Induction Programme for Work Placement Students and 6th Year helpers.

St Andrew’s School
St Andrew’s Gardens

Inverurie

AB51 3XT

Tel: 01467 621215

standrewsinv.sch@aberdeenshire.gov.uk
Welcome to St Andrew’s School
Induction pack for WP students and 6th year helpers

This pack should provide you with some essential and relevant information to help and support your time at St Andrew’s School.

All jobs at St Andrew’s are important.  We work as a team and every part of the day is a learning experience for our pupils.

YOU also play a vital role and all staff recognise and respect this.

Good luck - and we hope you enjoy the time you spend with us at St Andrew’s School.
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1. Location

St Andrew’s School is located in St Andrew’s Gardens (turn off High Street at Craigdon Mountain Sports Shop), turn first left then first right. 

From Aberdeen, you can travel to Inverurie on a number 37 and 10 bus.

Travelling from north, you can catch a number 10 bus.

For car drivers, please use the first car park as the large parking area directly in front of the school is used for school transport and large buses only.
2. Who to report to

On arrival at St Andrew’s School, please go to the office which is located at the left of the main entrance.   Please sign in and out daily.

 Head Teacher
                                Mrs Gina Drummond
 Depute Head Teacher

         
Miss Ruth Cranston
 Depute Head Teacher    

           Mrs Vicki Ward
School Administrator                     
Fiona Forman
Admin Support Assistant        

Dorothy Grant
3. School Information

School hours – 

8.40 – 3.40 – Secondary dept (Wednesday finish 2.45)

9.15 – 3.15 – Primary dept

8.40 – 11.50  - Nursery ( morning class)

Breaks - Morning Interval is staggered from 10.30 – 11.10. St Andrew’s staff have 15 minute coffee breaks and classes have a flexible arrangement to suit their own needs.

Lunch breaks are staggered from 12.00 – 1.45pm.

The staffroom is in Room 3 – turn right at main door, then right again and the staffroom is on the right.
Tea and coffee is available at 20p per cup, or if you prefer you can bring your own refreshments. 

School lunches are served from 12.15 – 1.00 for Primary pupils and 1.00 – 1.30 for Secondary pupils.

If you wish a school lunch, this should be ordered from Anne in the Kitchen before 10.00am. There is usually a choice of a hot or a cold lunch, and there is always a vegetarian option available. The cost of the school lunch should be paid directly to Anne when ordering.
4. Background Information

St Andrew’s School has a developmental nursery with morning classes.
In the Primary department there are 8 classes.

In the Secondary department there are 5 classes.

There is also a ball pool, white and dark sensory rooms, soft play area, library, dining room, a swimming pool with sound and light system, a medical/ therapists’ room and a large play park with a variety of play equipment, a wheelchair roundabout, a sensory garden and musical instruments.
Pupils follow the Curriculum for Excellence and each pupil has an Individualised Educational Programme which sets out their long and short term targets for the year.

Pupils from S4 are involved in National Qualifications units leading to achievements in National 1, 2 & 3.  Personal Achievement and Personal Development Awards are used to give pupils wider experiences.
5. Pupil Information

The school caters for children with a range of learning difficulties who experience a variety of barriers to learning.

We use a Total Communication approach with all learners. Where appropriate, we use basic sign language Makaton, symbols and Picture Exchange Communication symbols to reinforce speech, communication and to aid understanding. You will be given help with this but it is not absolutely necessary for communication.

Partnership with parents is fundamental to our philosophy. A daily home/school diary is used for communication in some classes. In addition we have parents’ evenings and Annual Review meetings.
We treat our pupils as ‘children first and foremost’ whatever their difficulties; an attitude of respect and understanding is required to work in our school environment. 

All our children have good days and other days when things are not so good. Staff will assist you in trying to understand and learn about the children. Firm, yet sensitive handling is often required, particularly when children display difficult and/or challenging behaviour. It takes time to get to know the children. Staff are empathetic and supportive to one another at all times.

Students should please be aware of our whole school approach to behaviour.

Many staff are trained in C.A.L.M. (Crisis and Aggression Limitation Management) and will help to de-escalate situations.

All incidents relating to behaviour should be shared with your class teacher/team and rigorously recorded.

6. Health and Safety

Sickness and Illness

If you are ill and unable to attend St Andrew’s School, please telephone school and let us know. 

If you have had sickness and/or diarrhoea, then you must not come to school until 48 hours after this has stopped. Please be very considerate as we have some very vulnerable children in St Andrew’s School.
Fire Drill

Each room has fire drill guidelines. You are advised to read these guidelines and locate the recommended fire exits. Regular fire practice drills are carried out. 

Hazardous Liquids and Fluids

Hazardous liquids are stored either in locked cupboards or on high shelves, out of reach of children. This is vitally important and must be adhered to at all times. 

Security

The school has a security system and the front door is kept locked at all times. 

Security arrangements insist that it is compulsory for all staff / visitors / volunteers to wear Visitors identification badges. Everyone must sign in and out using the book on the desk outside the office window. 

A staff photo board, sited near the office window, is useful for identifying staff and their remits. 

Please DO NOT let anyone into the school building as this is the job of the office staff.
If you see anyone suspicious, please inform a member of staff immediately!

Moving and handling

You must not lift any children. A hoist is available for lifting children but should only be used by trained staff.

Dealing with behaviour

In extreme cases, and only if a child is in danger of harming themselves or others, will it be necessary for staff to use positive intervention. Only C.A.L.M. trained staff know how to intervene safely if required. Please inform the class teacher/team if you have any concerns regarding behaviour.

Accident and Incident Reports

In the event of an accident or incident, to yourself or a pupil, you will be asked to fill in an accident and/or incident form. Please ask your class team for the appropriate forms. You are advised to keep a copy.

All accidents/incidents MUST be reported to the class teacher/team as soon as possible.

7. What to wear

Wearing comfortable and practical clothing is advisable. 

Don’t wear clothes which will spoil if touched by glue, paint, food etc. 

It is also advisable to wear comfortable and sensible footwear. 

A waterproof jacket is useful for outings and playground sessions.
8. What to bring

If you are involved in swimming sessions, please bring your swimsuit and towel. There are showers and hairdryer facilities available.

9. Review
After a short settling in period, the Head Teacher, Depute Head Teacher or Class Teacher will have an informal chat with you.

If you are on a Work Placement, a start time and date will be organised before you finish.
You are of course welcome to have a chat with someone from the Senior Management Team at any time, especially if you have any concerns or worries.

Never bottle things up – there’s always someone to talk to who will listen. Staff are always ready to provide reassurance.
Good luck, have fun and enjoy your time at 

St Andrew’s School.

	MANDATORY
	S.M.T.
	Class Teacher
	Class Team

	General Introductions
	
	
	

	Confidentiality
	
	
	

	Tour of the school
	
	
	

	Health and safety issues
	
	
	

	Child Protection Procedures
	
	
	

	Fire drill procedures
	
	
	

	Classroom routines
	
	
	

	Breaks, lunches
	
	
	

	Storage of personal belongings
	
	
	

	Communication, PECs etc
	
	
	

	Timetable
	
	
	

	Behaviour
	
	
	


I am satisfied that all necessary and/or appropriate areas of induction have been covered.

Signed……………………………………………………..   Date…………………...
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This sheet will be retained by school during your placement.

Please complete and hand into St Andrew’s office staff
