 	



Professional Experience Site Induction Guide
This guide outlines suggested induction discussion topics to help Pre-service Teachers understand workplace practices, placement expectations, and professional engagement with colleagues, families, and the community.

	[bookmark: _Hlk195520351]General Setting Information

	· Setting ethos and philosophy 
· Setting population 
· Setting map  
	· Classes/age groups of setting and placement
· Setting-based support programs and resources 
· Staff induction booklet (if available)

	Safety

	· Working With Children Clearance card checked
· Procedures for signing in/out each day  
· Protocol when absent or late 
	· Sun safety for staff and students
· Emergency and evacuation procedures
· Duty of care and supervision 

	Communication Processes

	· Staff communication 
· Staff meetings/Team meetings – attendance expectations
	· Planning and programming meetings and times
· Access to setting portal
· Preferred methods of communication  

	Policies and Procedures

	· Code of Conduct
· Setting-based mandatory reporting procedures
· Behaviour Management policies and processes 
	· Dress Standards and expectations 
· Appropriate methods of engaging with parents 

	The School / Centre Day

	· An overview of the setting timetable per day and week
· Classroom timetable or routine 
· Duty Expectations  
	· Work hours
· Other staff members (e.g. specialist teachers, support staff, room leaders) 

	The Basics

	· Your class/es location/s
· The staffroom
· Amenities
· Food and storage
	· Resources – teacher resources/photocopying/ internet/access to IT resources
· Car parking 

	Setting Programs

	· Specific programs 
	· Whole site instructional or observational models

	Induction Confirmation   Please ensure signatures are ‘hand signed’, or an electronic image of the signature is used.

	Mentor Teacher/s

	Pre-service Teacher

	Site Placement Coordinator


	Click or tap to enter a date.
	Click or tap to enter a date.
	Click or tap to enter a date.
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