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Induction Procedure for New Employees

New members of staff will be introduced to all members of staff, committee members and welcomed to Woodlands preschool. They will then be given a tour of the preschool showing the location of the main equipment required to carry out their role.

INDUCTION PROCEDURE FOR NEW EMPLOYEES

An application form and references will have been completed during the employment procedure. The following documents will now need to be completed by or collected from all new employees:

· A P45
· Health Declaration and EY2 (supervisor only) and CRB forms will need to be completed.
· Relevant qualification certificates to copy and certify.
· Personal details
· Confidentiality form.
INFORMATION ABOUT WOODLANDS PRESCHOOL
Policies: 

Please read our policies and procedures as your practice within the setting will be based on these documents.  Please take particular note of our equal opportunities and safeguarding children policies as well as our being healthy and staying safe policies. If you have any queries regarding the information found please do not hesitate to talk to the supervisor.

Procedures:

Certain procedures may need to be carried out by yourself during your employment with us. These will include the recording and care of accidents by children and staff/volunteers, medication administered to children while in your care and the effective deployment of our fire drill procedure. You shall be shown the location of the first aid kit and the accident book on your first day and will take part in at least one fire drill during your induction period.

Links with parents/carers:

We encourage strong links with parents /carers within Woodlands and effective communications are vital between staff and parents/carers.  Parents/carers should play a key role in their child’s development and life at the preschool and be active members in our committee.  They are asked and encouraged to be involved as, parent/carer helpers with fund raising and attending committee meetings.  Please refer to our parental partnership policy.
EXPECTATIONS OF STAFF
Punctuality:

Consistent arrival times and dates as contracted.

Dress Code:

Appropriate clothing, footwear and jewellery (studs only).  We recommend long hair is also tied back for Health and Safety reasons.


Health and Safety:

Woodlands operate a no smoking policy inside the building.  Alcohol is not permitted on the pre-school premise.

Parking:

Parking is available in front of the preschool, please discuss with the supervisor about appropriate parking spaces.

Attendance at meetings/training:
Training courses are available throughout the year, you may be required to attend some, dependant on responsibilities, requirements and funding.  Staff meetings are held regularly, attendance is compulsory to keep you up to date with preschool issues and to discuss any issues you may have.

Level of performance:

Every employee should maintain a high level of professionalism, treating every child and adult with respect and keeping all information gained confidential.  Maintaining the safety and well being of the children at all times, as well as creating a happy and secure environment for children.  Please refer to the job description for further details on performance required.

PRESCHOOL ROUTINE
Hours of work:

Woodlands is open term time, between the hours of 9.00am to 3.00pm, Monday to Friday.  Staff should be present between 8.45am – 3.15pm.

Observing and record keeping:
A key person system is in place.  You will, once settled and confidant in your role be assigned a small group of children to observe and record their development, and also liase with their parents/carers.

The supervisor will discuss further details of key person system.

Duties of specific members of staff:
Certain members of staff may have specific roles and responsibilities.  Your basic roles and responsibilities are highlighted in your job description.  More specific or detailed roles will be identified or attributed to you by the supervisor e.g. First Aider, Special Needs Co-ordinator (SENCO).

QUALITY ASSURANCE PROCEDURE
Probation period:

3 Months

Appraisals:
First appraisal after a 3 month probationary period, then 1 every year followed by regular reviews.  The aim is to carry out and discuss your progress and progression while in our employment and for your career.  The overall aim is to promote a positive and helpful outcome.

Training and Development (Also see our policy)
This is ongoing and courses are available at regular intervals.  If directly relevant to responsibilities and requirements, staff can attend courses on preschool time if funding is available.  Staff can access any course available for their own professional development in their own time.

THE NEW EMPLOYEE
Points to be discussed with the supervisor to aid your professional development:

Areas of strength and special interests:
What are your strengths and interests, do you have any special skills or knowledge you could contribute?

Areas of development and training:

What areas would you like to develop and train in?  Career Plan, what do you hope to achieve during your employment within Woodlands?

PLEASE NOTE:

As a new employee you will be unable to help children within the toilet area until we have received your CRB declaration certificate.

If you have any further questions, please do not hesitate to ask an appropriate member of staff or committee member.

Record of Induction Procedure

NAME…………………………………………….

I hereby confirm that I have been given the aforementioned induction by the committee and staff of Woodlands Preschool.

I have read and understood all the policies and procedures and understand that they must be adhered to at all times as well as the details highlighted in the staff induction procedure.

Signed:………………………………………. Dated:…………………………………

