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Induction Programme

PERSONAL  INFORMATION (e.g.)

Name:   


Address:  



Home Telephone Number: 

Mobile Number:  

Car – make, model and registration number:  

Date employment commenced:  

JOB  DESCRIPTION (e.g.)
Line Manager:


Hours of Work:

Salary Grade:

1. Purpose of your job

· To assist the Director of Administration in all aspects of secretarial and administrative duties providing professional support.

· To act as a personal assistant to the Director of Administration.

2. Main areas of responsibility

· Meet daily with Director of Administration.
· Ensure confidentiality at all times.

· Ensure deadlines are met by:

i. Liaising effectively with members of staff.

ii. Collating information required meeting deadline and milestone dates.

iii. Bringing any unforeseen problems to the notice of the Director of Administration where appropriate and in a timely fashion.

· Encourage effective time management throughout the day.

· Make appointments as required ensuring sufficient time allowed.

· Advise other members of staff of attendance at meetings.

· Maintain the filing system with the Director of Administration.

· Meet and greet visitors.

· Produce reports as required.

· Understand the principles behind effective management of electronic data and systems.

· Receive/make telephone calls.

· Check email daily, bringing any relevant information to the attention of the Director of Administration or other members of staff.

· Check other email addresses if requested to do so.

· Sort mail as required by Director of Administration.

· Attend New Parents’ Evening and Open Evening as requested by the Director of Administration and/or Headteacher.

· Administer paperwork associated with fixed term and permanent exclusions.

· Attend daily briefing meeting and take minutes.

· Word Processing as requested by Director of Administration.
· Provide guidance to colleagues.

· Additional duties/responsibilities as required by the Director of Administration and/or Headteacher.

SCHOOL  INFORMATION – phone numbers etc
SCHOOL  GOALS
	Ultimate Aim: Create Independent and Interdependent Learners through a personalised approach to Learning


	Goal 1: Improve Teaching 


	We will:

	· Develop increasingly effective classroom teachers 

	· Review and Enhance our curriculum provision

	· Ensure that lessons engage and challenge all students 

	· Enhance leadership within the school

	· Continue to develop and improve assessment 

	· Encourage a culture of reflection, staff development and action research

	· Develop Literacy practices in the classroom


	Goal 2: Improve Learning 



	We will:

	· Raise standards of achievement and attainment.

	· Create a personalised learning programme

	· Raise students aspirations.

	· Develop students who are capable and self sufficient

	· Raise the standards of Literacy

	· Teach students lifelong learning skills (Learning to Learn)

	

	Goal 3: Improve students Experience and Opportunities
 

	We will:

	· Ensure students are involved in a range of activities that positively enrich their educational experience

	· Extend the student voice

	· Develop our students ability to Learn how to LEAD.

	· Improve student development and support to ensure students succeed.

	· Provide opportunities to contribute.

	

	Goal 4: Improve Whole School and Community Learning


	We will:

	· Develop our collaboration 14 – 19

	· Continue to develop our workforce remodelling

	· Ensure that there is effective transition 

	· Further develop our links with business

	· Work on the issues of Healthy schools

	· Continue to develop community partnerships


CORE  VALUES
As a school community we believe that the following values underpin our practice at Marriotts School.

They outline our ambition to deliver the highest quality education possible, and help young people, their parents and our wider community achieve their potential both individually and collectively.

Marriotts School:

· values people regardless of age, role or status and understands their importance in creating the environment for learning.
· acts on the belief that all can and want to succeed and finds ways of measuring and celebrating this success.
· believes that intelligence and talent are multi-faceted and are shown in a variety of ways.
· is committed to achievement and making progress in line with understanding how to exceed personal bests in all areas of performance.
· believes that learners must be independent and responsible for their learning within a supportive and challenging structure.
· is inclusive not exclusive. We value the individual, celebrate diversity and try to meet the needs of all.
· cares about the health and well being of our community and promotes the enjoyment of and commitment to learning within lessons and beyond the normal curriculum.
· is committed to its role as a sports college as part of the specialist schools programme.
· is a learning community promoting a life long commitment across phase and beyond the school gates.
· believes in courteous, polite and caring relationships. This includes our relationships with each other and our environment.
RELEVANT INFORMATION CAN BE INCLUDED ON THE FOLLOWING TOPICS:
CHILD PROTECTION STATEMENT
EQUAL OPPORTUNITIES STATEMENT
SAFEGUARDING CHILDREN

HANDLING MONEY
EMERGENCY EVACUATION OF THE SCHOOL
MAP OF THE SCHOOL

TIMING OF THE SCHOOL DAY

STAFF LIST

ACCEPTABLE USE (STAFF) POLICY / CODE OF CONDUCT
ICT and the related technologies such as email, the Internet and mobile phones are an expected part of our daily working life in school.  This policy is designed to ensure that all staff are aware of their professional responsibilities when using any form of ICT.  All staff are expected to sign this policy and adhere at all times to its contents.  Any concerns or clarification should be discussed with the school eSafety coordinator.  

· I will only use the school’s email / Internet / Intranet / Learning Platform and any related technologies for professional purposes or for uses deemed ‘reasonable’ by the Head or Governing Body.

· I will comply with the ICT system security and not disclose any passwords provided to me by the school or other related authorities. 
· I will ensure that all electronic communications with students and staff are compatible with my professional role.
· I will only use the approved, secure email system(s) for any school business.

· I will ensure that personal data (such as data held on SIMS) is kept secure and is used appropriately, whether in school, taken off the school premises or accessed remotely.

· I will not deliberately browse, download or upload material that could be considered offensive or illegal.

· If I accidentally come across any offensive material I will report it to my line manager.

· I will not send to students or colleagues material that could be considered offensive or illegal.
· Images of students will only be taken and used for professional purposes and will not be distributed outside the school network without the permission of the parent/carer.

· I understand that all my use of the Internet and other related technologies can be monitored and logged and can be made available, on request, to my Line Manager or Headteacher.  

· I will respect copyright and intellectual property rights.

· I will support and promote the school’s e-Safety policy and help students to be safe and responsible in their use of ICT and related technologies. 
I understand that failure to comply with this policy may result in disciplinary action in line with HCC Personnel Guide.

REGISTER OF BUSINESS INTERESTS
Why is a Register necessary?

The staff and governors of a school clearly have an obligation to avoid any conflict of interest between their own affairs and those of the school.

What should be included in the Register?

The Register of Business Interests should be used to identify any business/commercial/

Financial interests they have which might give rise to a potential conflict of interest. For example: that they, or a close friend, or relative, are an owner, director, or employee of a supplier to the school.

Potential conflicts of interest might conceivably extend to other situations; such as if a relationship existed between two people where one could influence the appointment, advancement, or pay of another.

Essentially all governors and staff should consider whether they have any interests (or relationships) which could in some circumstances lead to suggestions that their objectivity and integrity is compromised, and record these confidentially for consideration by the Headteacher and governors.

Any interest or relationship need be described in no more detail than is necessary to make clear in what circumstances an individual’s position might be compromised. For example: 

‘I am an employee of XYZ Ltd – a likely supplier or contractor to the school.’

‘My brother-in-law is a Supply Teacher – who may be engaged by the school.’

What action should be taken in response to a declared interest or relationship?

The Headteacher and/or Chair of Governors should make arrangements to avoid a conflict of interest arising.


CONFIDENTIALITY
Confidentiality is an essential element of the success of our school. As such it is an isS for all groups within the Marriotts School community. Staff should bear in mind: 
· Details regarding staff and/or students are not to be disclosed to any parents/carers or other members of staff other than those named as appropriate.

· Staff should feel that they can talk professionally in the knowledge that what they say will not be repeated elsewhere.

A breach of confidentiality is considered a disciplinary matter and will be dealt with under County guidelines.


ADMINISTRATION TEAM
	NAME
	Secretary/First Aider

	J’s responsibilities include: reprographics, rewards, word processing, dealing with queries regarding students, staff and members of the public. J deputises for the Office Supervisor in her absence. J is a qualified first aider.


	NAME
	Office Supervisor/First Aider

	M’s responsibilities include: supervision of the Reception/Admin Office, attendance, mentoring, back-up to SIMS Manager and dealing with queries regarding students, staff and members of the public. M is a qualified first aider.


	NAME
	Receptionist/Clerical Assistant/First Aider

	L’s responsibilities include: meeting and greeting visitors to the school. Word processing, dealing with queries regarding students, staff and members of the public. L is a qualified first aider.


	NAME
	Assistant to Director of Finance

	T’s responsibilities include: assisting the Director of Finance in the day-to-day issues relating to the school.


	NAME
	PA to Leadership/First Aider

	S’s responsibilities include: distribution of cover work, work experience, booklets, Insight into Industry and working closely with the Leadership Team. S holds the First Aid in Schools certificate.


	NAME
	Director of Data

	L’s responsibilities include: timetabling, electronic registration and ensuring that the student database (SIMS.net) is kept up-to-date. She also deals with the administration of examinations.


	NAME
	Assistant to Director of Data

	D’s responsibilities include: the day-to-day handling of issues relating to exams and data, in charge of exam invigilators.   


	NAME
	Director of Finance

	S’s responsibilities include: the day-to-day handling of finance issues relating to both the school and Gymnastics Centre and the school budget.  


	NAME
	Secretary to Student Support Centre

	S works in the Learning Support Faculty, her responsibilities include all issues relating to the Student Support Centre. 


	NAME
	Secretary to Learning Support Faculty

	K works in the Learning Support Faculty, her responsibilities include the day-to-day issues relating to Learning Support.  


	NAME
	Director of Administration

	J’s responsibilities include: the management of day-to-day issues relating to the Headteacher, governors, recruitment advertising and prospectus. 




All members of the administration team undertake typing for various members of staff.

TOP TEN TIPS
1.
Know what you are doing and what is expected of you, if not, ask.

2.
Establish ground rules and limitations with staff.

3.
Make yourself indispensable.

4.
Build up relationships with colleagues and staff.

5.
Be polite and courteous at all times.

6.
Write messages down, so you don’t forget them.

7.
Meet and greet visitors with a smile (you’re not the only one having a hard day!)

8.
Be patient – sometimes things take a little longer than expected.

9.
Enjoy working with your colleagues – if you don’t then tell someone!

10.
Don’t forget to smile, it’s infectious.

INDUCTION PROGRAMME
Over the next few weeks you will learn various tasks and be associated with many members of staff.  The tasks on the list below will be looked at and covered by a member of the administration team or another member of staff as appropriate. This is not an exhaustive list but is designed to help and guide you, please remember if you don’t understand something - just ask we are always willing to help!

	Date
	Title
	Description
	Completed

	
	Computer 
	Open and close procedures associated with the computer. Filing, emails (send/receive and attachments), SIMS.net Database (log-in/out, reports, student database, attendance).
	

	
	Handling of Money Procedures
	Explained, read and understood. Form signed and a copy taken.
	

	
	Emergency Evacuation Procedures
	Explained, read and understood. Form signed and a copy taken.
	

	
	Confidentiality
	Explained, read and understood. Form signed and a copy taken.
	

	
	Acceptable use (staff) policy / code of conduct


	Explained, read and understood. Form signed and a copy taken.
	

	
	Register of Business Interests
	Explained, read and understood. Form signed and a copy taken.
	

	
	Facsimile Machine
	Location and use of machine.
	

	
	Franking Machine
	Location and use of machine.
	

	
	Liaison with Administration Team
	Get to know the team, their job roles and responsibilities.
	

	
	Liaison with other members of staff
	Get to know other members of staff as appropriate including; technicians, learning support assistants and teachers.
	

	
	Meetings with Mentor
	Weekly during first three months of probationary period and monthly for the next three months.
	on-going

	
	Messages
	Take and deal with messages as required.
	

	
	Post
	Post in and out of the office.
	

	
	Reprographics
	Use of reprographic machines
	

	
	Students
	Help and support students with issues as they arise.
	

	
	Staff Room
	Staff pigeonholes, notice board.
	

	
	Staff Handbook
	Location and contents.
	

	
	Familiarities with the school
	A full tour of the school including the Gymnastics Centre.
	

	
	Use of Telephones
	Dealing with incoming/outgoing calls including transferring and taking messages.
	

	
	Visitors
	Meet and greet visitors being polite and courteous at all times. Inform relevant member of staff as necessary.
	











DECLARATION OF BUSINESS INTERESTS - FORM





SCHOOL GOVERNORS AND STAFF














CONFIDENTIALITY








I confirm that I have read and understand the statement above regarding Confidentiality


in the school.








Signed ……………………………………….    Date ……………………….





Print Name: ……………………………………………………………………





Position in School …………………………………………………………….








Please pass a copy of this statement to …………….




















INDUCTION AND TRAINING BOOKLET FOR ADMINISTRATION STAFF





























ACCEPTABLE USE (STAFF) POLICY / CODE OF CONDUCT








User Signature





I agree to follow this code of conduct and to support the safe use of ICT throughout the school


Signature …….………………….………… Date ……………………


Full Name ………………………………….........................................(printed)


Job title . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
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