 

• School curriculum 

• Organizational Hierarchy 

• Strengths/Achievements 

• Rules and regulations for leaves 

• Classroom Policies 

• Role, Responsibility and Expectations 

 

➢ All new teachers will be provided with copies of school policies and the school's staff handbook 

and be expected to develop their understanding of them.  

 

➢ All new teachers will meet with the Principal within their first week in post. 
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➢ The Mentor will set targets, review progress and later identify support strategies after a feedback 

session with the teachers. 

 

➢ All Newly Appointed Teachers (NAT) will be observed in their teaching periods during their 

statutory induction period and this is undertaken by the Mentor, a senior member of 

staff/department head or an experienced teacher as appropriate. 

 

➢ Each NAT is expected to maintain a professional record of their induction and professional 

development and to construct a professional development portfolio. 

 

➢ The mentor and school will maintain a documented record of the NATs induction, including plans, 

notes of meetings, records of monitoring and assessment activities including classroom 

observations, feedback comments, and professional development activities undertaken. 

 

➢ Newly Appointed Teachers who are not meeting the induction standards or making satisfactory 

progress towards these will develop with the mentor a detailed action plan. 

 

 

Induction of Support Staff New to the role  

 

➢ All support staff will be invited to the school prior to taking up the post.  

 

➢ All new support staff will have a line-manager/mentor who will discuss their job description with 

them and explain the job responsibilities and duties in detail. 

 

➢ New support staff will be expected to network with other support staff holding similar or different 

job responsibilities and gain support. 

 

 

General 

 

➢ All new staff will have a review of their induction after one month, three months and six 

months 

 

➢ All new staff will be expected to contribute to the spirit and life of the school to ensure a conducive 

environment for learning for all school members, students and staff. 

 

Summary of Activities - First day of Employment 

 

 

➢ Preparations for the arrival of the new entrant in advance, for example, to provide desk, equipment 

and lockers etc. 
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➢ Introduction to the new workplace and colleagues 

 

➢ Exchange of necessary documentation and important information 

 

➢ Referring to the Induction Checklist to use as a basis for discussion thus ensuring all 

documentation is complete. 

 

➢ A tour of the workplace for the new entrant allowing the school to be viewed as a whole and the 

recruit to see where he/she fits into the organization. 

 

➢ Induction Session with Mentor/Induction Tutor 

 

➢ Departmental Induction 

 

➢ Colleague assisted Induction to help settle the new entrant in his/her role at the school. 

 

 

Completing the Induction Process 

 

Induction process will be completed when the individual has become fully integrated into the organization. 

Induction checklist will be a useful tool in determining the timescale for each individual.  

 

New employees will be given the opportunity to ask questions several weeks into employment during the 

mentor-teacher sessions or otherwise. 

 

 

This Policy is reviewed by the Senior Management Team. It will be next reviewed in August 2020. 

 


