	Harlington Community School 

	Induction Check List

	Date

	Name of Teacher
	

	Subject
	

	
	Done
	Comments

	Staff Photos and ID badges
	
	See Reception and wear at all times

	Log in and email
	
	See ICT Technician

	Key fobs
	
	£5 deposit

	Caretaker staff
	
	Meet and greet

	Using the map
	
	In booklet - practice

	Timings of school day
	
	

	Joining a union
	
	Do it

	e-registration
	
	See ICT Technician

	Morning Notices
	
	8 am in staffroom daily

	Break-time duties
	
	All staff expected, 1-2 per term

	Meetings
	
	Tuesdays until 5 pm.  All required including supply

	Parents’ Evenings
	
	See Calendar

	Reports
	
	See Calendar – positive wording only

	Trips
	
	See D/H 

	Behavioural Policy
	
	School documents

	SMART boards
	
	

	Application for Training
	
	See CPD leader/ Training Manager

	Training Days INSET
	
	See Calendar

	Marking
	
	Weekly according to AFL policy and following departmental guidelines

	Seating Plans
	
	Essential requirement

	Uniform
	
	Must challenge, see diaries and handbooks

	Sanctions/Detentions
	
	Slips in AV resources – two warnings; ten minutes; school detention – phone home first

	Assemblies
	
	See Handbook

	Contacting Parents
	
	See pastoral manager in first instance then phone – good practice

	SEN/GT/EAL
	
	School documents

	Audio-Visual Resources/photocopying 
	
	Three days notice needed

	Cover
	
	All staff expected to cover

	Notification of staff absence
	
	By 7 am on school telephone

	Staff Planner
	
	Available from AV Resources

	Phone system
	
	Messages in trays, phones in faculty or offices

	e-mail
	
	See Handbook

	Context sheets (pupil data) SIMS
	
	School documents

	Lesson plan formats
	
	School documents

	Starters: 
	
	Resources and preparation

	OFSTED Criteria 
	
	Use for planning

	Child and Staff Protection
	
	School documents



