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	Purpose:   All new staff have access to induction training into a new role

	Staff Involved:  Principal. Deputy Principal, Heads of Departments, Staff Development Officer, Head of IT, Health and Safety Officer

	Method(s) used to carry out this procedure
	Who does it
	Evidence generated by this procedure

	All new members of staff are made aware of the policies, procedures and monitoring guidelines which underpins the effective delivery of educational programmes and the effective systems which support such delivery in the college
	Principal,

Deputy Principal

Head of Department,

Course Director

Staff Development Officer
	College Intranet (MOODLE) and Staff Handbook

Memos of formal and informal meetings

	All new members of staff attend initial and regular staff meetings where important changes and alterations to policies and procedures are highlighted and explained.
	Principal,

Deputy Principal

Head of Department,

Course Director

Staff Development Officer
	Staff Meeting Agendas and attendance sheets

	All new staff attend the regularly provided inservices training, particularly in areas of Health and Safety, IT training, Dealing with Special needs.
	Health & Safety Officer

Head of IT

Disability Officer
	Records of attendance at special courses

	All new staff are instructed as to assessment and exam protocols
	Course Director Examination secretary
	Minutes of Course Meetings, Notices distributed by Examinations Department

	Monitoring

	Monitor (Job Title)
	Frequency
	Monitoring Method(s)

	Principal
	On-going
	Review of areas of responsibility within college

	Deputy Principal
	Twice Annually (min)
	Review of attendance by new staff at all staff meetings and relevant inservice courses

	Staff Development Officer and College Web Manager
	On-going
	Maintaining and insuring access to all relevant documentation governing policies, procedures, monitoring methodologies and examples of good practice in the staff handbook and on the college intranet via moodle

	Staff Development Officer
	End of Year
	Survey of needs and relevant issues experienced by all members of new staff











B3 Staff Recruitment & Development


