
Matthew 17: Verse 20 
“Truly I tell you, if you have faith as small as a mustard seed, you can say this to a mountain, ‘Move 
from here to there,’ and it will move.  Nothing will be impossible for you.” 

 1 

 
 
 
 
 

 
 
 
 
 

 
New Staff  
Induction  

Policy 
 

 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

Author:       AP Teaching, Learning & Assessment 
Date adopted by Governors/Academy:     
Date of last review/amendment:   September 2017 
Date to be reviewed:     September 2020 
 



Matthew 17: Verse 20 
“Truly I tell you, if you have faith as small as a mustard seed, you can say this to a mountain, ‘Move 
from here to there,’ and it will move.  Nothing will be impossible for you.” 

 2 

  
 
Our Academy Vision is “Living Well Together with Dignity, Faith 
and Hope”.  We aspire to take dignified decisions and afford 
dignity to all members of our community, regardless of 
background or circumstance.  Our position as a Voluntary Aided 
Church Academy means that the Christian faith has a central role 
in all of our actions and decisions.  We strive for excellence in all 
that we do, enabling our students to transform their lives and to 
hope for happy and successful futures. 
 
At All Saints Academy, our vision is “Living Well Together with 
Dignity, Faith and Hope” and this translates into our everyday 
practice.  The value of faith is particularly relevant when we 
consider the processes involved in inducting new staff.   There 
has to be an ethos of mutual trust and each member of staff has 
to treated as an individual. 
 
Introduction 
All new members of staff will be given support and induction to enable them to 
carry out their duties effectively and to feel secure and trusted within their new 
roles. 
The future professional and career development of staff will be built upon a firm 
foundation of information gathered in the process of performance management. 
The Business Manager and relevant team line managers will be responsible for 
making sure that all staff that are new to the Academy are offered an induction to 
the Academy and an individual professional development programme is 
implemented. 
Aims 

• To ensure that all staff are supported throughout their first year of working at 
the Academy. This will include their professional and personal development. 

• To assist in establishing new staff to the Academy, as confident and 
effective professionals from the outset who feel respected and valued.   

• To provide an individualised programme of induction for staff that are either 
new to the Academy (particularly those who are newly qualified teachers), 
teachers from overseas or who are in a new role within the Academy. 

Purpose 
The induction period should: 

• build effectively on existing knowledge and skills 

• assist in meeting the needs of pupils  

• provide a strong base for professional development 
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• provide opportunities to observe the work/teaching of other established 
colleagues within the Academy 

• provide opportunities to work alongside other staff 

• to take part in more formal training events and courses 

• enable progress to be reviewed and future development considered. 
Procedure 
New members of staff will meet with a member of SLT, or the academy’s 
Professional Mentor, on their first day  or earlier if possible. Daily routines and 
procedures will be explained, the academy’s vision and values, health & safety and 
other relevant information shared and a checklist of key areas will be covered in all 
of these meetings. 
There will then be a more detailed and specific needs analysis done with the 
relevant line manager who may be one of the APs, one of the VPs or the relevant 
Curriculum Leader. 
The Academy’s Induction Programme will be undertaken, as appropriate, with all 
new staff over the first term of their time at All Saints Academy, Dunstable. 

Teaching Staff 
During the meeting with a senior member of staff, the member of staff will be 
issued with an induction pack, which will include: 

• Academy handbook 

• Teaching and Learning Handbook 

• Academy assessment and data    

• At this meeting the individual induction programme will be discussed. 
There will be a structured programme of induction, including training, to suit the 
individuals concerned to ensure they are supported and valued. This schedule may 
be adapted in order to reflect individual circumstances.  
Performance management observations by a designated team leader with 
feedback and reviews will take place termly, as for all staff. 
A record will be kept of all meetings with the designated senior leadership team 
member. 
Regular INSET sessions and communications meetings will be provided relating to 
key educational issues and areas of strategic Academy development. 
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Associate Staff 
During the meeting with a member of the academy team the member of staff will 
be issued with an induction pack, which will include the Academy handbook. 
At this meeting the individual induction programme will be discussed. There will be 
an agreed schedule of induction meetings arranged over the first half term where 
roles and responsibilities, training and other issues will be discussed. The new 
member of staff will then slot into the performance management timetable along 
with all other staff, unless particular issues or additional support mechanisms are 
identified, when additional meetings will continue to take place.  
Opportunities will be made available for the new member of staff to shadow other 
team members if appropriate, access in-house training and more formalised 
external training programmes as required. They will also be eligible for staff 
meetings and activities as appropriate to their role and responsibilities. 
As part of the performance management review process a meeting will be held 
with the induction tutor focusing on: 

• Evaluation of previous targets. 

• Review of progress and any other relevant matters. 

• Setting new targets identifying priorities for development. 
All targets set will need to reflect the current Academy priorities and identify any 
individual needs. A record will be kept of all meetings with the designated line 
manager. 
 
The Induction of Newly Qualified Teachers (NQTs) 

• The training schedule is developed to ensure that an NQT is fully supported 
throughout the first year of his/her teaching after they have been awarded 
the QTS and that their future professional and career development is built 
on a firm foundation. 

• The induction period lasts for three school terms, of full time teaching, and 
must be completed successfully to continue in a career in teaching. 

• The training schedule will help build effectively on the knowledge and skills 
that were developed during initial teacher training, and ensure that the NQT 
meets with the standards for NQT. 

AIMS 
 Establish the NQT as quickly as possible as a confident, effective teacher. 
 To assist the NQT to meet NQT Standards.  
 To identify areas for further professional development as a qualified teacher. 
 
 
PRACTICE 
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The Professional Mentor will meet with all new NQT staff within the first few days of 
joining the Academy and will identify an experienced member of staff to act as 
induction tutor. The induction tutor will develop an effective individual induction 
programme which will include: 

• Regular meetings with the tutor to manage the induction programme, 
provide ongoing support and review and assess progress. 

• Regular observations of the NQT’s teaching which will include constructive 
oral and written feedback, is focused on areas of individual need in relation 
to the induction standards and may include other colleagues observing the 
NQT. 

• Opportunities for the NQT to observe experienced colleagues teach in order 
to enable them to compare practice in different classrooms and 
departments, to develop a wider repertoire of teaching strategies and assist 
them to develop a wider understanding of different age groups, areas, 
subjects, etc. 

• A formal review of progress at termly LA review meetings throughout the 
induction period which uses the induction standards as the basis for 
discussion. This includes an agreed agenda of other professional topics, 
which is informed by written evidence based on observations and 
acknowledges progress made, sets clear targets and identifies any further 
support required. 

• Other opportunities for professional development which are based on the 
NQT’s strengths and points to develop as identified in document TP1 which 
the NQT must provide. The NQT should be able to participate in any 
relevant school based INSET and include opportunities to attend external in-
service including induction courses. 

• An NQT can expect to be observed at least once every half term by the 
induction tutor or by another senior member of staff. 

• The first observation will take place within the first four weeks of the term.   

• At the end of each term the Professional Mentor will collate an overall 
Review of the term using feedback from all interested parties and sent a 
copy to the LA. 

• The Professional Mentor will discuss the review with the NQT and identify 
priorities for development.  

• All documentation related to the NQT and his/her induction must be agreed, 
dated and countersigned.  

• The Professional Mentor will make a report to the appropriate body at the 
end of each term. 

 
 

• An LA assessor will observe the NQT and provide appropriate feedback. 
 The Professional Mentor will report to the appropriate body at the end of the 

induction period. 
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A Critical Path for NQTs – in line with the DCSF guidelines for supporting the NQT  
Term 1: 
Induction session with Professional Mentor and tutor: 

• Access to National Curriculum assessments data. 

• TP1 document used to set initial targets 

• General issues relating to post undertaken 
Meetings with:  

• Attend new staff induction meetings 

• Attend whole staff meetings. 

• Attend curriculum team meetings 

• Attend achievement team meeting 
 
Meeting with induction tutor: (meetings should take place at least every 2 weeks) 

• TP1 Document– setting of objectives for induction based on the CEP, 
school context and the induction standards. Drawing up an action plan. 

Pre-observation meetings (x2) with induction tutor: 

• Which lesson will be observed? 

• The focus of the lesson e.g. teaching and learning. 

• When will the oral feedback take place? 

• Date of post observation meeting. 
Post observation meetings (x2) with induction tutor: 

• Review of the lesson evaluation. 

• Target setting. 

• First term development plan – proceeding towards meeting induction 
standards. 

• Training needs. 
 
 
 
Meeting with Professional Mentor to set up opportunity to observe other teachers:  

• Subjects being taught by other teachers. 

• Good practice being modeled. 

• Monitoring lesson plans. 
Attend in-school/out of school INSET sessions. 
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LA – in/outside Academy NQT training 
Review meeting with induction tutor: 

• Review progress throughout term - training needs. 

• TP2– identifying priorities for further development. 

• General issues. 
 
Term 2:  
Pre–observation meetings (x2) SLT/Consultant/AST/Curriculum Leader 

• Which lesson will be observed? 

• The focus of the lesson – link targets set. 

• When will the oral feedback take place? Time/place/date. 

• Set date/time/place of post observation meeting. 

• Monitoring lesson plans 
 
Post - observation meetings (x2) – SLT/Consultant/AST/Curriculum Leader 

• Review of the lesson evaluation. 

• Target setting – identifying priorities for further progress. 

• Training needs. 
Attend n-Academy/out of Academy INSET sessions and scheduled meetings. 
Review meeting with Professional Mentor: 

• Review progress throughout term – training needs. 

• Termly development plan – identifying priorities for further development. 
 Term 3: 
Pre-observation meetings (x2) with Professional Mentor: 

• Which lesson will be observed? 

• The focus of the lesson e.g. teaching and learning. 

• When will the oral feedback take place? 
 

• Date of post observation meeting. 
Post - observation meetings (x2) with Professional Mentor: 

• Review of the lesson-evaluation. 

• Target setting – identifying priorities for further progress. 

• Training needs. 
Attend staff and achievement team/curriculum team meetings. 
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Attend in-Academy/out of Academy INSET sessions. 
Final meeting with the induction tutor, induction co-ordinator and Assistant Vice 
Principal: 

• Main focus: whether the NQT has met with the induction standards. 

• Summative evaluation of achievement (TP3) 
Final assessment by LA – feedback. 
 
 
Induction of teachers seeking Qualified Teacher Status 
Aims: 
To give non–qualified teachers the opportunity to meet the standards required by 
the Secretary of State for Education and Skills to be awarded with Qualified 
Teacher’s Status. 
 
 

• In England QTS is award by the Secretary of State for Education and Skills. 
Those seeking QTS must meet the National Standards for the award of 
Qualified Teacher Status.  

• Teachers without QTS can only work for limited periods in schools where 
QTS is the normal requirement. Such people may be employed under 
categories that include instructor, temporary teacher, student teacher and 
Graduate and Registered Teacher. 

• There are two routes for QTS: the employment based GRTP, and ‘provider-
based’ training offered by accredited ITT (Initial Teacher Training) and 
including Bed and PGCE. All those seeking QTS need to follow one of these 
routes and demonstrate that they meet the Standards before they can gain 
the award. Trainees are assessed for QTS either by accredited providers or 
by TTA-approved External Assessors. 

• The GTP (for those people who have a UK degree or an equivalent 
qualification) will normally take a year to complete, but those with teaching 
experience may be able to train in as little as one term. 

 

• The RTP (for people with at least two years of higher education or the 
equivalent, and can complete a degree while they train and work as a 
teacher) normally takes two years to complete. Candidates who have 
already almost completed their degree studies or have teaching experience 
may be able to train in a shorter time. The minimum is one year. 

• For Overseas Trained Teachers (OTTs) employment–based training offers a 
special assessment only route for people who have qualified as 
schoolteachers outside the European Economic Area. Those with at least 
two years’ teaching experience may be eligible for assessment against the 
Induction Standards and QTS standards.  



Matthew 17: Verse 20 
“Truly I tell you, if you have faith as small as a mustard seed, you can say this to a mountain, ‘Move 
from here to there,’ and it will move.  Nothing will be impossible for you.” 

 9 

• On the Overseas Trained Teacher scheme the school plays the teacher’s 
salary. The TTA pays for the cost of training and the cost of QTS 
assessment. Many OTTs will be able to qualify in no more than one term. 
Overseas Trained Teachers must have acquired QTS within four years. 

 
PRACTICE: 

• At All Saints Academy all that seek to enroll on the GTP, OTT or RTP will be 
assisted to make an application to an accredited provider of training after 
consultation with a representative of the TTA. 

• On securing a place, an individual training programme will be planned in 
partnership with the training provider, thus enabling the applicant to meet 
the Secretary of State’s Standards for Graduate or Registered Qualified 
Teacher Status.  

• The Professional Mentor will be responsible for: 
 working with the training provider and representative of the TTA to ensure 

the needs of the individual teacher are met.  
 ensuring that the programme is manageable for all staff involved. 
 raising timetabling issues relating to observations with the relevant staff. 
 sharing any concerns that may arise regarding teachers on an individual 

training programme. 
 A named induction tutor will support each teacher. There will be a 

timetabled mentoring sessions. 
 There will be a structured programme of lesson observations undertaken.  

At the end of each term progress towards meeting the requirements for the award 
will be profiled by the Professional Mentor and discussed with the trainee, following 
guidance from the training provider. The Professional Mentor will produce a copy of 
that document will be passed to the teacher and the Assistant Principal. 
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All Saints Academy Dunstable  
Initial lnduction Checklist 

Led by Signature 

Session 1a: Introductions and Welcome   

Welcome and staff introductions HR   

Orientation of building/ site/ walk around HR  

Mission/ vision and values HR  

Staff handbook HR  

School calendar HR  

Session 1b: Staff Handbook   

Professional Mentor Professional Mentor  

Session 1c: Organisation’s Policies and 
Benefits 

  

Equal opportunities HR  

Health and safety/ No smoking policy HR  

Whistle blowing policy Safeguarding Lead  

Cover expectations/ Lesson planning HR  

Attendance/ Sickness and absence HR  

ICT/ network manager/ email/ photocopy 
card/ laptop etc 

ICT Network Manager  

Reprographics and ID HR  

Learning resource centre Curriculum Lead  

Stationery/ stock room/ budgets HR  

HR and finance department HR  

Facilities   

Phone HR  

Canteen or other eating facilities plus lunch 
time cover supervision 

HR  

Car parking HR  

Notice boards HR  
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TEACHING STAFF ONLY 

 

 

 
 
Staff Member signature ……………………………………………….. 
 
AP – Operations signature ………………………………………….. 
 
Professional Mentor signature ………………………… 

Session 2: Training and Development   

Performance review process Professional Mentor  

Training allocation Professional Mentor  

Every Child Matters and Child Protection 
Policy 

Safeguarding Lead  

Reporting concerns Safeguarding Lead  

Conduct towards pupils Professional Mentor  

Session 3: General Teaching Issues   

Meeting expectations Professional Mentor  

Lesson planning, format of lesson and 
marking 

Professional Mentor  

Schemes of work Professional Mentor  

Reporting process, behavioural issues Professional Mentor  

Gifted and talented provision Professional Mentor  

Special educational needs provision Professional Mentor  

Session 4: Departmental Time   

Departmental time Curriculum Leader  

Session 5: Evaluation   

Evaluation of induction process Professional Mentor   

Questions and answers Professional Mentor  

Initial feedback from SMT/ line management Professional Mentor  


