
Maralinga Primary School
Caring for the Future

CommitteeSecretary,
StandingCommitteeon Education& VocationalTraining,
Houseof Representatives,ParliamentHouse,
CANBERRA ACT 2600
Australian.

DearCommitteeSecretary,

I amableto commenton ‘the role andinput of schoolsandtheirstaffto the
preparationoftraineeteachers’asperpoint 8.

Induction Program.

At our schoolall newstaffaretakenthroughaninductionprogram. This usually
extendsoverthe first few weeksandis undertakenby the areacoordinator. (See
attacheddocumentation). An importantaspectis theevaluationwhichassistsusin
improving ourprocesses.

Mentoring Program.

• All graduateteachersareprovisionallyregisteredand in orderto gainfull
— regi-stration-undergo-a-proeess-whieh-is-eiosel-y-mon-i-tered-b-y-the-mentor—who

hashadprofessionaltrainingfor this purpose.
(Seeattacheddocumentation)

• At our schoolwe alsodo the following:-

- timetablean areasotheyall haveplanningtime together. In this way
theGraduateis discussing,planningand evaluatingprogramsand
resourcesandis guidedin thedirectionandvisionoftheschool.

- provideamentor,usuallyan expertteacher,to support,encourageand
guidethe Graduate.

Disillusionmentof Graduates.

Someteachersleavethe systemandin my experienceit maybedueto:-

- aschoolwith decliningenrolmentsmaynotbeableto offer afurther
12 monthcontract. If theGraduatefails to obtainanewpositionthey
mayleavethesystemto obtainemploymentelsewhere.
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- isolationin someschoolswheretheschoolis structuredin stan&alone
classesinsteadofteams.I purposelycreatehomogeneousteam
groupings,eg. 3 x 3 / 4 classessothat teachersareableto supportone
another.

- therole ofateacheris morethanjustateachingoneandperhaps,with
someindividuals,whole schoolexpectationsmaybetoo stressful.

I trustmy commentsmaybeofsomeassistance.

Yours sincerely,

Cf f~1o~

JENNY MAJOR
PRINCIPAL
1

S1 March,2005.



PAARALINGA PI~iMARY SCHOOL
INDUCTION

INTRODUCTION

Induction provides staff with direction, contacts and information when taking up a new
position in the school. It also helps staff identify skill and knowledge requirements at critical
career points: on recruitment, on taking up new appointment or leadership positions, and
on returning to employment after long periods of absence.

Orientation activities undertaken in the first few days or weeks of taking up a new position
are designed to assist staff to gain a sense of belonging and an understanding of the
organisation’s expectations, goals, structure and conditions of employment. Induction
refers to both the orientation phase and the development of skills, knowledge and attitudes
necessary to perform specific duties.

The development of a staff member’s work plan and professional development plan should
take into account both the individual’s professional and career development needs (based
on regular performance feedback), and the priorities of the workplace.

On entry into the school new staff members will receive copies of:

1. The School Charter
2. The School Compendium
3. The Curriculum and Standards Framework and course advice.

SCHOOL COUNCIL

School Council is the governing body of the school and all staff are accountable to the
school through the Council.

RELATIONSHIP WITH EXTERNAL PROGRAMS

The school has links with two major programs. A teacher for the hearing impaired visits on
a regular bases. The Life Education van visits on an annual basis for a week of lessons
across the school.

SPECIALIST ROLES

The school has teachers in the specialist roles of Music, Art, Physical Education and
Library. There are team leaders for the eight key learning areas.

The principal (or mentor) is responsible for introducing the new staff member to the school
over the first two days. Following discussion with principal (or mentor) an induction time
line will be set up which incorporates a professional development plan.



Induction Activity PersonResponsible Notes
~•Iji&&~4gd~Ut~ (UII~. A O(Agp
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On r~eiot of a~piicaLiort mail out P~inci~ai
position descriocion information.

abouttheschool.

Determinewho will be responsible
for theinduc~onprogram:the

Principal

principal, team-leaderor mentor.

Mail our ierzerof congrarular.ionsand
welccrne.inciudingstartingdazeand

Principal

time andoutlineof activities for firs:
two days.

Adviseream-leaderand/ormentorof Ptincical
staffmen~ber’s szarrin~date,role and

I resoonsibiliriesanddiscusstherole
of theteam-leade&rnerttcr.

I Ensure that the draft induction
program~.saeveloned.

?ubiicisethe newcomer’sarrival. Princical

Organiseaccrcpnatedesk.staticnety.
etc.

Invite thecersortto visit theschoolor
to attenda socialfunctionodorto start.

Arrangecornpiiat.ionof orientation
information

Advisc rcceodonlswic.chocardof
appointrncnt.

Putperson’sname on a~prooriate
circulationlists.

Additionalpre-ernplcymentactivities
(includeac~ivizie.r appropriatefor parricular
staff member and school).



!nduction Activity Person Responsible Notes
(hwcludadam,ama,& oAgr

4r7411*eMaLV atc)

Planwelcome. PrincipalI

Providea. tourof theschool
andprovide

informationaboutthe localazea.

Identify staff member’s immediate
needs and key information required
to feel secure in the new environment.

tnu~oduceto keypeoplein theschool. I I____________________1

Planforbriefdailyconcacrforthe Principal/team

first week. leader/mentor
Completerelevantpersonneland
payroll paperworkrequirements.

ProvideStaffHandbookandfolder
of informationmaterials

Emohasiseissuesrelevantto staff
member’sjob.

Discussspecificworkgoalsarid
timeline afterderaileddiscussion

Principal

aboutjob requirementsandschool
context

Ensurestaffmembergainsskills
requiredfor immediatejob
performance(e.g. photocopier,fax).

Confirm draft inductionprogram.

Additional activities
(fnclu4eactivirie: appropriaC~for
parric~dar£:aff;neni*5erandschool).



[nduction Activity PersonResponsible Notes

Aftercompletinga needs ialysis
developanindividual proC~.sional

Principallteam
leader/mentor

developmentplanthrough
disctxssion.Setup appropriateon
thejob supportandnominatestaff
memberfor appropriatecourses..
The individual professionc.L
developmenrplan wilt supporr rhe
.ndividual’scareergoals,his or her
speciflcdevelopmentneeds,and the
school’sprofessionaldevelopment

plan.

Arrangeavisit to otherschools,
RegionalOffice, SchoolSupport
Centreand StateOffice and
famillarise staffmemberwith
managementandservicesas

Pt-incipallte3ni
leader/mentor

acorooriate.

Continueregularmeetingsto monitor
andevaluateinduction progress
againstexpectedoutcomesof the
program.

Arrange force-workingopportunities
(“buddies” from thestaffmembers
work team)..1

Additional acr.ivitie.s
(irtcl~deac:iviliesappropriatefor partic~dar

staffmember and school).



Arrange discussion to introduce
stafl” memberto school values,goals,
customs and expectations andalso
to communityprofile,culture,
valuesandexpectations

I
Principal

Induction Activity Person Responsible Notes

~rrwIgemouetc)
(L’~d~da datej~. timsr. A ocJ~,j

Continuewith daily conca~:and Principal/team-leader/
provideart opp tunicy for f~dback mentor
andtwo-waycommunication.

Arrangea “welcome” lunchor
mortting teafor newstaffmembers.

Setup processesto provide
opportunitiesfor staffmemberto
understandthework of others
andcontributeto schooldecision
making.

Providebriefingon
administrative/officeprocedures

Checkthat staff member’sname

is on appropriatecirculationlists.

Additional activities
(inch~d~activitiesaopropriatefor
partic’.dar staffmemberandschool).



Induction Activity Person Responsible Notes(bici~sde d~zu. timat. & o~Jwr
arraJ?g~maI~ e:c)

Ensurethatthe inductionprogramis
operatingsmoothly.

Checkif any furthersupcorcis
recuiredto ensurethat thestaff
member’swork goalsarebeing
achieved.

Redesignwork goalsas appropriate.

Ensurethattheindividual
professionaldevelopmentplan is
being implemented.

Evaluatetheinductionprogramwith I
input from peopleinvolved.III

Celebratethecompletionof the
inductionprogram.

II

Additional activities
(inch~deac:ivit~es appropriateforparric:dar
staffmemberandschool).

Staffmembcm~

Datc: Datc:

Principal:



INDUCTION PROGRAM

EVALUATION SHEET

t. Did you.developan inductionplan? Yes No

2. Did the inductionprogramhelpyou to:-

• understandthe roleandworkrequiremeats? Yes D No D

• accessthe facilities andresourcesneededto carryoutyour responsibilities?
Yes No El

• establishgoodworldngrelationshipswith colleaguesandmanagement?
Yes El No

• understandthepolicies, guidelinesandproceduresof the workplace?
YesD No~

• establishclearwork goals?
Yes H No

• completea professionaldevelopmentplan thataddressesyour individual andwork
placeneeds?

Yes El El
3. How would you ratethe inductionprogram?

4. Whatwere the mostusefulaspectsof the program?

5. What aspectsof the programdid you find leastuseful?

6. Whatadditional activitieswould you suggestbe includedin future inductionprograms
in yourworkplace?


