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Your roles and responsibilities in school
	On appointment to your school




Before taking up your appointment or early in
the first term you should be provided with the following documents and information.

Ask your headteacher or induction tutor to ensure you have everything you need.
Please tick once you have copies.

· The aims of the school

· School prospectus

· Staff handbook

· School policy documents

· Subject policies, handbooks and schemes of work

· Planning guidelines and formats

· Assessment and marking requirements including reporting arrangements
· Information about classes to be taught

· Your timetable

· Arrangements for photocopying

· Procedures for stock distribution/resources
· Holiday dates 
· Fire drill procedures

· School uniform policy

· How to complete the attendance and any other register

· School calendar and meetings schedule

· Duty arrangements

· Lunchtime arrangements

· Wet break/lunchtime arrangements

· Arrangements for the first day, e.g. assembly, induction of new children
· Procedures for informing school of illness/absence

· Behaviour management policies and procedures

· Child protection and safeguarding arrangements

· Health and Safety information including accident or emergency procedures

· Homework policy

· Contacting parents

· Meeting schedule

· CPD opportunities

--------------------------------------------------------------------------- 3.3 --------------------------------------------------------------------------
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Your roles and responsibilities in school
	Names and contacts




Complete this sheet as a useful record for future reference.
School name: 

Address: 

Telephone number: 

Fax number: 

Email address: 

Headteacher: 

Deputy headteacher(s): 

Your induction tutor(s): 


Your head of department/key stage co-ordinator: 

School administrative staff: 


Caretaker: 

Chair of governors: 

Professional association representatives: 


Name: 

School: 

Area: 

Telephone number: 

LA Link Adviser(s): 


Subject Adviser(s): 


Other Adviser(s): 


As a newly qualified teacher you are advised to take up membership of a professional

association. Details of the various organisations will be available in your school.
--------------------------------------------------------------------------- 3.4---------------------------------------------------------------------------
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