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St. Michael’s NS

Induction of New Staff Policy

Introduction and Rationale:

The Policy was formulated so that

1. New staff have clearly defined guidelines on school routines

2. Induction is conducted in a smooth and welcoming manner

3. New staff do not feel overwhelmed by their new surroundings

Aims:

1. To integrate new members of staff with the minimum of disruption within a people friendly atmosphere.

2. To reduce disruptions to normal school routines through the integration of new personnel in a co-ordinated manner

Staff Roles and Responsibilities:

All staff share in implementing the school policy on induction under the direction and guidance of the Principal.

Internal Provision:

· The new staff member is presented with the School Welcome Pack for new Teachers/Substitute teachers (Appendix 1)
· The new staff member is presented with the monthly Thematic Plans (Appendix 2)

· The Principal provides a guided tour of the school campus

· The inductee is introduced individually to each staff member

· The Principal or other designated person outlines school routines

· The new staff member is made aware of the inventory of school equipment

· Relevant information on social problems, personal circumstances etc. affecting individual children is furnished

· Standardised test results are provided

· Special Education provision is outlined if needed

Success Criteria:

The Policy is successful if found to be beneficial to new staff members and user friendly to existing staff.

Implementation and Review:

This Policy was formulated in March 2021 and is open to review if need arises.

Signed on behalf of the Board of Management

_________________________________


Date: __________________________

Chairperson

_________________________________


Date: __________________________

Principal

Appendix 1.  School Welcome Pack for new Teachers/Substitute teachers

School Name:  


St. Michael’s NS
School Address:


Castletown Geoghegan, Co. Westmeath. N91X659   
School Roll Number:

17182D

School Phone Number: 

044 9226255
School Email:


stmichaelsnsctg@gmail.com 

School website:


www.castletownns.weebly.com
Principal:



Margaret Gorman
Deputy Principal:


Barbara Reynolds
Droichead Mentor/Mentors:
Barbara Reynolds, Jenny Malone 





           Secretary: 


Catherine Clarke
Part-time Caretaker

Pauric Dalton


Designated Liaison Person (Child Protection):
Margaret Gorman


Deputy Designated Liaison Person (Child Protection): Barbara Reynolds


SEN Co-ordinator:

Barbara Reynolds
Chairperson B.O.M:

Ciarán McMahon
Inspector:


Helena Ni Dhúinn
INTO Representative 

Aisling Morgan
Other Teachers /SNAs Working with Pupils in this Class

	Name
	Role

	Barbara Reynolds                                        
	Special Education Teacher

	Mary Rabbit
	SNA


Staff list

	Teacher
	Post
	Class

	Margaret Gorman
	Principal
	Junior & Senior Infants 

	Edel Dalton
	
	1st & 2nd class

	Jenny Malone
	AP2
	3rd & 4th class

	Aisling Morgan
	
	5th & 6th class

	Barbara Reynolds
	Deputy Principal
	SEN


     Support Staff

	  Names
	

	Mary Rabbit
	SNA

	Catherine Clarke
	Secretary


SCHOOL CALENDAR 2020-2021

School re-opens on Tuesday September 1st 
October Mid-term break 2020: Monday 26th October to Friday 30th October inclusive.

Christmas 2020: All schools will close on Tuesday 22nd December 2020 which will be the final day of the school term.  All schools will re-open on Wednesday 6th January 2021
February Mid-Term break: Monday 15th February 2021 and Friday 19th February 2021.
St. Patrick’s Day: School closed on Wednesday March 17th 2021.

Easter: School closes on Friday 26th March and re-opens on Monday April 12th 2021

May Bank Holiday: School closed on Monday May 3rd 2021

June Bank Holiday: School closed on Monday June 7th 2021

Summer Holidays: School closes June 29th
	Daily Arrangements
	Time
	Procedure/Information 

	Arrival of Pupils
	8.45am school

gate opens.

School starts

at 9.00am
	Drop-off plan – If possible, children not to be released

from cars until 9.00am.  If they are in the yard before

this time, ensure they maintain physical distancing in

the yard.

	Coffee Break
	11.00-11.15
11.15-11.30


	Supervision rota in staffroom. Time given at the end of

each break for outdoor hand-washing

	Lunch Break
	12.30-13.00

13.00-13.30
	Supervision rota in the staffroom. Time given at the

end of each break for outdoor hand-washing


	Finish Time for Infants

Finish Time for other Pupils
	Infants finish at 1.40pm (12.00 for first 2 weeks in September)

Other classes 2.40pm

	Infants are released from the front door as the

teacher sees the parent, the child is released to them.

To maintain social distancing, the children from 1st-6th
are released from 3 different exit doors and are

walked to the front of the school by their class

teacher.  For child safeguarding reasons, if a different

person than usual is collecting your child please let us

know.

	Wet Day Arrangements
	Children stay in classrooms, teacher supervise their own class

	Access to Toilets during Breaks
	Children ask teacher/SNA supervising yard

	Accidents

· Minor Injury

· Serious Injury

· Reporting and Recording
	Minor Injuries:  wash/antiseptic cream/plaster if needed/icepack

(first aid box in the hallway and ice pack in the staffroom)

Any head injury: contact parents: contact numbers in staff room
Serious Injury: Contact parents/ambulance: apply first aid if

possible. When child is safe, record incident in Yard Incident Book



	Policies and Practices

· Homework Policy: journal, recommended time per class level

· Behaviour Policy: rules, rewards, consequences

· Child Protection Policy
	All policies can be viewed on school website and are also available from

The office.


Procedures for Staff

In case of staff illness: Staff member should contact principal on 0857343889.  Substitute teacher will follow the class teacher’s Fortnightly Plan.  SEN teacher will cover class if substitute teacher cannot be sought.

In case of lateness: 
Contact Margaret on 0857343889 if a substitute is required.

Substitution:

Inform principal and school secretary if a substitute is required.

Supervision:

Rota is in classroom and in the staffroom. If you know you are going to be absent when you are scheduled for supervision, please arrange with another member of staff to cover your supervision period.

	School Procedures

	Roll call/attendance


	Log onto Aladdin, complete attendance before 9.40am.


	Pupil arrives late


	Mark child as ‘late’ on Aladdin, stating how many minutes late the child is.



	Pupil is ill


	Contact parents using contact information on Aladdin and inform principal.

Phone numbers also available in the staffroom.


	Fire Drill 


	When fire bell goes, line class up and bring them to the designated fire point 

at the front/back of the school as planned – 5th & 6th go out to the front of the school, Junior Infants – 4th class go out designated back doors and assemble in the back yard.


	Accidents

	Immediate action
	Bring child to bench and apply first aid if possible. Contact parent if

necessary.

	Reporting


	In case of all injuries, record in yard book.  


	Other Activities

	Contacting parents


	Parents can be contacted from the office/staffroom.  Inform principal of your

intention to contact parents if possible.



	Parent-Teacher 

Meetings
	Parent Teacher meetings take place in February.




	Extra-Curricular Activities 

	Permission


	If a trip or other activity requiring permission is organized, a letter including

permission slip should be sent to parents.  Include the purpose and nature of

the outing, the cost (if any) and departure and return times.  Check with

colleagues in case you need to bring an epi-pen. Bring Frist Aid Kit with you

which is fully stocked with all you need.


	Transport Arrangements
	If bringing children on a trip, eg. Football match, confirm with Principal and then ask secretary to book a bus.  If late on the morning of this trip, please contact Margaret.


	Substitution Arrangements
	Ask colleagues to supervise any children who may not be going.  Ensure that

children staying behind have work to complete.




	Resources

	Ordering equipment
	Check with principal that resources are not already in the school.



	Purchasing resources
	If you buy resources yourself, submit receipts to secretary for reimbursement.   If expenditure is greater than €50, check with principal in advance of purchase.

	Availability of curriculum

resources, e.g. maths equipment, art resources, etc.
	Art equipment available in the art presses at the end of the

hallway.  PE equipment is stored in the PE shed outside. The key

is in the staffoom.

	Availability of audio-visual resources
	Whiteboard and laptop in all classrooms



	Availability of lap-tops etc.
	One laptop available per classroom. One ipad per classroom.

	Availability of whiteboard 

markers, paper, dusters, etc.
	All of these are available in each classroom. All stationary is stored in

the press in the office.

	Photocopying arrangements


	Photocopier in office.  Secretary will photocopy documents on

request but for the most-part, everyone does their own

photocopying.  All laptops are connected to copier/printer

	Announcements for parents


	Parents informed of events by (i) letter/note (ii) Message (iii) school

website.  Check with principal as regards most appropriate method

	Other
	School uniform (navy jumper and trousers/skirt or

pinafore/light blue shirt or navy tracksuit/light blue polo shirt) is

expected to be worn at all times except for special occasions(dress-

up, uniform free day etc.) Sixth class hoodies are an accepted part of

the uniform which are purchased by the Parent’s Association

annually.


	First aid

	First Aid supplies
	First aid box is stored on the shelf in the hallway opposite the

door to the staffroom. Additional first aid supplies are stored on

the shelf in the staffroom.

	First Aid – trained staff
	All staff are trained but to be retrained, when Covid Restrictions

are lifted.

	Defibrillator – locations
	The defibrillator is stored on the shelf in the staffroom.


Appendix 2.  Thematic Monthly Planning

	
	Composer / 

Song Writer
Year 1
	Composer / 

Song Writer
Year 2
	Artist

Year 1
	Artist

Year 2
	Art

Yearly Plan
	PE



	 September
	Mozart 
	Tchaikovsky
	Claude Monet
	Robert Delaunay
	Paint & Colour & Drawing
	Gymnastics, Games,

GAA

	October
	Alan Menken 
	The Beatles
	Andy Warhol
	Eileen Gray
	Paint & Colour & Drawing
	Gymnastics, Games,

GAA

	November
	Jack White 
	Andrew Lloyd Webber
	Pablo Picasso
	Roy Lichtentein
	Construction & Drawing
	Aquatics, Games,
GAA

	December
	Christmas carols
	Christmas carols
	Christmas arts and crafts
	Christmas arts and crafts
	Construction & Drawing
	Aquatics, Games,
GAA

	January
	Ludwig Van Beethoven 
	Johann Pachelbel
	Banksy
	Bridget Riley
	Print & Drawing
	Athletics, Games,
GAA

	February
	The Dubliners
	Amhrán
	Quentin Blake
	Graham Knuttel
	Print & Drawing
	Athletics, Games,
GAA

	March
	Christy Moore
	The Corrs

	Wassily Kandinsky
	Henri Matisse
	Fabric & Fibre & Drawing
	Dance, Games
GAA

	April
	Clara Schumann

	Aretha Franklin
	Vincent Van Gough
	Jill Townsley
	Fabric & Fibre & Drawing
	Dance, Games
GAA

	May
	Stevie Nicks
	Vivaldi
	Environmental art
	Environmental art
	Clay & Drawing
	Outdoor & Adventure Activities, Games,
GAA

	June
	Backstreet Boys

	Frank Sinatra
	Clay
	Clay
	Clay & Drawing
	Outdoor & Adventure activities, Games, 
GAA
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