[image: ]



Induction programme
Possible agenda for the SGB training session conducted by the Principal  – 2nd evening
Date: _______________________

	   Activity
	Responsible person
	Purpose
	Comment

	Comprehensive tour of the facilities and assets of the school.


	Principal
	SGB obtains perpective and an overview on the workenvironment for the next three years.
	Use the available daylight for the tour. The concept of the school that the SGB develops will be of value in orienting them.

Use this as an opportunity to take photo’s and/or video’s of the schools facilities to have available in case the weather does not allow an in-person tour. 

	Welcome and devotions.

	Programme Director/ Deputy
	
	

	Introductions of SGB and SMT members.
	Programme Director/ Deputy
	
	Each person may be given an opportunity to introduce themselves.

To obviate the stilted nature of introductions, consider a fun Speed Dating opportunity with set questions, and rotation after a set time instead of formal introductions.

	Start the programme by introducing the current Vision, Mission and Core Values
	Principal
	The SGB is introduced to the current visions and goals of the school. 
	SGB has an opportunity to review these as part of their Strategic Planning.

	The principal introduces the SGB to her/ his management style and the preferred process of interaction between the SGB governance role and the SMT professional management role.

	Principal
	SGB and SMT are reminded of their differentiated roles and responsibilities while becoming aware of the need for collaboration between governance and management functions.
	School policy documents may be used as a reference to encourage questions and discussion.

	Presentation of the School Improvement Plan.

The Principal’s dream and vision for the school.

	Principal
	SGB is made aware of the development plan and the process required by the  Department.
	This may inform SGB planning and the budget for the future.

	Presentation of the Staff Establishment
	Principal
	SGB is informed of educators, support staff, departmental employees and SGB employees.
	SGB are made aware from the start about staff vacancies, any staff in excess and its employment contracts.

	Presentation of learner numbers/ class allocation/ school capacity

	Deputy
	SGB will be able to calculate whether or not the school is running at capacity.
	Essential information involving Admission and Language policies.

	Presentation of school projects planned for 2024.
	SMT member 
	SGB grasps the workings of committees that they will be chairing
	SGB makes contact with project champions in the SMT.

	Introduction to daily financial management processes and the School Budget for 2024.
	Financial Officer
	SGB are informed about daily processes to manage the budget / funds/ transactions/ paper trail at the school.
	Principal and Financial Officer can answer any questions from members.



	An overview of other SGB governance responsibilities e.g. Buildings and Grounds/ Vehicles/ Hostels/ Day Care Centre/ Clothing bank etc. 
	SMT member
	Brief overview of the activity 
	Opportunity to introduce people who will be working together.


	Introduction of sport codes offered and appropriate uniform.
	Code chairpersons and learner participants
	Differentiating between approved school sport or allowed club sport codes. Review whether the school sports uniform is fit for purpose. To which sports bodies is the school affiliated?
	Many learners can be involved in displaying the various uniforms.

	Introduction of school cultural activities.
	Chairpersons and learner participants
	Differentiate between the approved school cultural offering and outside cultural activities allowed by the school.
	Consider concluding the eveing with a short cultural programme presented by learners.

	Handing over of the School Governing Body document archive.
	Principal/ Retiring SGB chair and Sectretary
	
	Electronic copies are useful with the hard copy bundle.

	Signing of the SGB Code of Conduct.
	Principal
	Everyone agrees prior to the initial meeting.
	Make it a photo opportunity!

	Handing over of FEDSAS products (booket on governance and education legislation), website information and a programme of continued training.
	Principal
	Each member registers separately on the website with her/ his unique password.
	Invite them to start reading up on the documents. 

	Social event - refreshments
	Programme Director/ Deputy
	This is an opportunity to develop relationships prior to the election of office bearers and the assumption of duties.
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