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GEMS Founders Al Mizhar School

Staff Induction Policy & Checklist

Policy Updated By Latest Publish Date Monitoring Cycle
Akram Tarik February 2023 Annually

Schedule for Development / Monitoring / Review

This policy was approved by the Governing Body on: February 2023

The implementation of this policy will be monitored by the: Principal and Senior
Leadership Team

The Policy will be reviewed annually, or more regularly in
the light of any significant new developments. The next February 2024
anticipated review date will be: y

This policy is applied at GFM alongside our school’s vision, mission and values. Interwoven
with the principles of High Performance Learning; values, attitudes, attributes and A.C.P.
Characteristics.

Rationale

GEMS Founders Al Mizhar School is striving to become a learning school through a culture of
continuous improvement. Our main purpose is learning - for both staff and students. Through the
continuous learning of our staff and stakeholders the GFM school community improves and
develops, and bringing ever 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. Induction is a
process that starts before a person joins the school and continues through the first year at the
school and beyond. 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
all employed staff. It thus enables them to contribute to the school's vision and goals and to fulfil
its guiding principles. The induction process will ensure mutual benefit for the individual and the
school
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Purposes

Our induction process will

e Contribute to job satisfaction, personal achievement, individual and team effort, thus

e providing for effective work at the school

e Ensure teachers new to the profession have the best start in their careers and are

e supported in effective practice.

* Ensure all staff new to the school understand what is expected of them at the school and
gain support to achieve those expectations

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

» Ensure that all staff are valued and recognised as the school's most important asset

Guidelines
Resources are prioritised to support induction.

Financial and other resources for induction are allocated annually and apportioned in accordance
with the induction needs of staff and school. Resource will be available for the whole school
programme of induction and to meet the needs of specific staff in helping them to meet the
standards required by the school. Induction activities are planned in the context of the school's
vision, goals, guiding principles, and GEMS Education expectations for teacher induction and for
other specific roles and responsibilities.

Management and Organisation of Induction

The Principal is responsible for the overall management and organisation of Induction, including
Early Career Teachers (ECT) Induction across the whole school. This includes a whole school
planning and quality assurance role. This strategic responsibility is then delegated to Head of
Schools for implementation.

Early Careers Teachers

At GFM we define Early Career Teachers as either new to teaching or new to the English
National Curriculum/Development Matters.

For Early Career Teachers, the school provides a programme of support, monitoring and
assessment. The timetable for this programme is provided at a whole school level and at an
individual ECT level. =
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Each Early Career Teacher is provided with a mentor who will either by a named middle leader or
an experienced and competent member of staff.

The mentor is responsible for the day-to-day management of the induction of Early Career
Teachers.

Mentors will be supported in their role by having regular meetings with their line manager.

GFM Induction programme for Early Career Teachers

At GFM all new teachers are expected to undertake their professional responsibility in striving to
consistently meet the teacher standards.

The induction programme at the school consists of support, monitoring and assessment elements
and ECTs are expected to engage in the programme;

All new teachers are allocated a mentor

All new teachers are off timetable for their first day. The day will be dedicated to
completing the checklist included within this policy; including health & safety and
safeguarding policy & procedures.

Their mentor meets all new teachers on their first day at an agreed time in reception.

All new teachers are provided with a laptop and shown where they can access copies of
GFM policies and the school's staff handbook and be expected to develop their
understanding of them.

Weekly informal meetings with specific themes related to teaching and learning are held
specifically for ECTs.

All new teachers will meet with the Principal within their first week in post.

ECTs will receive feedback on their strengths and areas for development through coaching
triads and the Quality Assurance Calendar.

Mentor’s are responsible for the day-to-day management of their ECT's induction, and will
meet with their ECT regularly. The mentor/line manager reviews progress, set targets, and
identifies support strategies with the ECT.

All Eearly Careers Teachers are observed teaching during their statutory induction period
and this is undertaken by the mentor, a middle leader, a senior member of staff or an
experienced teacher as appropriate.

At least three formal observations will take place during the first year.
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Induction of Experienced Staff

* All new experienced staff will be allocated a mentor, usually their line-manager, within the
resources available in the school. All new teachers are off timetable for their first day. The
day will be dedicated to completing the induction passport included within this policy;
including health & safety and safeguarding policy & procedures.

Their mentor / line manager will meet all new staff in reception at an agreed time on their first
day. All new staff will be provided with access to school policies and the school's staff
handbook and be expected to develop their understanding of them. All new staff will meet with
the Principal within their first week in post. An induction programme will be provided for new
staff and their attendance is expected (see Induction Passport for further Information-
Appendix 1). All new staff will have a review of their induction after one month, three months
and six months with their line manager All new staff will be provided with an explanation of the
school's performance management arrangements (see the school's performance
management policy) within which they will be expected to participate. 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. All new experienced staff will be allocated
a line manager.

Induction of Support Staff new to the School

Their mentor / line manager will meet all new staff in reception at an agreed time on their first
day. Before starting to work with students support staff will read and understand health &
safety and safeguarding policy & procedures. All new support staff will have a line-manager
who will discuss their job description with them. A training programme will be designed for
each new member of support staff to ensure they can successfully fulfil their roles.

All new staff will have a review of their induction after one month, three months and six
months, with their line manager. Following the induction period all support staff will enter the
performance management programme for the school new support staff will be expected to
network with other staff through training opportunities and informally throughout the school
day.

LI
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Monitoring and review

This policy is monitored by GFM Senior Leaders, and will be reviewed every three years or earlier
if necessary.

VP Signed: Date:

Principal Signed:

y /4 A

Policy Review Date: February 2024
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GFM Staff Induction Checklist

Appendix 1

A good induction is essential for all staff to feel welcome and included in

GEMS Founders Al Mizhar

Focus Date | Notes for
Inductee

Before Employment

Statutory Employment Checks etc.

Allocation of mentor

Contracts signed and other HR documentation completed in line with GEMS
expectations.

Term dates & non-student days emailed

First day of employment

Safeguarding/Child Protection Policy & Procedure

Basic safeguarding information regarding specific students who to closely
monitor has been completed

Staff Handbook

School Improvement Plan

Access to secure email address, and school on-line calendars

Staff relationship guidelines, confidentiality (Code of Conduct/Whistle Blowing
Policy)

Introduction to colleagues within departments/areas of school %
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Location of toilets for staff & students

Information on fire evacuation procedures (keeping exits clear)

Procedures for Health, Safety & Wellbeing and E-Safety

Accident & Incident Reporting

On site first aiders

Receive laptop and passwords etc. if relevant to the role.

Timings of school day for each department

Absence reporting procedures

Security lanyards for doors

Lanyard recognition to sign in/out

Go4Schools registration of students process if relevant

First week of employment

Mission Statement-Ethos of school

Introduction to colleague outside of departments/areas and their roles in

school

Job description, terms and conditions of service, break time arrangements.

Behaviour, Rewards & Sanctions Policy

Duties/Rotas (playground/gates)

Planning resources and expectations
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Use of landline phones and mobile phone

How to access all policies

Training on using Pulse

Equal opportunities Policy and Anti-racist Procedures

SEND/Students of Determination (including responsible staff procedures)

Process for support, CPD and Performance Management

House points, GEM of the lesson & specific behaviour system

Behaviour Incidents reporting

Latest newsletter & how to access previous editions

Information of students in class where located (if relevant): Emirati, Students of
Determination, High Performance Learners etc.

Photocopier use and password

Store arrangements and paperwork for stock

First fortnight of employment

Pulse Training has been completed

Training in accessing GEMS on-line platform for all their services (gems.net)

Procedures for educational visits, visitors or workshops (teachers only)

Quality Assurance Calendar (teachers only)

Emirati Plans (teachers only)

God4schools including downloading software and passwords (teachers only)
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duction Policy all new staff will have a review of their induction after
and six months, with their line manager/mentor. Please set dates of the
record them on this document below.

._-;J%‘ =) mon

“oreviews and

Date of one-month meeting: .............c.ovovvriieiiii i)
Date of three-month meeting: ..............ooooiiiiiii e,

Date of six-monthmeeting: ..............oocoiiiiiiiiii e

Please sign to confirm that induction actions attached have been completed fully and understood.

A copy of appendix 1 should be given to HR and filed in the member of staff’s personnel
folder.







