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Hataitai School Personnel Procedures

Induction

Hataitai School will sustain a learning environment that challenges and 
supports every child to develop to their fullest.

Our commitment

The Hataitai School board of trustees supports, develops and maintains a motivated and capable team of teaching and support staff, in order to provide the best learning environment for our students.  We meet all our legislative and contractual obligations in our role as a good employer.

Rationale of Professional Development Procedures
These procedures are designed to ensure that new staff understand the school directions and procedures.
Guidelines 
Action










Responsibility
· Job description given and performance agreement signed


Principal

- if not completed on appointment.

· Issuing of appropriate handbook.






Principal

· Tour of the school, and in particular explanation of the resource areas.
Learning Leader

· Explanation of the various communication channels-



Learning Leader

web calendars, daily notices, notes, timetable board, staffroom whiteboard

· Explanation of the computer network- 





ICT Team member

Issuing of the Using the network guidelines.

· Powhiri or welcome Arranged






Principal

· New Employee Forms completed and sent to Payserve


Office Manager

· Personnel file opened







Office Manager

These procedures apply to all new staff members- teaching or non teaching.[image: image2.png]



These procedures were reviewed in July 2007

