Academic Staff Induction Institute of Education 

The New Wave Programme 

Dear Colleague,

I have great pleasure in extending a very warm welcome to you. Together with other new and some recently joined staff you are now a member of the IoE ‘New Wave Group’. There follows some information about the Faculty’s induction programme for the New Wave. This programme takes place within the broader induction programme provided by the University as whole. You will be contacted separately about this.

How induction works

The induction process is designed to support new members of staff with their integration into the faculty. It also intends to offer a firm foundation for future professional development. The three main strands of academic work in the IoE are teaching, research and academic enterprise. Most tutors tend to be focused in one or two of these areas, though you will grow into other things over time and as your career progresses.

The three strands of the New Wave Induction Support Programme are

1. Support from a mentor who will help you to determine your individual needs, tailor your induction programme to meet them and regularly review progress with you. The reviews should help you to hold your induction process together.
2. Activities and events focused on introducing you to key aspects of the work of the IoE and wider university. If your main focus is research or academic enterprise your project director will help you to identify suitable activities that will help you with your work. The examples in the pack are focused on teaching.
3. The ‘New Wave Group’ itself, where you will meet other new and recently joined colleagues and key members of staff with whom you can network.

You are expected to be pro-active in planning, driving and reviewing your own induction process. You will have some hours allocated on your timetable to enable you to engage in induction.

The role of the induction mentor

Your mentor also has some time allocated to ensure that you can access the individual support you will need. The mentor’s role includes helping you to:
· analyse your needs; 
· plan how best to meet your needs;
· sign-post you to relevant colleagues and information;
· support you in your planning for teaching and arranging informal peer observation/co-teaching with you; 
· support you in the marking and assessment processes; and  
· if your main focus is research or academic enterprise your mentor will usually be your Project Director who will assist you with planning your induction and with developing the skills you will need to carry out your duties;
· provide constructive feedback, support and encouragement as needed.



Who else can help me?

Members of your subject, programme and area teams, your Academic Division Leader or area leader and Programme Leaders will be happy to offer you advice and support, as will Heads of Department and the Head of Research. 

The Head of Department responsible for professional development will monitor your integration and is available to discuss any problems or issues you may be having difficulty addressing. 

Above all, do tell us what you need so we can help - you are not alone! If things are not going well in some areas of your work the earlier you alert us the more help we can provide.

We wish you a fulfilling first year with the IoE.

Jan Green

Professor Jan Green 
Head of Department: Professional Development and Staffing



The New Wave Group - Academic Staff Induction Programme - IoE

This programme supplements the University wide induction programme for academic staff, where you will be formally welcomed by a member of the Directorate, meet new colleagues from across the University and be given further information about the University facilities and activities.
 
The following programme will operate at IoE level and your mentor and immediate line-manager will be able to help you to modify and tailor it to meets your needs. If you have joined us from an HEI setting your needs will be very different to those who join from a practice setting so please do treat this programme as a starting point not the finished article. Your division/area/project leader will try to ensure that you can attend the various elements of the programme. It is important that you try to engage with the all the elements of the programme. It will help if you get the relevant dates into your dairy as soon as you can and plan around them.

PRIOR TO JOINING
You will usually be invited to a joining meeting (see checklist for suggested agenda). You may also be invited to attend relevant planning meetings as and when you can and you will want to begin the relevant reading and preparation associated with your post.

IN YOUR FIRST TERM 

· Week One Review with your induction mentor (see checklist for suggested agenda). Set date with mentor.

· Week Four Review with your induction mentor (see checklist for suggested agenda). Set date with mentor.

· Week Eight Review with your induction tutor (see checklist for suggested agenda). Set date with mentor.
 
· Activity A - Joint Planning
Joint plan some teaching with your mentor and or other members of your team. Consider the needs of the student group, content, pedagogic approaches, their learning outcomes and how this element relates to the broader context and assessment framework for their programme. Put dates for this in your diary.

· Activity B - Observing Teaching and/or Co-Teaching
Observe some teaching and do some co-teaching. You could observe teaching in different phases or on CPD units with serving teachers. New Wave staff could also observe each other teach. For example, three of you could set up an observation triangle arrangement. Keep notes on your learning and the questions/problems this raises for you. Debrief with the tutors involved and explore some of the deeper issues associated with the assumptions we hold about student learning, the pedagogic approaches used, how the diverse needs of the group are met and the underpinning professional agenda. Your mentor and division leader will observe you teaching during the year and will offer constructive feedback. Keep a close eye on your student evaluations and learn form them.  Get dates in your diary.

· Activity C - Marking, Assessment and Moderation
Engage in some join marking and moderation of assessed work and debrief on the issues with the tutors involved.  Set dates for this.

· Activity D – Placement Visits, the Tutor’s Role 
Shadow an experienced colleague on some placement visit and debrief on the 
role of the tutor, student and placement mentor the relationship of the visit to student support and progress and the broader programme and its assessment framework. Set dates for this.

New Wave Event 1 – The IoE Welcome Meeting and lunch (Friday 11th September)
 
· Meet the Dean and senior staff members as available 
· Meet other new colleagues
· An overview of the IoE, how it works and the current issues it faces 
· An overview of the new wave induction programme 
· A chance to raise your questions 

New Wave Event 2 - Teaching and Learning in the IoE 

· Sharing your teaching and learning experiences so far – be ready to talk about your issues.
· Preparing for placement visits 
· Equal Opportunities, the compulsory MMU training you need to complete and find out about learning support services. 
· Monitoring and quality assurance on programmes 

New Wave Event 3 – Assessment and moderation
 
· Academic writing, marking and the assessment cycle
· Partnership working 
· Sharing your experience on placement visits and their role in the training and assessment process
· Updates on Teaching and Learning from Year 2 New Wavers.

IN YOUR SECOND TERM  

Term Two Review – this should happen early in term two of your post. Discuss your development needs and agree a programme for terms 2 and 3 that will take you forward. 

Term Two Activities 
With your mentor design the activities that you need to engage in to take you forward with your induction needs for this term. Keep the demands of these manageable and ensure they have clear developmental outcomes for you that are of direct benefit to your work.



New Wave Event 4 - Research and Academic Enterprise 

· What research and academic enterprise projects are happening now and opportunities to find out more? 
· Being scholarly and doing research, developing our professional identities.
· The role of the Professional Development Review Scheme and establishing your own profession development agenda. 
· New wave event 5 - planning it.  

IN YOUR THIRD TERM

Term Three Review – to take place early in term 3. Review your term 3 development needs and agree a programme that will take you forward. Preparing for your first PDR and next year’s workload (this assumes that term three is the summer term where it is not then this item should be included in the whichever review takes place at the start of the summer term.) 

Term 3 Activity
With your mentor design the activities that you need to engage in to take you forward with your induction needs for this term. Keep the demands of these manageable and ensure they have clear developmental outcomes for you that are of direct benefit to your work.

New Wave Event 5 – Where to from here?   
Analysis of ongoing needs and ideas for activities, then participate in a sharing event that will help move you on. Invite your mentors and other staff to join the celebration of your first year in the IoE. 

Other dates for your diary will come up and you should discuss with your mentor which opportunities to prioritise. 

Other things you need to know about your professional development

The IoE has a strategic development plan that feeds into the overall university strategic plan. This plan creates a change agenda for us and that in turn produces development needs. These needs, together with the outcomes of staff PDRs produce the faculty staff development priorities. All the relevant information and documentation associated with staff development can be found on the IoE website and the broader information is on the HR website.

What does this mean for you?

· The IOE is committed to supporting the ongoing development of its staff and resource is set aside annually to meet agreed staff development needs. 

· A number of days each year are set aside for development activity in the form of Division Development Days, Programme Development Days, IoE Wide Development Days and the Annual Faculty Teaching and Learning Conference. It is expected that you participate in these days so get the dates in your diary and prioritise them.   

· Each year you will have a Professional Development Review (PDR) where you will discuss your achievements, set targets and agree your profession development needs in relation to the faculty priorities.

· Your Division Leader holds the profession development fund you can apply to. To do this you need to complete as professional development form (available from the IoE website) and take it to your Division Leader for discussion and approval.

· The University provides a central programme of training and development that covers a wide range of issues. See the HR website for the programme and the associated staff development policy. Some elements of the programme are compulsory and you need to complete them within a year of joining the faculty.

· One of the IoE's targets is to support staff in upgrading their qualifications. Support is available for higher degree study and we would expect that all teaching and research staff be qualified to Masters level or above. It is also expected that all teaching staff hold a current and relevant teaching qualification. Please contact the HoD i/c staff development directly if you want /need to register for such a programme to discuss your options. Where it can the IoE meets the fees for such courses for a specified number of years and offers a small remission on timetable to enable participation.

 

Checklist for Joining Meeting

· Negotiate suitable timetable.
· Guidance on preparation and reading.
· Set up diary to take account of teaching, preparation, marking and assessment, meetings, school visits etc. Explain annual cycle of work and advise on diary working/time management as needed.
· Explain arrangements for office allocation, keys, computer and phone.
· email address, registering for WebCT.
· Invitation to any relevant planning meetings (attendance is voluntary).
· Join email circulation lists.
· Opportunity Raise any immediate issues or concerns.
· Information re the new staff induction programme

Notes: 
(It is important that you record your progress through induction. Please record completion/modifications to the agenda, note agreed targets and actions along with any concerns and how they will be addressed. Your mentor should sign to agree the record of the meeting.)    













Mentor’s signature:  



Checklist for Week 1 Review

Make brief record of engagement and progress to date for discussion with your mentor and clarify your needs in the next phase with planned activity to help meet hem in time for the next review.

· Site tour (teaching rooms, main administrative offices, student and staff facilities, refectory, loos, photocopying facilities, reception, etc.) 
· Introduction to key staff.
· Ensure teaching schedule and rooms for teaching are known and accurate with contacts that can help in each area.
· Logging on to the interactive whiteboard facilities
· Registering for WebCT
· Accessing copying facilities, professional and teaching materials and resources
· Info re AV and ICT facilities
· Technical support, ordering of equipment and risk assessment procedures.
· Fire evacuation procedures
· First aiders 
· Establish development needs and deal with any immediate concerns
· Tailor this programme in relation to your previous experience. Your needs will be different according to background and previous experience in the higher education sector.

Notes: 
(It is important that you record your progress through induction. Please record completion/modifications to the agenda, note agreed targets and actions along with any concerns and how they will be addressed. Your mentor should sign to agree the record of the meeting.)    













Mentor’s signature:  


Checklist for Week 4, 8, Term 2 Reviews

Make brief record of engagement and progress to date for discussion with your mentor and clarify your needs in the next phase with planned activity to help meet hem in time for the next review.

1. Progress to date, how am I doing? 
2. Any issues or concerns that you need support with?
3. Feedback on activities and events engaged with.
4. Needs to be addressed before next review and forward plan to meet them. 

Notes: 
(It is important that you record your progress through induction. Please record completion/modifications to the agenda, note agreed targets and actions along with any concerns and how they will be addressed. Your mentor should sign to agree the record of the meeting.)    











Mentor’s signature:  




Checklist for Term 3 Review

Make brief record of engagement and progress to date for discussion with your mentor and clarify your needs in the next phase with planned activity to help meet hem in time for the next review.

· Progress to date, how am I doing? 
· Any issues or concerns that you need support with?
· Feedback on activities and events engaged with.
· Needs to be addressed before next review and forward plan to meet them. 
· Planning for first PDR and the process by which workload is arrived at.


Notes: 
(It is important that you record your progress through induction. Please record completion/modifications to the agenda, note agreed targets and actions along with any concerns and how they will be addressed. Your mentor should sign to agree the record of the meeting.)    













Mentor’s signature:  
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