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We are the children of Holy Cross, 
Caring and sharing is what we do, 
Trying our best and working hard, 

Praying and playing with God in our Hearts. 
 
 
 
 

Mission Statement 
 

Holy Cross Catholic Primary School is a Catholic school.  We seek to provide a broad, 
balanced Christian education which aims to help each child develop their full potential. 
 
We are a worshipping community which recognises the uniqueness of the individual and aims 
to promote the Gospel values of love and respect for God and one another.  We open 
ourselves to others and respect their ways of thinking and living. 
 
The school encourages effective communication and good relationships with home, parish 
and wider community. 
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At Holy Cross Catholic Primary School we believe that it is important that all who are new to our 
school feel welcome, valued and equipped to fulfil their role. 
 
Reception Class 
 
• Preparation for School 
During the summer term, prior to the Autumn term starting date, pre-school pupils are invited to visit 
the Early Years classrooms during organised sessions. The children and their parents are also invited to 
attend Stay & Play sessions, with Early Years staff. Parents are encouraged to attend a Parents 
Meeting informing them about school routines and procedures and practices in the Foundation Stage 
classes, led by the Head of School and Foundation Stage teachers. The Early Years Foundation Stage 
Leader liaises with pre-school settings to gather assessment and pastoral information on new 
reception starters. At the beginning of September, Foundation Stage teachers and teaching assistants 
conduct home visits to meet with parents and their child to gain a clear insight into the child’s needs 
and strengths. The school SENCO and Designated Safeguarding Lead also liaise with the schools about 
the specific needs of individual pupils prior to starting school. 
 
• Pupil Wellbeing 
It is essential that the children settle well into school. Starting dates are staggered over the first two 
few weeks of the term when the children start full time. Activities during these first weeks are focused 
on familiarisation with the class routines, the school and the setting, learning school rules and 
appropriate school behaviour. During the first term, parents bring their children into the classroom at 
8.50 every morning to settle them prior to the school day beginning at 9.00. 
 
• Assessment of ability 
Pre-school data is used in conjunction with initial observations of the children to determine on-entry 
levels. Evidence of the children’s progress is collected throughout the year and then the children are 
assessed against the Early Learning Goals in the Summer Term. Assessments are used to plan the 
curriculum to meet the individual needs of the pupils. 
 
• Parental Support 
Foundation Stage teachers and Teaching Assistants are available at the beginning 
and end of the day to discuss any issues or concerns the parents may have. More formal meetings can 
also be arranged where appropriate. Prior to their child starting at school, all parents will have been 
given relevant documentation, including information about the school in the Prospectus and website, 
and further discussions will be held at the Parent Meeting and during home visits. 
 
Induction of In-Year Pupils 
 
• Pupil Wellbeing 
Wherever possible, In-Year pupils are invited to visit the school with their parents prior to their start 
date. On their first day at Holy Cross they are met in reception at 8.30 by the class teacher and 
welcomed to the school. They are then taken by their class teacher to their classroom, to settle them 
with their tray, drawer and locker. All staff are alerted to the presence of a new child, and all help to 
support the settling process. The class teacher may have a discussion with the parents at the end of 
the first day, to inform them of how the child has settled and is then available for subsequent 
discussions as required. 
 
• Assessment of Ability 
The class teacher looks at data from the previous school to help them form their judgements about 
the child’s ability as soon as it is available. The class teacher and TA’s make informal observations of 
the child’s ability, and the class teacher uses this to group the child and differentiate work accordingly. 
Unless comprehensive data is available immediately, initially the child will be placed in an average 
ability group. This grouping will then be altered based on teacher assessment. When required, the 
class teacher will have discussions with the SENCO about specific needs.  Reading ability is assessed 
during the first week, and the child is given an appropriate reading book to take home. Formal 
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assessments are undertaken, in line with the school assessment cycle. If the teacher has any concerns 
about the child’s learning or ability to settle, they will contact the parents or previous school. The 
Designated Safeguarding Lead will ensure that any previous Child Protection records have been 
transferred. 
 
Induction of In-Year EAL pupils 
 
• Induction into reception 
Home visits for all parents (including parents of pupils for whom English is an additional language) take 
place prior to the child starting school. Further details about the child’s knowledge of English will be 
obtained, as well as any cultural issues that may be relevant in regard to the child settling into school. 
Where necessary, and when possible, an interpreter can be used to help the parent to communicate. 
 
• Induction of In-Year EAL pupils 
The class teacher for the initial settling in period will allocate a buddy to new children. Where possible 
the buddy will be a child who speaks the same home language. If there are no other children in the 
class who speak the same language, another child from the same key stage will be asked to act as a 
buddy at playtimes. 
 
• Assessment of ability 
Any data received from the previous school, as well as our own school EAL assessment document, will 
be used to determine the new arrival’s NC level on entry. If a child without any English joins the 
school, an individual action plan will be written by the class teacher to start to address specific areas of 
need. 
 
• Parental Support 
The class teacher will be available at the start and end of the school day to discuss any issues or 
concerns that the parent may have. If an interpreter is required a more formal meeting can be 
arranged. Parents will be invited to join any Family learning workshops that may be running. The 
SENCO will also provide information about other agencies that can provide support and adult English 
classes. Same home language speakers within the school community, who have previously 
volunteered, may be contacted and introduced to new parents. 
 
Induction of New Staff 
• Teacher:  All new staff should be given appropriate induction advice, training and 

resources by their Phase leader.  This should include: 
- Safeguarding & Child Protection procedures; 
- Curriculum documents; 
- Year group schemes of work; 
- RE Schemes (God Matters, In the Beginning); 
- Key Policy documents; 
- Planning formats; 
- Assessment advice, recording, reporting, resources and procedures; 
- Class and lists, health, safety and personal information; 
- Information on whole school and year group resources, including ICT; 
- Timetables; 
- SEN information; 
- Staff Handbook; 
- Relevant school policies (many are available on the school’s website, and on the computer 

system). 
- training to implement IT programmes (e.g. absence) and school administrative procedures. 
 
The Head of School will ensure new staff are given a guided tour of the school, identifying 
locations of resources, procedures, staff and other relevant information. All new staff will be 
allocated a mentor to provide advice and support on a daily basis or new role requirement. New 
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staff will have support from their Key Stage Leader, Assistant Head and Head of School as 
necessary, in addition to Performance Management procedures.  
 
Teaching staff who are not Catholic or new to Catholic education will be given guidance and 
support on the expectations of teaching faith development and the distinctive nature of Catholic 
education, including leading collective worship and the ‘God Matters’ syllabus from their Phase 
Leader, the RE Co-ordinator or the Head of School. All NQTs and those new to Catholic education 
may be required to attend a 2 day Diocesan induction training in their first year at the school. 

 
• NQT: Will be allocated a mentor, usually in their key Stage, for day-to-day advice and support. 

NQT and mentors are expected to have weekly meetings. They will follow the guidance for NQT 
assessment so that the NQT meets the core standards by the end of the first year. NQTs teach 
90% of the normal teaching week. NQTs take part in the normal monitoring procedures and are 
provided with feedback to support assessment and development of the new teacher's practice. 
Additional supportive observation and feedback is provided by senior staff. The Head and Senior 
Leadership Team are available to discuss any additional training needs and difficulties that may be 
experienced. NQTs are not expected to take lead responsibility for a curriculum area in their first 
year of teaching but may be asked to shadow another teacher in the summer term. 
 
Induction for newly qualified teachers will be provided. Induction advice and resources will be 
provided as for all teaching staff. Each NQT's induction should: 
- match particular development needs identified during training; 
- provide appropriate development related to the teacher's strengths; 
- identify targets to be achieved for the first year of teaching; 
- provide opportunities for the teacher and line manager to record agreed targets and an action 

plan for their achievement, linking the teacher's needs with the School Development Plan and 
targets. 
 

• Teaching Assistants: The school’s SENCO, along with an experienced TA or an HLTA, will take 
charge of mentoring new TAs. The SENCO, class teacher, Head of School and senior staff also 
provide support to new staff. Induction should include: 

- Safeguarding & Child Protection procedures; 
- Introduction to school staff; 
- The opportunity to work shadow the existing post holder or person undertaking a similar job 

where possible; 
- Information on the school with access to policy information; 
- Timetables and group lists for relevant classes; 
- Information concerning the child/children for which they are responsible if 
- appropriate; 
- Information on resources including SEN resources; 
- Information on assessment, record keeping, the marking policy, the 
- behaviour policy; 
- Training in the use of the photocopier, comb binder, laminator and other 
- key technical equipment; 
- Training to implement IT programmes (e.g. absence) and school administrative procedures; 
- Health and Safety information; 
- Information on training opportunities; 
- Staff Handbook; 
- Relevant policies (which are also available on the school’s website and computer system). 
 

• Administrative Staff: The Office Manager and Head of School are responsible for the appropriate 
induction advice and training. All new staff will be given support with daily practice and 
procedures. Induction information should include: 
- Safeguarding & Child protection procedures; 
- Information on the school, including the Staff Handbook, policies, resources and procedures;  
- health, safety and security information; 
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- Training to implement IT programmes (e.g.) and school administrative procedures; 
- Access to confidential information, where appropriate, on children, staff and resources. 
 

• Kitchen Staff: The Catering Manager is responsible for the induction of all kitchen staff, their 
induction should include:  
- relevant information on the school;  
- Safeguarding & Child Protection procedures; 
- The Staff Handbook; 
- Access to aims and policies, including Health and Safety and Security issues; 
- Relevant information to help them carry out their job description effectively;  
- Health and Safety information 

- training to implement IT programmes (e.g. absence) and school administrative procedures. 
 
• MDSA/Lunchtime Assistants:  Senior Midday Supervising Assistants are responsible for the 

induction of lunchtime staff with support from a member of the Senior Leadership team.  
Induction should include 
- Safeguarding & Child Protection procedures. 
- Relevant information on the school, aims and policies; 
- Information of Health and Safety, First Aid, security and behaviour policies  and procedures; 
- Training to implement ICT programmes (e.g. absence) and school administrative procedures; 
- Relevant information to help them carry out their roles effectively. 
 

• Governors:  Governors have a vital role to play in providing strategic leadership and management 
for the school. To enable the fulfilment of this role all new governors should be given access to 
current relevant school information. The Chair of Governors is responsible for the induction of 
new governors who are then mentored by a more experienced governor. The Clerk of Governors 
provides an Induction pack to all new Governors which contains: 

- School Mission Statement, values and ethos; 
- List of Governors roles and responsibilities and their contact details; 
- Governing Body structure and schedule of meeting dates; 
- List of staff; 
- School Improvement Plan; 
- Relevant Policies e.g Governors’ Allowance Policy, Data Protection, Safeguarding / Child 

Protection policy, Governors Standing Orders with the Financial Scheme of Delegation etc; 
- Code of Conduct (to be signed and returned to Clerk); 
- Declaration of pecuniary interest (to be signed and returned to Clerk); 
- Skills Audit (to be signed and returned to Clerk); 
- Instrument of Governance; 
- Register of Business Interests; 
- Scheme of Delegation Policy; 
- Training for Governors to undertake (training form to be completed and returned to school); 
- Training on school administrative procedures (e.g. school system, website, emails). 

 
New Governors will also have to complete a short online training course in Safeguarding and will 
be made aware of the school’s child protection procedures. Other information is also available on 
the school website and there is a specific area of the website dedicated to Governors. 
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