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School Based Induction Policy 
 

Statement of intent 
 

This policy will be in four parts. The first part contains general information. The second 
part will apply to all those members of staff who do not hold Qualified Teachers Status 
and are not in training to become a teacher. The third part of this policy applies only to 
those members of staff who are in the process of acquiring, or have already acquired, 
QTS. The final section applies to anyone not covered by the first three sections e.g. 
work experience students, Governors, parent helpers, visitors etc. However the schoolôs 
overall philosophy and intent applies to all. 
 

Part 1 ï General Information 
 

School Philosophy 
 
At Headlands we feel it is important that all newcomers to the school are offered an 
induction programme according to their needs and requirements. 
We encourage the philosophy of a ñwhole school approachò to the life and work of the 
school.  All members of the school community are valued and respected as individuals, 
as well as members of the whole school team. 
At Headlands we feel it is vital that new staff, students, volunteers, governors and 
children are given every assistance in gaining a knowledge and understanding of the 
philosophy and ethos of the school, the routine and practices which take place and the 
way in which the whole school óoperatesô. 
 

It is important for new staff to be provided with a supportive environment.  They cannot 
be expected to know all the school procedures immediately, mistakes will be made and 
tasks overlooked.  It is very important that they receive the support to overcome any 
difficulties. . 
 

Schools are responsible for drawing up individual induction programmes to meet the 
particular needs of those who are new to the school. 
 

ALL staff, students, volunteers, governors, children and parents in schools are entitled 
to an induction programme, regardless of their experience or status. 
 

All staff will have an equal opportunity to develop skills required by the school.  This will 
be monitored throughout the Schoolôs Performance Management Policy and Continuous 
Professional Development Policy. 
 

Headlands Primary School adheres to the National Smoke Free regulations within both 
the school buildings and the school grounds. 
 

Headlands Primary School requires that all staff, governors and adult volunteers in 
school undergo a criminal record check by completing a Police Check Form (available 
from the school office) for presentation and a List 99 check that the County Council 
administers. 
 

Temporary staff, work experience students and volunteers who work with the children 
will need List 99 clearance prior to commencing at the school.  In addition they will be 
made aware of the schoolsô arrangements for child protection and of their 
responsibilities. They should not be left on their own with children at any time.  Another 
member of staff should be present.  If they have any concerns regarding a child they 
should report those concerns to the class teacher and Head Teacher. 
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INDUCTION PROCEDURES FOR NEW COLLEAGUES IN GENERAL 
 
 
We recognise that new colleagues may be:- 
 
a. New to the school 
b. New to the County Council 
c. Returning from a career break 
d. Newly-qualified teachers 
e. Teachers who have changed phase 
f. Graduate Teachers 
g. Students 
h. Licensed teachers 
i. Supply teachers 
j. Support staff 
k. Senior staff 
l. Head teacher 
m. Governors 
n. Transferring Staff 
o. School students on work experience. 
p. Teachers newly appointed on the leadership scale 
 
 
1. To ensure continuity in the childrenôs learning and to assist staff to adjust quickly to 

their new role an Induction Pack has been drawn up and all items on it will be given 
to the new member of staff as soon as possible and no later than a week after 
commencing work at Headlands.  See Appendix 1 ï Induction Pack for Staff. 

 
2. We operate a rolling induction programme for all new members.  Leaders will 

arrange meetings to discuss curriculum documents, offering advice on practice, 
organisation, resources, assessment and recording procedures. 
 

3. When staff within school change age-phase, opportunity will be provided to visit and 
observe relevant classes towards the end of the academic year if deemed 
necessary.   
 

4. Professional mentors will set up weekly discussion times to allow for two-way 
dialogue on new memberôs progress. 
 

5. The Headteacher will introduce all new colleagues to the Governing Body at the 
earliest convenient opportunity. 

 
6. All new staff will (with the exception of cleaning staff) be encouraged to establish 

and maintain a professional profile folder giving details of courses they have 
attended, observations made and any achievements relevant to their professional 
development.  All permanent members of staff will be issued with their own 
Professional Portfolio by the Induction Co-ordinator. 

 
 
Annual leave 
 
This only applies to staff employed at the school on 52 week contracts. Please refer to 
the Attendance Management for Staff Policy and the section for Annual Leave for the 
details and conditions of your entitlement. 
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Headlands has appointed an Induction Coordinator who will: 
 
¶ Plan and carry through in collaboration with the mentor, a school based induction 

programme, in compliance with DfES. 

¶ Liaise, where appropriate, with Headteacher, Induction Governor and Senior 
Management with any issues relating to new members of staff. 

¶ Ensure that all the duties assigned to the induction mentors are carried out 
according to the guidelines. 

¶ Issue all new permanent members of staff [with the exception of the cleaning 
staff] with a Professional Portfolio for them to keep relevant information on the 
progress of their career. 

 

Headlands has appointed an Induction Governor who will; 
 
¶ Be a named member of the Governing Body. 

¶ In liaison with Induction coordinator, organise a meeting with any new members 
of staff within the first month of them commencing work. 

¶ Be a friendly óotherô person that a new member of staff can relate to and talk over 
any concerns. 

¶ Maintain a friendly interest in that person throughout their first year. 
 
Mentors Role ï this will be dealt with separately in the next two parts.  
 
An introductory Meeting will be arranged between the Mentor and the 
new member of staff where the following will take place: 
 
¶ All administration relating to their employment to be completed. Checklist 

completed by Bursar. [Appendix 5] 

¶ Introduction to Induction coordinator and mentor. 

¶ Essential information such as dress code, starting date and time and where they 
will be on the first day. 

¶ Induction pack to be given to them. [Appendix 1] 

¶ Tour of the buildings. 

¶ Book any essential training. 

¶ Brief timetable for the first week in school. 

¶ Health and Safety issues e.g. evacuation procedure, emergency exits, smoking 
ban, first aid facilities. 

¶ Within the first two months Mentor to complete Induction Checklist [appendix 16] 
as each section on it has been covered. 
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WHY IS INDUCTION / MENTORING IMPORTANT? 
 
 

WE HAVE A DUTY OF CARE to make sure the new worker is 
competent, can do their job safely and understands how their 
work relates to the rest of the school. New recruits need to know 
the school, its culture, its people and their own role within it.  
 
Investing time in a good induction process will help to: 

 
Á Orientate the recruit to the JOB and the SCHOOL 
Á Ensure all new staff are given consistent information and a positive message 

about the school and their role in it. 
Á Establish staff quickly into their new role 
Á Motivate new staff to do well and fit into the team early on 
Á Reduce mistakes, accidents and incidents 
Á Improve day-to-day practice and efficiency 
Á Give employees the confidence, resources and skills they need to reach their 

potential.  
Á Clarify the schoolôs development plans, ethos and culture 
Á Persuade staff to remain with the school. 

 
Aim 
Our aim is for all staff joining our school, regardless of status and experience, to have 
equal opportunities for induction. Staff will have their individual needs identified in order 
that their professional development can occur smoothly and efficiently. 
 
 

WHAT HAPPENS WITHOUT IT? 
 
There is a risk that employees will get off to a bad start and never really understand 
their role within the school or the school itself. This may lead to: 

 
Á Poor integration into the team 
Á Low morale ï new and existing staff 
Á Inefficiency 
Á Wasted time 
Á Failure to work to or reach potential  
Á Additional financial costs e.g. recruiting a replacement 

 
 

 
 

WHO NEEDS IT? 
 
All new staff. 
 
It is also a good idea to arrange a BASIC induction for workers who are: 
Á changing jobs within the school  
Á returning after a long absence 
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WHAT TO AVOID?  
 

¶ OVERLOADING THE NEW RECRUIT 

¶  
 

- Be careful not to overwhelm the new recruit with a mass of information on their 
first day. Induction has to provide all the information that new employees and others 
need and can assimilate without being overwhelming.  
 
- Pitch the information at an appropriate level. The nature of the induction depends 
on the job and the new employeeôs background. One size does not fit all, but we have 
written our programme to standardize the process as far as possible.  
 

¶ OVERLOADING THE MENTOR/COACH 
 

It is important that mentors are: 

-  Trained in the new system. 

-  Given time     

-  Supported by the Leadership team. This 
is especially important where ñdifficultiesò 
are encountered. 

 
 
THE BASICSé 
PREPARATION IS THE KEY TO GOOD INDUCTION! 
 

BEFORE THE WORKER STARTS: 
 

1. Tell existing staff that there is a new starter 
2. Get the necessary paperwork and documentation ready. 
3. Appoint a Mentor. 
4. Invite new employee for an initial meeting with HT and Induction Co-

ordinator. 
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Part 2 ï New Members of staff who do not hold Qualified Teacher 
Status 
 
Mentor 
 
óMentoring is a brain to pick, an ear to listen and a push in the right direction.ô [John 
Crosby] 
 
The mentor will be appointed by the Headteacher and will take a major role in the 
induction of the new member of staff. The mentor will be responsible for reporting back 
to the Headteacher and if necessary Senior Management of the progress and any major 
difficulties experienced by the new member of staff. 
 
During the Probationary period the mentor will liaise, at first weekly and then monthly 
with staff, where appropriate, to monitor the progress of the new member of staff.  
 

Guiding Colleague 
 
At Headlands we also will appoint a person to become the guiding colleague for the new 
member of staff. The GC will hold a similar role to the one needing to be fulfilled by the 
new member of staff. The new member of staff will initially work alongside the GC and 
in the first two weeks will be given opportunities to shadow the person and make 
observations. 
 

Day one, Week one 
 
¶ Mentor to greet and help the recruit feel welcome. 

¶ Mentor to arrange an initial mentoring session. 

¶ Mentor introduces recruit to Guiding Colleague and explains role. 

¶ Mentor gives recruit Pre- meeting Assessment form [Appendix 3] and explains 
purpose. 

¶ Information is prioritized and provided at a rate that allows the new recruit to 
absorb and understand. 

¶ Information should include informal aspects e.g. tea and coffee money. 

¶ Mentors begin to build a relationship of trust by frequently checking the new 
recruit is ok.     

 
During the Probationary period the mentor will hold an informal meeting each week with 
the new member of staff. A monthly formal meeting will also be held with them, where 
they will have an opportunity to self-review and will be given written feedback by the 
mentor. [Appendix 4] At the end of the induction period the new member of staff will be 
integrated into  the schoolôs appraisal scheme. 
 
The mentor will set monthly targets during the probationary period to help the new 
colleague have a clear idea of what is expected of them in their role within the school. 
These targets should not be too demanding and should be made to help the colleague 
gain experience and expertise in their role.  
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At Headlands the following persons will fulfil the role as mentor. 
 
¶ The Induction coordinator will mentor any Teaching Assistants and additional 

adults involved directly with children. 

¶ The school Bursar will mentor Site Supervisors, Catering staff, Office staff and 
Cleaners. 

¶ The Child Centre Manager will mentor any new member of staff appointed to the 
Child Centre. 

 
Where difficulties may occur 
 
Most new members of staff go through the induction period with little more than a few 
minor hiccups. For the majority of the time the Mentor and Guiding Colleague are able 
to offer sufficient support and advice to help them through and prevent molehills 
becoming mountains. On rare occasions the new colleague will experience major 
difficulties adjusting to their new role or will prove to be unable to fulfil the role they were 
appointed to. In the event of this happening it is important that the correct procedures 
and systems, set out by the school are adhered to.  
 

Probationary Period 
 
All new appointments to Headlands Primary School, except those holding or training for 
QTS, are subject to completion of a successful six month probationary period. On 
completion of the probationary period the employment contract is confirmed. During the 
probationary period the following will take place; 
 

1. New members of staff will be given appropriate induction and skills training in 
order that they are able to fully function in their role.  During training it is 
important that staff are aware of their responsibilities and duties and it is clear 
they have understood the training provided. 

 
2. At monthly interviews a review meeting should take place to establish whether 

satisfactory progress has been made and whether further training interventions 
are necessary.  Even where there are no significant concerns over performance 
it is important these review meetings are scheduled and take place.  A written 
record of the meeting should be completed on the proforma.  Appendix 4. 

 
3. If it is apparent satisfactory progress is not being made, then the areas of 

improvement need clearly identifying as do strategies to seek improvement.  It is 
helpful, but not essential, that both parties agree the areas of concerns and what 
needs to be done.  In the event of any disagreement the Mentor has the final say. 

 
4. If by the fourth review meeting it is apparent progress is still poor then the 

member of staff should be formally warned that satisfactory completion of the 
probationary period is in doubt.  Should the Mentor be aware this is the likely 
outcome of the meeting the member of staff should be provided with the 
opportunity of being accompanied by a friend or trade union representative.  
Likewise the Headteacher may choose to be present by this stage. 
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5. Every effort should be made to support a member of staff in such a situation and 

account may need to be taken of any personal circumstances (eg bereavement).  
Consideration should also be given to extending the probationary period if it is 
felt this may have an impact. 
 

6. Should performance still be unacceptable by the fifth review meeting then the 
member of staff should be told that their contract of employment will not be 
confirmed; again they should be given the opportunity of being accompanied by a 
friend or trade union representative.  The Headteacher must be present for this 
meeting. 

 
7. There is a right of appeal against this decision which will normally be dealt with 

by the Headteacher within ten working days of the decision. If the deciding officer 
is the Headteacher then the appeal will be to the Chair of Governors. 

 

In ï service action ï Probationary Period 
 
¶ Meetings with mentor are agreed and booked. 

¶ Job description and contract are agreed and signed. 

¶ Discussion of key elements relating to probationary period and job requirements 
takes place. 

¶ Targets are set and agreed upon at the monthly meetings. 

¶ There are weekly informal meetings for the first six weeks and then as needed. 

¶ There are monthly formal meetings between staff member and mentor for the 
first six months. This meeting is documented. 

¶ The monthly meetings establish whether satisfactory progress has been made. 
Where areas for improvement are clearly identified, strategies for improvement 
are agreed [this is in line with NCC probationary guidelines]. 

¶ Training is initialized and completed as appropriate. 

¶ Where performance is unsatisfactory the procedures already outlined are 
followed. If the performance is still unacceptable by the fifth review meeting, the 
member of staff is told that their contract of employment will not be confirmed. 

¶ At the end of a satisfactory six month probationary period the new member of 
staff joins the schoolôs Performance Management Programme where objectives 
for the coming year are agreed. 

¶ At the end of a satisfactory probationary period the employment contract is 
confirmed in writing. [Appendix 5] 
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Part 3 ï Those gaining or have gained Qualified Teachers Status 
 
Initial Teacher Training Programmes 
 
If possible new teaching staff will spend time in school, prior to taking up an 
appointment, to become familiar with school resources and meet with team leaders and 
curriculum co-ordinators.  She/He will be introduced to her/his professional mentor. 
 
Teachers taking up Senior Staff appointments may have a reduced teaching time to 
accommodate the extra management responsibilities they are given. 
 
Curriculum advice can be sought from all curriculum leaders.  Job Descriptions Policy 
will indicate the responsibilities for each curriculum area. 
 
Those undertaking the Graduate Teacher Programme or other initial teacher training 
programmes will be appointed a class teacher as their mentor and will be under their 
direction and guidance. The mentors will ensure they follow the prescribed programme 
that is set out by the University of Northampton or other ITT Providers. They will also 
need to adhere to the policies and guidelines of the school. 
 
Students or Graduate Teachers will be given support material and access to any 
resources that are considered necessary during their time at the school. All resources 
should be returned at the end of their placement. 
 
The Initial Teacher Training Coordinator and Graduate Teacher Coordinator will liaise 
closely with trainee, ITT Provider, Headteacher and staff to ensure the trainees 
progress appropriately in their chosen career. 
 
Where a trainee is experiencing difficulties, the mentor should report this to the 
coordinator as soon as possible. If the coordinator is unable to solve the problem they 
should inform the ITT Provider and act in accordance to the guidance they are given. 
 

Newly Qualified Teachers 
 
The NQT induction programme is planned to assist NQTs in becoming part of the whole 
school team as quickly as possible whilst at the same time increasing each individualôs 
personal skills and expertise in teaching and furthermore aiding their continued 
development.  NQTs need to be made aware of Child Protection Procedures and Health 
and Safety issues including the fire drill. 
 

1. A NQT Registration Form must be completed by the NQT Co-ordinator for each 
newly appointed NQT and sent to the Local Authority.  See Appendix 13. 
 
A systemised programme of school-based induction is especially vital for new 
members of the teaching profession.  Our school recognises the need to 
integrate the induction procedures recommended by the County Council and the 
DfES.   It is vital for the NQTôs wellbeing and for them to enable the children to 
reach their full potential to ensure that the foundations of good practice is 
established and developed.
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A formal assessment meeting will take place at the end of every two terms 
(approximately twelve weeks) between the NQT and the NQT Co-ordinator.  The 
Headteacher  may be involved on occasions.  Evidence to support the 
assessment of progress will be gathered from a minimum of one written report 
from lesson observations for each of the two terms.  Alongside this, evidence will 
also be used from review meetings between Mentor and NQT, lesson plans, 
termly lesson observations, assessment records and self-assessment records 
(the N.Q.T. assessment form) see Appendix 14/15 will be sent to the Local 
Authority at the end of each term.  At the end of the induction period the 
Headteacher/N.Q.T. Co-ordinator/Mentor will recommend to the Local Authority 
whether the NQT has met the Standards as set out in the revised Professional 
Standards for Teaching in England.  If the progress is unsatisfactory or the NQT 
fails to meet the standards, DCSF guidelines will be followed at the earliest 
opportunity.  It is the responsibility of the NQT Co-ordinator/Headteacher to notify 
the Local Authority and NQT, at the earliest opportunity, if an NQT is having 
particular difficulty or is in danger of failing.  
 

3. Newly qualified teachers will liaise closely with their Mentor.  We will ensure that 
the person appointed for this role has the following qualities:- 

 

 a. Above average teaching skills. 
b. Open and tactful personality, good interpersonal skills. 
c. Sufficient experience and qualifications to ensure they command respect 

and confidence. 
d. Up to date knowledge and relevant training for the role of the mentor and 

Induction Tutor. 
e. Is released to undertake at least one observation each term or every 6 

weeks. 
 
4. The NQT Co-ordinator and Induction Co-ordinator will:- 
 

a. Provide guidance for NQTs on professional and personal matters and 
encourage and support them in their development. 

b. Initiate them into the school organisation by the provision of relevant 
information and advice. 

c. Provide appropriate information about the Local Authority and the 
professional resources available locally. 

d. Plan and carry out through collaboration with staff and the Mentor, a school 
based induction programme, following Local Authority. guidance.  

e. Liaise with senior management team to achieve a constructive monitoring 
of progress and development. 

f. A link induction governor will also be appointed to oversee the 
establishment of induction arrangements in school. The Induction Co-
ordinator will liaise with the Governor and will organise a meeting with the 
NQTs early in the commencement of their induction year and will try to 
establish a clear understanding of the NQTs and schoolôs expectations.  
They will also liaise with the Mentor over any inductions issues.  

g. Liaise with other staff to ensure the NQT. can observe good practice at this 
school and others and arrange specific opportunities for NQT to improve 
general teaching techniques. 

h. To help the NQT to identify relevant training courses to develop their 
professional skills. 

i. The Induction Co-ordinator may pass on to the NQTs Mentor some of 
these responsibilities as appropriate. 

j. The Induction Coordinator should be a member of the Senior Staff. 
k. Work closely with the NQT to ensure each section of their Career Entry 

Profile is completed appropriately and all conditions are met. 
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We are aware that newly qualified teachers may experience some difficulty, whether in 
planning lessons and schemes of work, matching work to children's abilities or 
organising group work.  They may be concerned about loss of voice, class control or 
locating and using different kinds of teaching and learning materials.  We endeavour to 
reassure newcomers that seeking advice is not a sign of weakness. 
 
All teachers need to make judgements about their own performance, which should 
influence the planning of further teaching and learning activities.  We feel self-evaluation 
has an important part to play in this process.  Newly qualified or licensed teachers are 
encouraged to complete a SELF-ASSESSMENT FORM (see Appendix 12) to be used 
as a basis for discussion with their Mentor in school.   

 
On the following page there is an overview of the process and principles of the induction 
period for an NQT:- 
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FORMAL ASSESSMENT 

 
SUPPORT AND MONITORING PROGRAMME 

The Initial Teacher Training (ITT) provider and trainee Complete Sections A and B of the Career Entry 
Profile (CEP). 

Once QTS is formally recommended, the ITT provider signs the CEP 
Award of QTS 

 

Term 1 Setting of objectives for induction based on 
the CEP, school context and the Induction 
Standards.  Drawing up action plan. 
 
Observation of NQT and follow up discussion. 
 
Meeting to review progress, objectives and 
action plan. 
 

Individual Support programme for NQTs 
including, for example: 

 
 
 
 
 

¶ Observation of experienced 
teachers; 
 
 

¶ Discussion with school Inclusion 
Manager 
 
 

¶ where appropriate, training and 
advice from outside the school. 
 
 

¶ taking part in external training 
events; 
 
 

¶ participation in working groups 
 

 
Continuing professional and career 

development 

Term 2 Observation of NQT and follow up discussion. 
 
Meeting to review progress, objectives and 
action plan. 
 

Term 3 Observation of NQT and follow up discussion. 
 
Meeting to review progress, objectives and 
action plan. 

Term 4 Observation of NQT and follow up discussion. 
 
Meeting to review progress, objectives and 
action plan. 

Term 5 Observation of NQT and follow up discussion. 
 
Meeting to review progress, objectives and 
action plan. 

Term 6 Meeting to review progress across the 
induction period.  Set objectives and consider 
professional development priorities for second 
year of teaching. 

 

¶ Assessment Meeting 1 with NQT Co-ordinator and/or Headteacher.  Main focus meeting 
Standards for QTS in employment context.   
 
Report sent by Headteacher to Appropriate Body 

 

¶ Assessment Meeting 2 with NQT Co-ordinator and/or Headteacher.  Main focus progress 
towards meeting Induction Standards.   
 
Report sent by Headteacher to Appropriate Body 

 
¶ Assessment Meeting 3 with NQT Co-ordinator and/or Headteacher.  Main focus: whether the 

NQT has met the Induction Standards. 
 

¶ Headteacher sends recommendation to the Appropriate Body which then makes a final decision 
and informs NQT, DfES, GTC and NQTS employer. 
 

¶ Participation in performance review cycle. 
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Key Features of the NQT Induction Year 
 

1. Statutory requirements stipulate for Induction a one year ï six term period. 
2. Key themes are; monitoring, support and assessment. 
3. SMART targets will be set in liaison with Induction coordinator and mentor. 
4. Regular reviews of progress will be made. At least one lesson observation will be made each 
term for all six terms. A wide evidence base will be used for assessment of NQTsô progress. A 
summative, written assessment will be made every two terms and a copy will be sent to the 
authority. 

5. The Career Entry Profile serves as a basis for the setting of targets and the establishing of a 
programme of professional support opportunities. 

6. Records are kept for five years [as required by law] on the following: 
 

a. Lesson observations and targets. 
b. Mentor sessions. 
c. Summative Assessment meetings. 
d. Career Entry Profile updates. 

 
7. NQT has 80% of the teaching load of which 10 % is PPA time. 
8. If an NQT fails their Induction year they will need to re-train to become a teacher. 
9. NQT has a named contact with INSPIRE for support. 
10. The School Improvement Partner and Local Authority validates the induction year. 
11. The NQT is assessed against the core standards [appendix 19] and must be competent in all 

areas by the end of the year. 
 
 

How will standards be evidenced 
 

1. Lesson observations 
2. Review meetings with mentor and Induction coordinator 
3. Self-evaluations by NQT 
4. Lesson plans and evaluations 
5. Summative Assessment 
6. Career Entry Profile 
7. Childrenôs work 
8. Records, reports and internal assessment results 
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Part 4 ï For other members of the school community 
 
Children 
 

It is essential that children joining our school get off to a good start, especially those joining mid-way 
through the year. Parents of the child need to meet with the Headteacher and the childôs class teacher 
to ensure a smooth transition. The class teacher should prepare in advance, a place for the child, a 
named drawer [if appropriate] and a place for the childôs coat and bag. 
  
There should be a named óbuddyô who will spend time with the new child and help them find their way 
round the school. Other members of staff should be made aware of their presence. Every effort should 
be made to communicate with parents at the end of the school day to ensure there are no major 
difficulties. If neither parent collects the child from school, then a home / school liaison book should be 
considered. 
 
On Transfer Day in July, staff will have the opportunity to meet their new classes and gain initial 
experience of life within school.  Children will have the opportunity to meet their new teacher and other 
relevant members of staff and to spend the day in their new year group.  Vulnerable children will have 
further opportunities to visit their new school before Transfer Day. 
 
Early Years Nursery Parents 
 
The Head of Nursery will organise a meeting, supported by the nursery staff, with parents in the term 
before the children start in the Nursery.  At this meeting we explain the Nursery Policy and how the 
nursery sessions are organised.  Parents receive a copy of the Booklet pamphlet "Welcome to 
Headlands Nursery Unit" alongside the School Prospectus.  Opportunity is provided to share questions 
and concerns that any parent may have.  Dates are also given for home visits and starting dates.  
Parents are given a questionnaire on their child, which will be discussed and collected at the home 
visit in September (See Nursery Policy for more information). 
 
Nursery Children 
 
In July children are offered the opportunity to visit our Nursery on Transfer Day with their parents or 
carer for a whole session either morning or afternoon.  Appendix 18. On this day children currently in 
the nursery will move on to visit their new Reception class.  We ask parents to stay and involve 
themselves in activities with their child.  Staff are available to offer support, encouragement, advice 
and information. 
 
Prior to a child's entry in September, Nursery Staff visit all children informally in their home 
environment. This helps to strengthen home/school links.  Children usually respond extremely 
favourably and are keen to show and share toys, pets, etc.  Nursery Staff visit in pairs.  In this way, 
each child is assured of the attention of an interested visitor and essential information can be collected 
on our admission forms.  We then discuss with parents their response to our questionnaire on their 
child and any worries or concerns can be dealt with in a reassuring way. 
 
We recognise that starting Nursery is a very big step for a three year old to take.  It is probably their 
first experience of leaving their home and parents for a period of time.  We encourage a smooth 
process by staggering the starting dates over a three week period to allow the children to come in 
small groups.  Parents are invited to stay for periods of time to ensure a smooth transition from home 
to school.  Individual needs can be addressed and staff can provide comfort and reassurance where 
necessary. (See Nursery Policy for more information) 
 

Nursery staff accompany groups of children for birthday celebrations, special festivals and end of term 
assemblies.  During such occasions Nursery children are gradually introduced to their peers and staff 
in main school.  Walks around the school grounds, and opportunities for play and exercise in the ball 
pool, soft play area and school halls, all help our new children to settle quickly when entering their new 
reception class. 
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Early Years Reception Parents  
 
New Parents Evening, Transfer Day and home visits all form part of the rolling induction programme for new 
admissions to school. The parents or guardians of children entering Nursery or Reception in September will be 
given a series of opportunities to meet with members of staff and find out different aspects of the school. This is 
done to help to secure a smooth transition for their children into the school. 
 
 In July all parents and guardians are invited to a óNew Parents Eveningô either for Nursery or Reception. At this 
meeting there is the opportunity to see their childrenôs new class, meet the staff, and be given information on 
things including school uniform, school timetable, school dinners and the reading scheme. 
 
Transfer Day provides another opportunity for parents, accompanied by their children, to spend some time in 
school to help them become familiar with Reception routines and activities. 
 
Before commencing school in September members of staff will visit the children and their parents in their 
homes, where there will be an opportunity to share information about the child and the school. All these 
measures help to build up childrenôs confidence and to prepare them for their entry into school. 

 
 
Children 
 
Transfer Day provides an early opportunity for children to visit the school for either a morning or afternoon 
session. Parents remain with their children for this session. Children have the opportunity to meet their new 
teacher and to learn about some of the activities they will be participating in when they join Reception.  
 
When the children commence school in September, they will begin on a part time basis. Parents are invited to 
stay with their child at the beginning until their child is feeling more confident and can be left without any trauma. 
For the first two or three weeks children will attend for half-day sessions. Children are encouraged to remain at 
school for lunch as soon as they attend school on a full-time basis. Many children have already attended either 
Acorn Day Nursery or Headlands Nursery Unit and have become familiar with the school environment and daily 
routines. 

All Year Groups ï Transfer Day 

 
A Monday in July will be allocated as Transfer Day and will provide an opportunity for all children in the school 
to attend and experience their new class for September.  Any children new to the school will also be invited on 
that day (Appendix 18).  We also encourage any new members of staff who will be joining us in September to 
attend Transfer Day if possible.  Vulnerable children in the school are given extra opportunities to visit their new 
schools and work with the teachers. 

 

Induction of DSP Children 
 

The Inclusion Manager will liaise with pre-school staff and other outside agencies as well as attending 
Admission Meetings.  This ensures that children are appropriately placed within the DSP. 
 
Individual Transition plans are arranged according to the needs of each child. 
 
On entry into the school children may either attend on a part-time or full-time basis.  Integration into main stream 
setting is gradual and programmed round the individual needs of each child. 
 
All DSP children have full-time, shared support both within the class and around the school.  (For more 
information see DSP booklet) 
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Governors 
 
The induction programme for new governors will follow the procedure for new colleagues. The school 
will ensure that all new Governors receive a full CRB check. There will also be an introductory pack of 
information for governors, which would include:- 
 a. A welcoming letter. 
 b. A plan of the school. 
 c. The names of the governors indicating the type of governor they are. 
 d. The papers relating to the last governing body meeting. 
 e. The School Prospectus and Governors Annual Report to Parents. 
 f. Any information as deemed relevant by Chair of Governors. 
 
The link governor, chair-person, vice chair-person, or headteacher will act as mentor to the new 
governor.  There will be an opportunity for the new governor to meet the staff and other governors 
during an informal gathering over a cup of tea before the first governorsô meeting of the academic year. 
 
All Governors are encouraged and financed by the school to attend appropriate training provided by 
Governor Services.  Training attended is recorded in minutes of meetings and in the evaluation forms.  
All Governors should enter the school by the front office, be signed in and given an identification badge 
to be worn during their visit. 
 
Headlands School Association Committee Members 
 
When a parent or member of the community becomes a committee member they will receive an 
induction programme and induction pack [appendix 9, 10 20] by the Induction Coordinator. The 
coordinator will meet with any new members and go through the general guidelines for visitors as well 
as a short tour round the school.   
 
All H.S.A. committee members are required to have a CRB check. Any H.S.A. member should enter 
the school through the front office, where they will sign in and be given an identification badge that 
should be worn while they are at the school.  Members should maintain an awareness of staff 
members roles and responsibilities and try not to delay them in their duties during the school day. 
 

Students 
 
Students are sent to the school from the University of Northampton or occasionally from other similar 
institutions. When they first visit the school they will need to bring with them a letter of confirmation 
from the University indicating they have been given a full CRB clearance check. The class teacher will 
assume the role as mentor, and in liaison with the Initial Teacher Training Coordinator ensure all 
aspects of the studentôs course, that are required to be covered in the school, are carried out. The 
student will be expected to adhere to the guidelines presented by the school. They will be involved in 
team and staff meetings [unless otherwise felt to be inappropriate], given support material and 
information that is considered necessary and will have access to resources while placed at the school. 
 
When they come to the school on their first visit the ITT coordinator will give them a óWelcome Packô 
[appendix 17], which will identify key pieces of information and contain some of the information found 
in the Induction Pack. 
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Work Experience Students 
 
The ITT Co-ordinator will outline the basic procedures of the school and deal with any concerns the student may 
have .This provides the student with the opportunity to ask questions and experience how a ómini-interviewô may 
be conducted.  
 
School students who are in the school for work experience, will have an initial meeting with the ITT Co-ordinator 
and given a Welcome Pack (Appendix 17).  At this initial meeting there will be a discussion of the studentsô role 
within school which will include appropriate dress code, language and behaviour to be used.  Students will be 
expected to have some experience of playground duties.  They will need to liaise carefully with class teachers 
over the use of staffroom facilities.  They will also be made aware of health and safety issues.  Students will be 
given a Student Guidelines Sheet (Appendix 4) which they will sign and keep a copy of as a reminder 
throughout their time at Headlands. 
 
The ITT coordinator will work closely with the studentôs tutor to ensure that the student gains the maximum 
benefit from the school based experience. 
 
The student will be allocated a class and the class teacher will become the mentor for that person. It is 
important that the mentor ensures that the student keeps within the guidelines that the school will give them.   
 
The ITT coordinator will be given details of the Work Experience Agreement by Connections [the agent used by 
secondary schools]. This will give them information on the expectations of the host school and guidelines on 
how they should conduct themselves. It is important that if a student is falling below these guidelines, the 
mentor informs the ITT coordinator as soon as possible. 
 

 
Visitors to the school 
 
Visitors to the school should present themselves to the front office where they will be asked to sign the visitorôs 
book and given a badge for identification purposes. The badge should be worn while the visitor is in the school 
and then handed back when they leave. A member of the office staff will give them a óWelcome Information 
Sheetô which identifies key information on ódoôs and donôtsô around the school.  
 
Where a member of staff has made the arrangements for the visit, they will ensure that they meet the visitor in 
the Reception area and escort them to their designated place. Every effort should be made to make any visitors 
feel welcome and informed.  
 
For the purposes of this policy we will put visitors into three groups. Group óAô are infrequent visitors who wish to 
speak to a member of staff or prospective parents. Group óBô are infrequent visitors who have come to the 
school to work with or talk to children. Group óCô are frequent visitors to the school who regularly work with or 
talk with children. 

 
Group A ï Infrequent Visitors who wish to talk with a member of staff or are prospective 
parents 
 
Occasionally parents or guardians need to come to the school to discuss particular issues regarding their child. 
A member of staff should greet the visitor and take them to a place where the conversation can be held in 
confidence. If the member of staff is concerned about any negative reaction from the visitor, the member of staff 
should ensure they have access to a colleague during the meeting and in exceptional circumstances alert a 
member of the Senior Staff. 

 
Prospective parents can also book an appointment to be given a tour of the school and have any questions 
answered.
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Group B ï Infrequent Visitors who will be talking to and working with children 
 
This category includes infrequent parent helpers, supply teachers, authors, people helping with 
particular aspects of the curriculum, work experience students and assembly speakers. 
 
We welcome and greatly value the help and input from visitors and parents to the school, many of 
whom help to enrich and enhance the curriculum and the learning opportunities for our children. 
However, it is important that these visitors are cleared beforehand on the óList 99ô. This search is 
initiated by the school bursar. This allows the visitor to be with the children in school or on a school 
outing. However it is essential that a member of the school staff is present at all times.  All Group B 
visitors will receive an induction leaflet (Appendix 20). 
 
 
Group C ï Regular Visitors or Volunteers to the School 
 
This category includes teacher training students, extra curricular personnel and regular parent helpers. 
 
Regulations regarding regular visitors is as follows;  ñDefinition of a regular visitor is present at the 
school for three or more times in a thirty day period, or once a month or moreò. 
 
A small band of parents and other people in the community come into the school on a regular basis to 
help the school and children with different activities. This support is very much appreciated and can 
help in the smooth running of many events throughout the school. 
 
The Induction Tutor will carry out the initial induction programme when the visitor first comes to the 
school. This will cover areas like refreshment facilities, adult toilets, school protocol and the school 
core values. The person will also be offered a short tour of the school.  
 
It is the responsibility of the Induction Tutor and other members of staff to help the visitor to feel 
welcomed and valued within the school. After the first few weeks the Induction Tutor should check to 
see if the visitor has encountered any difficulties and if there are any arrangements that need to be 
adjusted.  All Group C visitors will receive an induction pack (Appendix 17). 
 
 
Group D ï Before and After School Group Leaders 
 
The PE Co-ordinator will arrange a mutually convenient time to share induction into the school 
(Appendix 21). 
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INDUCTION PACK            Appendix 1  
TEACHING STAFF  

 

Name of new member of staff: éééééééééééééé.. Role:ééééé. 

Date of Starting: éééééééééééééééééééé. K.S: ééééé.. 

Curriculum expertise: éééééééééééééééééé. TL: ééééé.. 

  
1. Aims, Objectives & Philosophy of school (Mission Statement)   
2. Access to School Booklet Prospectus      
3. Basic school time-tables (see Appendix 11)     
4. Job Descriptions                             
5. Print out of Staff List with addresses and phone number              
6. Plan of school   
7. List of school dates 
8. Staff absence policy  
9. Child Protection Procedures 
10. Health and Safety Policy including Fire Drill procedures 
11. What you will find list. (see Appendix 9) 
12. What do I do if? (see Appendix 10) 
7. Staff List and the roles and responsibilities 
8. Daily Tasks  (see Appendix 8)       
9. Copy of Handwriting Scheme used in school (see Appendix 2) 
10. Rewards and Sanctions(see Appendix 7)  
 
These documents will be placed in an Induction Pack and be available from the office for any new 
member of staff:- 
The Induction Co-ordinator will ensure that all new members of staff have received an Induction Pack 
from the School Office.  

NON-TEACHING STAFF 
 
Name of new member of staff: éééééééééééééé.. Role:ééééé. 

Date of Starting: éééééééééééééééééééé. K.S: ééééé.. 

Curriculum expertise: éééééééééééééééééé. TL: ééééé.. 

1. Aims, Objectives & Philosophy of school (Mission Statement)  
2. Access to School Prospectus 
3. Basic School Time-tables (see Appendix 11) 
4. Print out of Staff List with addresses and phone number 
5.   Plan of school 
6.    List of school dates 
7. Job Description 
8. What you will find list (see Appendix 9) 
9. Staff absence policy  
10. Guidelines for dealing appropriately with a child (including Child Protection Procedures) 
11.  Health and Safety Policy 
12. Staff List and their roles and responsibilities 
13.  Rewards and Sanctions (see Appendix 7) 
14. Copy of handwriting Scheme used in school (see Appendix 2) 
15. What do I do if (see Appendix 10) 

These documents will be placed in an Induction pack and will be available from the Office for any new member of staff.  
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Appendix 2 

Copy of Handwriting Scheme Used in the School 

 

 

 

 

 

 

 
This page is photocopied as it is not available electronically. 
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Appendix 3 

Pre ï meeting Review Form 
 

 
New member of staffôs name _____________________________ 
 
Mentorôs name _________________________________ 
 

How do you feel about your time at Headlands? 
 
 
 
 
 
 
 
 

What has gone well? 
 
 
 
 
 
 
 
 
 
 

Are there any areas of concern? 
 
 
 
 
 
 
 
 
 

 
Signed                                                    Date 
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Appendix 4 
(1of 2) 

HEADLANDS PRIMARY SCHOOL 
 

INDUCTION REVIEW SHEET 
 

 
Nameé       Dateééé  
 
 
What has gone well? 
 
 
 
 
 
 
 
 
 
 
Is there anything that could have gone better? 
 
Is there anything that could have gone better? 
 
 
 
 
 
 
 
 
 
Suggestions/ Further training needs identified. 
 
 
Suggestions/Further training needs identified. 
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Appendix 4 (2 of 2) 
Review of previous targets/objectives. 
 
 
 
 
 
 
 
New targets/objectives. 
 
 
 
New targets/objectives. 
 
 
 
 
Any other comments.  
 
 
 
 
 
 
 
 
New Staff Members Comments. 
 
 

 
 
 
 
 
 
 
 
Date of next meetingééé 
 
 
Signed by staff memberééééééééééééééééééééééé. 
 
 
Signed by mentoréééé.ééééééééééééééééééééééé. 
 
 
Signed by Headteacheréééééééééééééééééééé. 
 
(CC File; Staff member; Mentor) 
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Appendix 5 

 
NEW EMPLOYEE CHECK LIST 
 
Employee Nameééééééééééééééééééééééééé. 
 
All forms listed below must be completed prior to employment commencing or within 3 days of employment commencing if 
this is not possible.  
 
EMPLOYMENT CONTRACT    
 
 
BANK MANDATE FORM       
 
 
P45 OR P46 DECLATION FORM 
 
 
TRADE UNION LEAFLET GIVEN (SUPPORT STAFF ONLY) 

 
 

PENSION FORM  
All Support staff and F/T teachers are automatically entered into the either the  
Teachers or LGPS pension scheme. If they do not wish to belong to the scheme,  
they must complete an opting out form 

 
 
POLICE CLEARANCE ï CRB 
 
LIST 99 CHECK        
Current name : 
Date of birth : 
Former names : 
 
 
MEDICAL QUESTIONNAIRE 
 
REFERENCE 1 REQUESTED 
 
REFERENCE 2 REQUESTED 
 
SCHOOL DATE PROTECTION FORM 
 
EQUALITY FORM 
 
PROFF OF QUALIFICATIONS 
 
 
Signature of Originator ééééééééééééé.Dateééééééééé 

 

                              

Headlands Primary School 
     Bushland Road, NN3 2NS Tel: 01604 407098 Fax: 01604 416115 

     Email: head@headlands.northants-ecl.gov.uk 

Website: www.headlandsprimary.co.uk 
   Headteacher: Mr Andrew Lakatos B. Ed (Hons) N.P.Q.H. 

 

 
 

 

 
 

 
 

 

mailto:head@headlands.northants-ecl.gov.uk
http://www.headlandsprimary.co.uk/
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 Appendix 6 

 

School Student Guidelines 
 
Welcome to Headlands Primary School.  We hope it will be a worthwhile experience and help to inform 
you further about your career choices. 
 
A meeting will be arranged between you and the school ITT Co-ordinator before you come to the 
school on work experience. 

 
At the meeting the following points will be covered:- 
 

a) Hours of work:  Monday to Friday 8.45 am ï 3.15 pm.  Make sure you ósign inô at the school 
office and wear a name badge. 

b) Health and Safety issues:- 
1. Avoid eating and drinking in the corridors, playground (unless on duty) or outside the 

school. 
2. Any hot drinks must be carried on a tray. 
3. No smoking on or near the school premises. 
4. Ensure children are not left with sharp objects. 
5. Correct any children who are running down the corridor. 
6. What to do in case of fire alarm. 
7. School First Aid procedures. 

c) Always check with class teacher before allowing children to leave the class. 
d) Smart casual clothes should be worn (no trainers, jeans or low cut tops). 
e) Correct language should be used at all times. (Swear words and name calling is totally 

unacceptable). 
f) Liaise with your class teacher before using facilities in the staffroom. 
g) In liaison with your class teacher, participate in some playtime duties. 
h) Always check with your class teacher before introducing children to a new activity. 
i) Your class teacherôs directions and instruction must be followed at all times. 
 

If you are in agreement with all these guidelines would you please sign below. 
 
Studentôs Signature _________________________________ 
 
Studentôs Name  ____________________________________ 
 
A copy of this will be given to you as a reminder.  
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Appendix 7 

Rewards and Sanctions Headlands Primary School, May 2007                                                                     (1 of 2) 
 

WORK  

EFFORT 

 

Rewards Rewards 

If you 

choose not 

to try hard 

with your 

work or 

behaviour 

your 

teacher 

will:  

Sanctions Sanctions Sanctions 

If you 

choose to 

try hard 

with your 

work or 

behaviour 

your 

teachers will 

reward you: 

If you are in Reception, 

Year 1 or Year 2, 

You can make the right 

choices: 

If you are in Year 3, Year 4, 

Year 5 or Year 6 You can 

make the right choices. 

If you are in 

Reception, Year 1 or 

Year 2, 

You can make the 

wrong choices: 

If you are in Year 3 or 

Year 4, You can make the 

wrong choices. 

If you are in Year 5 or Year 6, 

You can make the wrong 

choices. 

1)  By praising you and by 

giving  you 30 minutes  

Golden Time 

2)  Giving you a house 

sticker to go on the chart that 

you have chosen. 

You will also earn a house 

point to go on your class list 

for your house. 

3)  When your chart is full 

you will receive a certificate 

from Mr Lakatos in the next 

awards assembly. 

 

1)  By praising you and by 

giving you thirty minutes 

Golden Time. 

2)  By giving you a house point 

on your sheet towards your next 

award and also on the chart in 

your class for the weekly house 

point award. 

3)  50 points = bronze 

certificate 

Next 50 points = bronze award 

Next 75 points = silver 

certificate 

Next 75 points = silver award 

Next 100 points = gold 

certificate 

Next 100 points = gold award 

Next 150 points = platinum 

award 

Next 150 points = Headteacher 

award 

1)  Remind you what 

you should be doing. 

2)  Move your peg to 

the middle cloud. 

3)  Move your peg to 

the sad cloud AND you 

will lose five minutes 

Golden Time 

4)  Work:  If you are 

still not working you 

will miss the next 

playtime and work in 

the work-room 

 

Behaviour:  For Year 

2, if you are still not 

following the Golden 

Rules you will get a 

detention at lunchtime.  

A letter will be sent 

home to your parents. 

5. 

If you use physical or 

verbal aggression you 

will get a detention 

without warning. 

 

1)  Remind you what you 

should be doing. 

2)  Remind you again and 

give you a yellow card 

warning. 

3)  Give you a red card and 

you will lose five minutes 

Golden Time. 

4)  Work:  if you are still not 

working you will miss the 

next playtime and work in 

the work-room. 

Behaviour: if you are still 

not following the Golden 

Rules you will get a 

detention at the next 

lunchtime.  A letter will be 

sent home to your parents. 

5)  If you use physical or 

verbal aggression you will 

get a detention without 

warning.  

1)  Remind you what you 

should be doing. 

2)  Remind you again and move 

your character to walk the 

plank. 

3)  Move your character to 

overboard AND you will lose 

five minutes Golden Time. 

4)  Work : if you are still not 

working you will miss the next 

playtime and work in the 

workroom. 

Behaviour: if you are still not 

following the Golden Rules you 

will get a detention at the next 

lunchtime.  A letter will be sent 

home to your parents. 

5)  If you use physical or 

verbal aggression you will get 

a detention without warning. 
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Appendix 7 

You can make the right choices at lunchtime:                                                                           (2 of 2) 

 

Everyone has the right to feel safe 

at playtime. 

 

Have fun, but play safely and 

fairly.  

 

If you choose not to follow the 

Golden rules and not to behave 

well during lunchtimes: 

Lunchtime Sanctions ï for all children in Year 2 ï Year 6 

1)  You will be reminded how you should be behaving. 
 

2)  You will get another reminder of how you should 

      behave.  An adult will write details of the reminder 

      given to you, in the playground book. 
 

3) If you are still not behaving well you will get a 

detention.  You will be sent straight to the detention 

room.  A letter will be sent to your parents. 

 

4) If you are non-compliant with the above, a member of 

the Senior Staff will be sent for and your details will be 

entered into a designated book held in the Senior Staff 

room. 

If you use physical or verbal 

aggression you will get a 

detention without warning. 

Remember to DO your homework AND hand it in.

To help you your teachers will set suitable 

homework to help you to learn. 

 
 

They will  

1)  Remind you throughout the week. 

 

2)  If you do not hand your homework in by the date it is expected, your teacher will allow you 24 

hours extra. 

 

3)  If you do not hand your homework in after the extra 24 hours then you will get a detention.  

You still have to do your homework at home.  A letter will be sent home to your parents. 

 

4)  Further detentions will  be given if you still do not complete your homework. 
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Appendix 8 
 
DAILY TASKS (Teaching/ learning support staff) 
 
Each morning 
The Attendance register is completed on the class teachersô laptop or if a supply teacher in class 
a register will be supplied, once completed please return to the office.   
 
Monies 
Support staff will collect money for trips etc from the children.  Monies/slips should be placed in 
the money tin containing the class cash book and hand this to the member of support staff who 
will record information in the cashbook and send cash/cheques to the office. 
 
Dinner Money 
Please send all dinner money directly to the kitchen in the plastic zippy bag.  Dinner Money 
should be in school on a Monday morning to order for that week.  Please remind your pupils on a 
Monday morning to hand in any dinner money they may have in their bags. 
 
Break time 
If on playground duty the member of staff should go straight to the playground. There are 
members of the teaching staff and members of the support staff on duty in each playground.  Hot 
drinks will be brought to you. 
 
Lunchtime  
If leaving the school at lunchtime please sign out in the file on the front reception office hatch so 
that in the event of a fire all absentees can be accounted for.  If you are out of the school during 
lesson time e.g. on a course or medical, please put an entry in the diary. 
 
Afternoon 
Registers to be completed the same as the morning session. 
 
Please ensure that any letters or books to be sent home are taken. 
 
Please ensure that lights/electrical appliances are switched off if you are the last one leaving the 
classroom. 
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Appendix 9 

(1 of  2) 

 

WHAT WILL I FIND IN THE STAFFROOM?  

 

Notice Board in Staffroom - Union information and notices are displayed on this board.  
 
 
As well as being a place where you can gain information, we hope that the staffroom is 
somewhere where you can relax and unwind. We have put together a few basic 'ground 
rules' for happy staffroom life:  
 

¶ There are no 'special' chairs.  
 

¶ Tea and coffee making facilities are provided, please help yourself.  A small amount of 
money is collected termly to cover the cost of refreshments. 

 

¶ Telephone ï to connect you to other parts of the building.  Private calls must be paid for. 
 
 

Please will you help us by:  
 
 

¶ Paying your coffee/tea money on time  

 

¶ Keeping the Staffroom tidy  
 

 
 
 
 
 
 
 

WHAT WILL FIND IN THE SCHOOL OFFICE?  
 
Diary - This book is open for anyone to write in important events, visitors to school etc  
Data Collection Sheets - Details and emergency numbers for all children in school.  
Accident Books -Details of any accident must be recorded by the staff member involved  
Telephone Book - Please enter all private calls and you will be billed at the end of the term. 
Staff Meeting Agendas and Minutes file  
ESPO and similar Catalogues ï  
Safe - All money should be kept in the school safe. No money should be kept in the classroom  
Reprographic equipment, and cone binder - Please ask for guidance on how to use them  
Shredder ï please shred any confidential information. 
Letters sent home ï a copy of all letters sent home is kept in the Office. 
Certificates/Awards ï Certificates of achievement are kept in the Office. 
 
Budget information available from the Finance and Resource Manager 
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Appendix 9 
(2 of 2) 

 
WHAT CAN I FIND IN THE MEDICAL ROOM? 
 
First Aid Boxes and Information - This should contain all that is necessary for basic First Aid.  
Each playground has a cool bag with basic first aid equipment, icepacks, accident book and first 
aid stickers. There are boxes available for out of school activities. 
 
Bed - This is for use by children who are unwell not staff recovery! 
 
We do not administer any un-prescribed medication that needs less than four doses a day 
- parents are invited into school to do this if the child is not able to do this themselves.  Parents 
wishing their child to self-administer medicines must sign a form in the school office 
 
 

WHAT WILL I FIND IN THE P.E. STORE? 
 
This is situated in the main part of the building near the top hall.  A large variety of games 
equipment. We ask everyone to please ensure equipment is returned a stored correctly. 
 
 

WHAT WILL I FIND IN THE CLASSROOM? 
  
In addition to the basic stock and resources you will need to find: 
 A box for childrens personal belongings ie watched during PE  
 Assembly rota 
 Playground duty rota 
 School Evacuation Procedures 
 Class Rules in line with assertive discipline 
 Teachersô Laptops  - All teaching staff have the loan of a  laptop.   

Interactive White Boards ï All classes are fitted with interactive white boards with a 
range of software.  We aim to make effective use of ICT in our teaching. 
Money book, money tin and zippy bag for lunch envelopes 

 First Aid Box 
 
If any of these items are not available please report this to the office  
 

WHAT WILL I FIND IN THE LIBRARY/ICT SUITE? 
 
A range of fiction and non fiction books catalogues using the Dewey system 
 
Books are issued using the ñJunior Librarianò computer system 
 
Teachers and support staff books detailing professional matters. 
 
Spare reading diaries. 
 
Sets of books for each unit to be used by the children. 
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Appendix 10 

WHAT DO I DO IFé 
 

 

 
I see a fire 
 
See appendix  on school evacuation 
 
All areas of the school display these instructions 
 

 

 

 
A parent brings medicine into school 
 
We do not administer un-prescribed medications that require 
less that four doses a day ï please ask the parent to go to the 
office to complete a form to allow a member of staff to 
administer. 
 

 

 

 
I am unwell. Contact Headteacher by 7.30 am please  
 
I need leave of absence - see the Headteacher or your Line 

Manager 
 
I cannot get to school - see appendix for emergency 

procedures. 
 

 
 
 
 

 

 
A child/adult has an accident - Each class has some first aid 
items eg antiseptic wipes and plasters in their class medical 
bag. 
 
Larger first aid boxes can be found in the medical room, three 
members of staff are First Aiders at work trained and additional 
staff have the one day First Aid Certificate. 
 
 

 

 
 
I am approached by a member of the press ï 
Make no comment and refer to the Headteacher 
 

 
? 

 
I have a grievance 
Copy of the grievance policy is available online and in the 
staffroom. 
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! 

 
A childôs behaviour is causing concern 
See behaviour policy and refer to your Line Manager in the first 
instance. 
 

 

 
I want to take photographs of children 
Ensure parental permission has been given by referring to the 
office staff. 

 

 
I want to purchase a small item of equipment 
Check that it is not available in school and that there is money 
available.   

 

 
I need additional stock 
Any additional stock requirements can be obtained from the 
Finance and Resource Manager.  Requests are made on 
Monday, Tuesday and Thursday mornings only and the class 
stock book is required. 
 

 

 
 

 
Who do I see/what do I do if a child reveals private 
information or I have a serious concern about their health 
or well being?  
The Head Teacher is our Child Protection Officer and any 
concerns must be reported as soon as possible. For more 
information please see the Child Protection Policy. 
 
If he is unavailable please contact Mrs Clarke as Assistant 
Child Protection Officer. 
 

 
 
 

 
I need to make a personal telephone call/do some 
personal photocopying. 
Please pay for any any private calls.  Photocopying charges 
are also available from the office. 
 

 

 
 

What do I do if I need to use my car for work? 
Any journeys you make for work i.e. courses, school activities 
are covered by a school insurance policy. 
 
To transport children you will need parental permission and 
booster seats for all children under the age of 11 or under 
134cm high.  
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                                                    Headlands Primary School                                         Appendix 11  

Timetable   
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Appendix 12 1/3 
 

Newly Qualified Teachersô Self Review 

INTERPRETATION 

1. Particularly successful in this area 

2. Generally competent in this area: few problems 

3. Some problems encountered, and help sought 

4. Serious difficulties encountered 

 

REVIEW CRITERIA 
 

Please tick appropriate box and write additional comments for each section. 
 
SECTION 1 ï Classroom Management 
 
              1   2   3 4 
 
1.1  Careful planning and preparation of work    
  COMMENT: 
 
 
 
 

1.2  Establishment of a purposeful classroom environment 
COMMENT: 
 
 
 
 

1.3  Matching learning tasks to needs of children 
  COMMENT: 
 
 
 
 
1.4  Appropriate use of whole class, group and 
  Individual teaching and learning strategies 
  COMMENT: 
 
 
 
 
1.5  Appropriate pace and progression of activities 
  COMMENT: 
 
 
 
 
1.6  Organisation and use of appropriate resources 
  COMMENT: 
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Appendix 12 2/3 
 
              1   2   3 4 
 
1.7  Physical organisation of teacherôs working area,  
  Including display    
  COMMENT: 
 
 
 
 

1.8  Presentation of childrenôs work 
COMMENT: 
 
 

SECTION 2 - Pupils 
 

              1   2   3 4 
 

2,1  Relationship with children 
  COMMENT: 
 
 
 
2.2  Ability to motivate children 
  COMMENT: 
 
 
 
2.3  Management of childrenôs behaviour 
  COMMENT: 
 
 
 
2.4  Recording and assessment of childrenôs progress 
  COMMENT: 
 
 
 
2.5  Marking and follow-up of childrenôs work 
  COMMENT: 
 
 
 
2.6  Expectations regarding the quality and pace of 
  Childrenôs work 
  COMMENT: 
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Appendix 12 3/3 
 

SECTION 3 ï General Professional Approach 
 
              1   2   3 4 
 
3.1  Time management  
  COMMENT: 
 
 
 
 

3.2  Appropriate subject knowledge, bearing in mind 
National Curriculum requirements 
COMMENT: 
 
 
 

3.3  Understanding of organisation and general 
  functioning of school 
  COMMENT: 
 
 
 
3.4  Participation in school pastoral and 
  administrative duties 
  COMMENT: 
 
 
 
3.5  Relationships with colleagues 
  COMMENT: 
 
 
 
3.6  Relationships with parents 
  COMMENT: 
 
 
 
3.7  Willingness to accept advice and act upon it 
  COMMENT: 
 
 
 
3.8  Analysis of own performance and ability to 
  Modify performance as a result of analysis 
  Childrenôs work 
  COMMENT: 
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Appendix 13 
(Page 1 of 2) 

         NQT REGISTRATION FORM  

 

SCHOOL ________________________________________________    DCSF Number __________ 
 

NQT INFORMATION:  
 

Title: First Name(s): Surname: 

 

 

 

 

NQTôs Date of Birth: 

 

 

NQTôs National Insurance Number: NQTôs Teacher Reference Number: 

Start Date of Induction:  dd/mm/yy 

 

 

Please note that induction is statutory and is an entitlement and cannot take place 

retrospectively.  Induction will not be deemed to have started until this form has 

been received by the Local Authority. 
 

Type of Appointment: Permanent/Temporary 

(Please delete as appropriate) 

 

If temporary, please give details below: 

 

Length: 

 

Reason: 

 

Full time/part time (state %) 

Initial Teacher Training Institution: Date Training Completed: 

 

 

Teaching Qualifications: 

(Please tick where appropriate) 

Teaching Degree  

BEd or BA / BSc 

+QTS 

Universtity / 

college PGCE 

 

 

 

SCITT PGCE GTP route 

QTS 

Other (eg RTP 

state ) 

Specialist Subject(s): 

For Secondary/Middle Schools 

 

 

 

Subject(s) to be taught ( if different 

from above): 

 

Age Group(s) to be taught: 

For Primary and Middle Schools 

 

Please circle year group(s)  YR    1    2    3    4    5    6     7     8 
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Appendix 13 
(Page 2 of 2) 

 

 

RESPONSIBLE PERSON FOR NQT 

 
(Please give details below of the person responsible for NQT) 

 

1. Name of Headteacher: 

 

 

2. Name of Schoolôs Professional Tutor/Professional Development Co-ordinator: 

 

 

 

 

 

 Contact Telephone Number(s):     ---------------------------------------------------------------------------------  

  

 

 E-mail address  éééééééééééééééééééééééééééééééééé.. 

  

 

3. Name of NQTôs Mentor (if different from above): 

 

 

 

 

 

 Contact Telephone Number(s):   ----------------------------------------------------------------------------------  

 

 E-mail address  éééééééééééééééééééééééééééééééééé. 

 

 

PLEASE RETURN THIS APPLICATION TO:  

 

 

Vicki Snook 

Induction Administrator  

Children and Young Peopleôs Service, NIAS 

Britannia House 

Rushmills 

Northampton  

NN4 7YB 

 

Telephone Number:  01604 655091 

Fax Number:  01604 655004 

Email: vsnook@northamptonshire.gov.uk 

 

 

               

       
       

 
 

 

 

 

 

mailto:vsnook@northamptonshire.gov.uk
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Appendix 14 

 

  

 

>AB Details (name, address etc.)< >AB LOGO< 

NQT Induction assessment for the: 
 

  End of first assessment period. 
 
  End of second assessment period. 
 
  Interim assessment 
 

 

Instructions for completion 

Å Where tick boxes appear please insert ñXò. 

Å The Head teacher/principal should retain a copy and send a copy of this completed form to the Appropriate Body within 10 

working days of the NQT completing the assessment period. 

Å The original copy should be retained by the NQT. 

Å Full guidance on statutory induction can be found at www.teachernet.gov.uk/induction2008.  

NQTôs personal details: 

Full name  Former name(s) (where applicable) 

             

Date of birth DCSF/teacher reference number National insurance number 

          /               

Name of institution (e.g. school or college) 

DCSF institution number (if 

applicable) 

           /      

 
Appropriate Body receiving this report 

      

 Date of award of QTS:        

 

Recommendation: 

  The above named teacherôs progress indicates that he/she is making satisfactory progress  

 towards meeting the Core Standards within the induction period. 

 
  The above named teacherôs progress indicates that he/she may not be able to meet the Core Standards for the satisfactory 

completion of the induction period. 
 

  

 
  I confirm that the NQT has experienced support and monitoring in line with the statutory guidance 

(www.teachernet.gov.uk/induction2008). 
 

http://www.teachernet.gov.uk/induction2008
http://www.teachernet.gov.uk/induction2008
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Date of the beginning of this assessment period:        

   
Number of terms completed during this assessment period (usually one term or two terms ï see statutory 

guidance paragraphs 2.45 and 2.46): 

      
 

 

or   

Number of days completed during this assessment period (where the period is calculated in days ï see 

statutory guidance paragraph 2.47 ï 2.53): 
      

 
 

   
Date of end of this assessment period:        

 
Does the NQT work:   Full time   Part time 

   Number of days of absence during this assessment period        

    

Assessment of progress against the Core Standards: 

 
The Head teacher/principal or induction tutor should record, in the box below, brief details of the 
NQTôs progress against the Core Standards including: 

¶ strengths; 

¶ areas requiring further development, even where progress is satisfactory (for example aspects 
of the Core Standards which the NQT has yet to meet); 

¶ evidence used to inform the judgements; and, 

¶ targets for the coming term. 
 
In completing this box, use as headings either the three areas of the new Professional Standards Framework 

(http://www.tda.gov.uk/upload/resources/pdf/s/standards_core.pdf), or the five themes as outlined in Supporting the induction 

process: TDA guidance for newly qualified teachers (http://www.tda.gov.uk/upload/resources/pdf/c/core_standards_guidance.pdf). 

 
Comments must be in the context of and make reference to specific Core Standards. 
Please continue on a separate sheet if required. 
 

The three areas of the new Professional Standards 

Framework:  

¶ Professional Attributes 

¶ Professional Knowledge and Understanding 

¶ Professional Skills 

 

The five Themes from Supporting the induction process: TDA 

guidance for newly qualified teachers: 

¶ Developing Professional and Constructive Relationships 

¶ Working within the Law and Frameworks 

¶ Professional Knowledge and Understanding 

¶ Professional Skills 

¶ Developing Practice 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.tda.gov.uk/upload/resources/pdf/s/standards_core.pdf
http://www.tda.gov.uk/upload/resources/pdf/c/core_standards_guidance.pdf


  

42 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Comments by the NQT: 
 

The NQT should record their comments or observations on their induction to date. 

 

Please reflect on your time throughout this assessment period and consider whether: 

 

Å you feel that this report reflects the discussions that you have had with your induction tutor 
and/or head teacher during this assessment period; 

Å you are receiving your full range of entitlements in accordance with regulations and guidance 
(www.teachernet.gov.uk/induction2008);   

Å there are any areas where you feel you require further development/support/guidance when 
looking towards the next stage of your induction. If so, what are these areas? 

 
I have discussed this report with the induction tutor and/or head teacher:   Yes   No 

 

http://www.teachernet.gov.uk/induction2008
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I have the following comments to make: 

 

 

 

 

 

 

Will this NQT be remaining at this school for the  

 

 

 

 

 

 

next assessment period?   Yes   No 

 

If not, then please attach details of the school/Appropriate body the NQT is moving to, and contact information. 

 

This form should be signed below, unless it is being sent electronically in which case it must be sent from the Headteacher/principal's 

mailbox and copied to the NQT and Induction Tutor. 

 

Signed: Head teacher/principal  Date 

 

 

 

 

        

Full name (CAPITALS) 

       

 

Signed: NQT Date 

         

Full name (CAPITALS) 

       

 

Signed: Induction tutor (if different from Head teacher/principal) Date 

         

Full name (CAPITALS) 
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Appendix 15 
 

  

 

 

>AB Details (name, address etc.)< 

 

>AB LOGO< 

NQT Induction: final assessment and recommendation  
 
 
Instructions for completion 

Å Where tick boxes appear please insert ñXò. 

Å The Head teacher/principal should retain a copy and send a copy of this completed and signed form to the Appropriate Body within 

10 working days of the NQT completing the induction period. 

Å The original copy should be retained by the NQT. 

Å Full guidance on statutory induction can be found at www.teachernet.gov.uk/induction2008. 

 

Recommendation: 

  The teacher named below has met the Core Standards for the satisfactory completion of induction 

 

  The teacher named below has not met the Core Standards for the satisfactory completion of induction 

 

NQTôs personal details:  

Full name Former name(s) (where applicable) 

             

Date of birth DCSF/teacher reference number National insurance number 

          /               

Name of institution (e.g. school or college) DCSF institution number (if applicable) 

           /      

 
 

Appropriate Body receiving this report 

      

  

Date of the beginning of the final assessment period:       

  
Number of terms completed during the final assessment period (usually one term or two terms ï see statutory 

guidance paragraphs 2.45 and 2.46): 

      

 

or 

 
 

Number of days completed during the final assessment period (where the period is calculated in days ï see 

statutory guidance paragraph 2.47 ï 2.53): 

      

 

  
Date of end of the final assessment period:       

 
Does the NQT work:   Full time   Part time 

 
Number of days of absence during the (entire) induction period       

http://www.teachernet.gov.uk/induction2008
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Confirmation of induction:   

I confirm that the NQT has experienced support and monitoring in line with statutory guidance 

(www.teachernet.gov.uk/induction2008) 
      

 
  

If a reduction to the number of days to be served by the NQT has been agreed with the appropriate body please 

include the number of days here (for more information on reductions see paragraph 3.2 of the guidance on 

statutory induction www.teachernet.gov.uk/induction2008).  

      

 

 

Assessment of progress against the Core Standards: 

The Head teacher/principal or induction tutor should record, in the box below, brief details of the 
NQTôs progress against the Core Standards including: 

¶ strengths; 

¶ areas for further development 

¶ evidence used to inform the judgements; and  

¶ where appropriate, targets to be met. 
 
In completing this box, use as headings either the three areas of the new Professional Standards Framework 

(http://www.tda.gov.uk/upload/resources/pdf/s/standards_core.pdf), or the five themes as outlined in Supporting the induction 

process: TDA guidance for newly qualified teachers (http://www.tda.gov.uk/upload/resources/pdf/c/core_standards_guidance.pdf). 

 
Comments must be in the context of and make reference to specific Core Standards. 
Please continue on a separate sheet if required. 
 

The three areas of the new Professional Standards 

Framework:  

¶ Professional Attributes 

¶ Professional Knowledge and Understanding 

¶ Professional Skills 

 

The five Themes from Supporting the induction process: TDA 

guidance for newly qualified teachers: 

¶ Developing Professional and Constructive Relationships 

¶ Working within the Law and Frameworks 

¶ Professional Knowledge and Understanding 

¶ Professional Skills 

¶ Developing Practice 

 

      

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.teachernet.gov.uk/induction2008
http://www.teachernet.gov.uk/induction2008
http://www.tda.gov.uk/upload/resources/pdf/s/standards_core.pdf
http://www.tda.gov.uk/upload/resources/pdf/c/core_standards_guidance.pdf
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Comments by the NQT: 

The NQT should record their comments or observations on their induction to date. 

 

Please reflect on your time throughout your entire induction period and consider: 

 

Å Whether you feel that this report reflects the discussions that you have had with your induction 
tutor and/or head teacher/principal during this assessment period; and,  

Å you received your full range of entitlements in accordance with regulations and guidance 
(www.teachernet.gov.uk/induction2008),    

Å areas where you feel you require further development/support/guidance when looking towards 
the next stage in your career? Please indicate these are part of your comments in the box 
below.  

 
I have discussed this report with the induction tutor and/or head teacher/principal:   Yes   No 

 
I have the following comments to make: 

 

 

 

 

 

 

http://www.teachernet.gov.uk/induction2008
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This form should be signed below, unless it is being sent electronically in which case it must be sent from the Headteacher/principal's 

mailbox and copied to the NQT and Induction Tutor. 

 

Signed: Head teacher/principal  Date 

 

 

 

 

        

Full name (CAPITALS) 

       

 

Signed: NQT 
Date 

         

Full name (CAPITALS) 

       

 

Signed: Induction tutor (if different from Head teacher/principal) Date 

         

Full name (CAPITALS) 
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Appendix 16 
 

Induction Checklist  

 
Name  
 

Class DSP  /  Mainstream 

Key Element Date Discussed Completed Target 

Administration relevant to 
appointment 

  

Visit to school, tour and 
introduction 

  

Job Description and timetables 
given 

  

Terms & Conditions 
Probationary Period 

  

Key Skills 
Audit and training 

  

Fire and Evacuation 
procedures 

  

First Aid Facilities 
Accident Reporting 

  

Library and ICT Facilities   

Behaviour 
Awards / Sanctions 

  

Record Keeping and Data 
Collecting 

  

Register and Cash Handling   

Staff Absence Procedures   

Child Protection Procedures   

Anti harassment, 
Discrimination & bullying 

  

When Form Complete; 
Mentorôs Signature 
 
 
 
Comment 
 
 
 
 

 
Recruitôs Signature 
 
 
 
Comment 

 
Headteacherôs 
Signature 
 
 
Comment 
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Appendix 17 
 

Welcome Pack     
 

                             
Name                                                       Date 

 
 
Contents of the pack. 
 
 

1.   Mission Statement 
2.   Access to the school prospectus ( copy in school office) 
3.   Basic school timetable ( appendix 11 from Induction Policy) 
4.   Plan of school  
5.   List of school dates appropriate to the time of the placement 
6.   What you will find ( appendix 9 from Induction Policy) 
7.   Procedure for absence during placement 
8.   Child protection procedures 
9.   Fire drill procedures 
10.  Daily tasks ( appendix 8 from Induction Policy) 
11.  Rewards and sanctions ( appendix 7 from Induction Policy) 
12.  Copy of handwriting scheme used in school 
13.  What do I do ifééé( appendix 10 from Induction Policy) 
 
 
Each welcome pack will have additional information that will be relevant to 
the class and year group in which the student will be working. 

 
 



  

50 

 
 

Appendix 18 
 
 
 

Headlands Primary School, 

Bushland Road, 

Northampton. 

NN3 2NS 

 

Tel: 01604 407098 

(date) 
 

Dear ........................................ 

 

We are looking forward to seeing ......................................................... on Transfer Day  

 

...................................July .................. at ............................  This is the day when all children  

 

in the school move on to spend a day with their new class teacher for September.  We also  

 

invite our new Nursery and Reception children  for half a day. 

 

 

Your childôs teacher will pass on to you any necessary information regarding school routines  

 

and organisation on that day. 

 

 

..................................................  will be with ...................................................in Class ..... 

 

..................................................  will be with ...................................................in Class ..... 
 

 

If you would like to bring your child/children to the school office when you arrive, a member  

 

of the office staff or I will take you to the appropriate class. 

 

Yours sincerely, 

 

 

 

 

Mr A Lakatos 

Headteacher 
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Appendix 19 
1 OF 6 

 
INDUCTION STANDARDS EVIDENCE LOG 

 
Standard Evidence Date Signed 

Relationships with children and young people 
C1 Have high expectations of children and young 
people including a commitment to ensuring that they 
can achieve their full educational potential and to 
establishing fair, respectful, trusting, supportive and 
constructive relationships with them. 

   

C2 
Hold positive values and attitudes and adopt high 
standards of behaviour in their professional role. 
 

 

   

Frameworks 
C3 Maintain an up-to-date knowledge and 
understanding of the professional duties of teachers 
and the statutory framework within which they work, 
and contribute to the development, implementation 
and evaluation of the policies and practice of their 
workplace, including those designed to promote 
equality of opportunity. 

   

Communicating and working with others 
C4 (a) Communicate effectively with children, young 
people and colleagues.. 
(b) Communicate effectively with parents and carers, 
conveying timely and relevant information about 
attainment, objectives, progress and well-being. 
(c) Recognise that communication is a two-way 
proves and encourage parents and carers to 
participate in discussions about the progress, 
development and well-being of children and young 
people. 
C5 Recognise and respect the contributions that 
colleagues, parents and carers can make to the 
development and well-being of children and young 
people, and to raising their levels of attainment. 
C6 Have a commitment to collaboration and co-
operative working where appropriate. 
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Standard Evidence Date Signed 

Personal professional development 
C7 Evaluate their performance and be committed to 
improving their practice through appropriate 
professional development. 

   

C8 Have a creative and constructively critical 
approach towards innovationô being prepared to adapt 
their practice where benefits and improvements are 
identified. 
 

   

C9 Act upon advice and feedback and be open to 
coaching and mentoring. 
 
 

   

Teaching and Learning 
C10 Have a good, up-to-date working knowledge and 
understanding of a range of teaching, learning and 
behaviour management strategies and now how to 
use and adapt them, including how to personalise 
learning to provide opportunities for all learners to 
achieve their potential. 

   

Assessment and monitoring 
C11 Know the assessment requirements and 
arrangements for the subjects/curriculum areas they 
teach, including those relating to public examinations 
and qualifications. 

   

C12 Know a range of approaches to assessment, 
including the importance of formative assessment. 
 
 

   

C13 Know how to use local and national statistical 
information to evaluate the effectiveness of their 
teaching, to monitor the  progress of those they teach 
and to raise levels of attainment. 
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Standard Evidence Date Signed 

C14 Know how to use reports and other sources of 
external information related to assessment in order to 
provide learners with accurate and constructive 
feedback on their strengths, weaknesses, attainment, 
progress and areas for development, including action 
plans for improvement. 

   

Subjects and curriculum 
C15 Have a secure knowledge and understanding of 
their subjects/curriculum areas and related pedagogy 
including: the contribution that their 
subjects/curriculum areas can make to cross-
curricular learning; and recent relevant developments. 

   

C16 Know and understand the relevant statutory and 
non-statutory curricula and frameworks, including 
those provided through the National Strategies, for 
their subjects/curriculum areas and to their relevant 
initiatives across the age and ability range they teach. 

   

Literacy, Numeracy and ICT 
C17 Know how to use skills in Literacy, Numeracy 
and ICT to support their teaching and wider 
professional activities. 

   

Achievement and diversity 
C18 Understand how children and young people 
develop and how the progress rate of development 
and well-being of learners are affected by a range of 
developmental, social, religious, ethnic, cultural and 
linguistic influences.  

   

C19 Know how to make effective personalised 
provision for those they teach. Including those for who 
English is an additional language or who have special 
educational needs or disabilities, and how to take 
practical account of diversity and promote equality 
and inclusion in their teaching. 

   

C20 Understand the roles of colleagues such as those 
having specific responsibilities for learners with 
special educational needs, disabilities and other 
individual learning needs, and the contributions they 
can make to the learning, development and well-being 
of children and young people. 
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Standard Evidence Date Signed 

C21 Know when to draw on the expertise of 
colleagues, such as those with responsibility for the 
safeguarding of children and young people and 
special educational needs and disabilities, and to refer 
to sources of information, advice and support from 
external agencies. 

   

Health and well-being 
C22 Know the current legal requirements, national 
policies and guidance on the safeguarding and 
promotion of the well-being of children and young 
people. 

   

C23 Know the local arrangements concerning the 
safeguarding of children and young people. 

   

C24 Know how to identify potential child abuse or 
neglect and follow safeguarding procedures. 

   

C25 Know how to identify and support children and 
young people whose progress, development or well-
being is affected by changes or difficulties in their 
personal circumstances, and when to refer them to 
colleagues for specialist support. 

   

Teaching 
C29 Teach challenging, well-organised lessons and 
sequences of lessons across the age and ability 
range they teach in which they: 
(a) use an appropriate range of teaching strategies 
and resources, including e-learning which meet 
learnersô needs and take practical account of diversity 
and promote equality and inclusion. 
(b) build on the prior knowledge and attainment of 
those they teach in order that learners meet 
objectives and make sustained progress. 
(c)  develop concepts and processes which enable 
learners to apply new knowledge, understanding and 
skills 
(d)  adapt their language to suit the learners they 
teach, introducing new ideas and concepts clearly, 
and using explanations, questions, discussions and 
plenaries effectively 
(e)  manage the learning of individuals, groups and 
whole classes effectively, modifying their teaching 
appropriately to suit the stage of the lesson and the 
needs of the learners. 
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Standard Evidence Date Signed 

C30  Teach engaging and motivating lessons 
informed by well-grounded expectations of learners 
and designed to raise levels of attainment. 

   

Assessing, monitoring and giving feedback 
C31  Make effective use of an appropriate range of 
observation, assessment, monitoring and recording 
strategies as a basis for setting challenging learning 
objectives and monitoring learnersô progress and 
levels of attainment. 

   

C32  Provide learners, colleagues, parents and carers 
with timely, accurate and constructive feedback on 
learnerôs attainment, progress and areas for 
development. 

   

C33  Support and guide learners so that they can 
reflect on their learning, identify the progress they 
have made, set positive targets for improvement and 
become successful independent learners. 

   

C34  Use assessment as part of their teaching to 
diagnose learnersô needs, set realistic and challenging 
targets for improvement and plan future teaching. 

   

Reviewing teaching and learning 
C35  Review the effectiveness of their teaching and 
its impact on learnersô progress , attainment and well-
being, refining their approaches where necessary. 

   

C36  Review the impact of the feedback provided to 
learners and guide learners on how to improve their 
attainment. 
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Standard Evidence Date Signed 

Learning environment 
C37  (a)  Establish a purposeful and safe learning 
environment which complies with current legal 
requirements, national policies and guidance on the 
safeguarding and well-being of children and young 
people so that learners feel secure and sufficiently 
confident to make an active contribution to learning 
and to the school. 
(b)  Make use of the local arrangements concerning 
the safeguarding of children and young people. 
(c)  Identify and use opportunities to personalise and 
extend learning through out-of-school contexts where 
possible making links between in-school learning and 
learning in out-of-school contexts. 

   

C38  (a)  Manage learnerôs behaviour constructively 
by establishing and maintaining a clear and positive 
framework for discipline, in line with the schoolsô 
behaviour policy. 
(b)  Use a range of behaviour management 
techniques and strategies, adapting them as 
necessary to promote the self-control and 
independence of learners. 

   

C39  Promote learnersô self-control, independence 
and co-operation through developing their social, 
emotional and behavioural skills. 

   

Team working and collaboration 
C40  Work as a team member and identify 
opportunities for working with colleagues, managing 
their work where appropriate and sharing the 
development of effective practice with them. 

   

C41  Ensure that colleagues working with them are 
appropriately involved in supporting learning and 
understand the roles they are expected to fulfil. 
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¶ Whilst you are helping in school, you may find out a lot of things about the 
children and other adults. As is the case for all people working in our 
school, you are expected to keep such things confidential.  

 
 
Information for Teaching Personnel 
 

¶ On your arrival, a member of office staff will take you to the relevant 
classroom and introduce you to the corresponding class teacher 

¶ There is a teacher briefing meeting in the staffroom every morning at 
8:30am that you are encouraged to attend  

¶ A copy of the school behaviour management flow chart should have been 
provided on your arrival. If not, ask a member of the office staff for a copy. 
Please speak with the corresponding class teacher for details of the 
appropriate sanctions for the year group you are teaching 

¶ Pupil registration is usually administered directly on to SIMS but as you will 
not be set up to use this system, you will be provided with a manual 
registration class sheet 

¶ Teaching personnel are expected to supervise the collection of children at 
the end of the school day; the TAôs in your class will assist with this. Pupils 
in reception to year 3 must be collected by a responsible adult. Pupils in 
years 4 to 6 may have permission to walk home alone. If you have any 
concerns relating to this, please speak to the corresponding class teacher 

¶ Prior to leaving for the day, teaching personnel are required to complete all 
marking of school work 

¶ Please remember to sign out at the office reception and return your visitor 
badge 

 
Information for out of school club co-ordinators 
 

¶ Please ensure you have a register of the children attending your session 

¶ Please ensure you are aware of the childrenôs medical needs and 
treatment. This should have been given to you by the parent. Consult with 
the PE Manager if you are unsure. 

¶ Familiarise yourself with the evacuation procedures and location of 
emergency exits 

¶ If there are any behavioural issues causing you concern, please liaise with 
the PE Manager  

¶ Please do not allow children to walk around in socks on the stage or 
through the school 

¶ A member of staff will be present to assist with the collection of children for 
after school clubs.  

 
 
 
 
 

Appendix 20 
CHILD PROTECTION PROCEDURES 
 

As a visitor to our school, either as a helper, supply teacher or someone who has come 
to work with our children in any other capacity, it is important that you are aware of our 
Child Protection procedures. 
 

¶ As required, we have a designated Child Protection Officer who is Andrew Lakatos, 
Headteacher.  In his absence, you need to address any concerns to Carol Clarke.  

 
There are four categories of abuse 

¶ Physical abuse 

¶ Sexual abuse 

¶ Emotional abuse  

¶ Neglect 
 
It may be that you are approached by a child who wants to talk to you about something 
that has or is happening to them.  They will tend to choose someone that they trust or 
know well and this will not always be their own class teacher.  It may be someone that 
reads with them regularly and with whom they have formed a good relationship. 
 
There may however be occasions when you have cause for concern either about marks 
or bruises on a child, about something they say or the condition that they are in at school, 
e.g. dirty, smelly or hungry. 
 

Disclosure of abuse by a child 

If you are approached by a child wanting to talk, you should listen positively and 
reassure the child.  If you can, try and ensure a degree of privacy, but this may not 
always be possible.  

Whilst this can be an alarming situation to find yourself in, it is important not to 
let the moment pass ï for every child that does finally disclose information, 
evidence shows that they have usually tried up to 12 times before.  

 
Helping the child when abuse is disclosed: 

¶ Be prepared to listen and comfort. 

¶ Do not show revulsion or distress, however distasteful the events are. 

¶ Stay calm and controlled. 

¶ Do not make false promises, i.e. that you will keep the abuse a secret or that 
the police will not be involved.  Do not promise confidentiality. 

¶ Let the child know at once that it was not his/her fault and keep restating this. 

¶ Be aware of your own feelings about abuse and find someone you can share those 
feelings with once the procedures have been completed. 

¶ Reassure the child that they were right to tell, even though the abuse may have 
happened a long time ago. 

¶ Reassure the child that you still care for them and that what they have said does 
not make you care for them less. 

¶ As soon as possible write a first hand account of what was said and done. 

¶ Make them aware that their disclosure will be reported only to those who need to 
know and can help. 

¶ Do not question a child; try to limit your involvement to listening.  A child can 
be interviewed only once. 



  
58 

 

It is also important to remember that it is not your responsibility to investigate 
suspected cases of abuse, only to report them to the designated Child Protection 
officer. 

If you have concerns about a childôs welfare 

¶ It may be that you might have concerns about a childôs well-being, but they have not 
actually said anything to you. If such a situation arises, you should speak to the 
designated Child Protection Officer.  

¶ Abuse or neglect can have a damaging effect on a childôs health, educational 
attainment and emotional well-being.  If you have worked with a group of children over 
many weeks, you may see changes in behaviour. Such changes may not necessarily 
indicate that a child is suffering abuse or neglect.  In some cases those changes may 
be the symptoms of a hidden disability or undiagnosed medical condition, and the need 
to distinguish those cases reinforces the need for a careful  

¶ and thorough assessment of the child and his/her needs when concerns are passed 
on. 

¶ It is important you do not feel afraid about passing on their concerns.  The 
information may be a small piece in a bigger jigsaw and help to get a better 
understanding of a childôs predicament.  Any concerns, however seemingly 
trivial, should be passed on to the designated Child Protection Officer. 

¶ Once again, you should put your concerns in writing as well as talking to the 
designated Child Protection Officer. 

 

Guidance for recording information 

You should record your concerns as soon as possible and any note should include the 
following: 

¶ The nature of your concern; 

¶ what is the evidence that led to the concern; 

¶ what the child said (if a discussion has taken place; and, 

¶ what you did or said in response (if a discussion has taken place). 

 

It may be that you have a concern which feels very vague and would simply like to 
discuss your concerns with the designated Child Protection Officer.  Please feel free  

to do so. 

 

Dealing with issues of child abuse can be distressing for the adult to whom the abuse is 
disclosed or who has concerns.  It is terribly important that you talk about your feelings after 
the event.  However, it is also very important to remember that childrenôs details and names 
must remain confidential and any discussion that you feel you need to undertake does not 
allow the child to be identified to anyone else. 

If you have any queries regarding the information contained in this leaflet, or require 

further clarification of any points, please do not hesitate to contact Andrew 
Lakatos 

 

 

 

 

 

 

Headlands Primary School and Childrenôs Centre 

 
Information sheet including child protection procedures for visitors, 
volunteers, supply teachers & out of school club co-ordinators 

 

The staff and pupils at Headlands Primary School would like to welcome you and hope 
your time spent here will be an enjoyable experience.  This document has been produced 
to provide you with guidelines. Please read the general information and if applicable, the 
section that is relevant to you. 
 

GENERAL INFORMATION 

¶ Please sign in on entry and sign out on leaving 

¶ Please wear your visitor badge at all times whilst in the school 

¶ Tea and coffee is available in the staffroom, feel free to join the staff for 
refreshments at play and lunch-times. Please put a donation in the jar provided 

¶ Registration is at 8:55am in the morning and 1:00pm in the afternoon. Lunch is 
between 12pm-1:00pm.  

¶ The alarm will ring to signify break time which is at 10:30am until 10:50am. If it is 
raining and the children are not to go outside, the alarm will be rung again twice. 

¶ If you hear the alarm sounding continuously, this represents the fire alarm going 
off and you will need to evacuate the building. The emergency exit plan is 
located in every room. Please follow the route indicated.   

¶ If a child./adult has a minor accident, each class has some first aid items in their 
class medical bag. For accidents causing concern, the person should be 
accompanied by a member of staff, taken to the medical room and seen by one 
of the qualified first aiders. 

¶ If a childôs behaviour is causing concern, please consult with a member of 
teaching staff 

¶ The school finishes at 3:10pm for Reception, Year one & Year 2 classes and at 
3:15pm for Years 3-6.  

 

INFORMATION FOR VOLUNTEERS 

We very much value the support our volunteer helpers make and realize that many 
events would not take place without their contribution. We hope the following 
information will be useful to you. 

¶ If you have a child in the school, we will try to place you in an alternative group 
to them. This avoids any feeling of favouritism, allows you to be impartial and 
gives your own child a greater feeling of independence 

¶ When placed with a group, try and acquaint yourself with the children as it will 
help you identify them. Your teacher should give you a list of the childrenôs first 
names. 

¶ When on a school outing, it is essential to stay with your group at all times. If a 
child wishes to use the toilet, either take the rest of the group with you or 
inform the teacher who will make appropriate arrangements. 

¶ When on a school outing or in school, never offer any of the children food or 
drink you have brought from home. 

¶ While it is tempting to comfort a child who is upset or hurt by giving them a 
cuddle, we are not allowed to do this in a school setting. Please avoid physical 
contact at all times as far as possible 

¶ If you have a particular problem with a child or any doubts in how to deal with a 
situation, discuss it with the teacher as soon as possible. Never take issues 
into your own hands as this can lead to further complications. 

Headlands Primary School 
and Childrenôs Centre 
 
Designated Child Protection 
Officer:  Andrew Lakatos 
 
Tel No:  01604 407098 
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Appendix 21 

 

 

Procedure for Absence 

(Students and Volunteers) 

 

 

 

Volunteers 

 

If you are unable to come in to the school when you are expected, please 
telephone the school as soon as possible as this will allow the relevant staff to 
make alternative arrangements. 

 

Students/Work Experience 

 

If you are unwell or unable to come in to the school during your placement, 
please telephone the Head Teacher by 7.30am on the day of your absence. 

 

 
 

 


