[image: image1.wmf] 

Induction Procedure for Volunteers
We hope your stay with us will help you to develop a professional attitude, awareness and knowledge of early year’s education, care and a workplace environment.

Your preschool mentor will be:.......................................................................
INDUCTION PROCEDURE FOR VOLUNTEERS

New volunteers will be introduced to all members of staff, committee electors (if appropriate) and welcomed to Woodlands Preschool. They will then be given a tour of the preschool showing the location of the main equipment they may require.

The following documents will need to be completed or supplied by all new volunteers:

· Personal details form

· Relevant qualification certificates and /or course certification (if relevant)

· CRB certificate or the completion of EY2/CRB forms (if relevant)

INFORMATION ABOUT WOODLANDS PRESCHOOL

POLICIES: - Please read our policies and procedures, as your practice within our preschool setting will be based on these documents.  Please take particular note of our equal opportunities and safeguarding children polices as well as our being health and staying safe policy. Please also take note of relevant leaflets and posters on the notice board. If you have any questions regarding the information found please do not hesitate to talk to your mentor.

PROCEDURES: - You will need to be aware of certain procedures, although you will not be required to carry our any procedures, you may be asked to assist.  These will include the recording and care of accidents by children and staff/volunteers.  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 (dependant on your length of stay). You are required to sign in and out each day. Phone the preschool if you are going to be absent, giving reason for absence and a predicted length of time away.

LINKS WITH PARENTS/CARERS: -We encourage strong links with parents/carers within our preschool and effective communication is vital between staff and parents/carers.  Parents/carers should play a key part 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 a parent/carer volunteer, with fund raising, and attending committee meetings.  Please refer to our parental partnership policy.
EXPECTATIONS OF VOLUNTEERS

PUNCTUALITY: - Consistent arrival time as arranged.

DRESS CODE: - Appropriate clothing, footwear and jewellery.  We recommend long hair is also tied back for health and safety reasons.  Bring appropriate outdoor clothing as we go outside whatever the weather.

HEATH AND SAFETY: -Woodlands operates 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, Volunteers can attend if suitable.
LEVEL OF PERFORMANCE: - Every volunteer should maintain a high level of awareness and treat every child and adult with respect.  They should contribute to maintaining the safety and well being of the children at all times, as well as creating a happy and secure environment for children and working as a team.  To ensure you maintain our confidentiality policy you must not disclose information about children, families, staff or the preschool outside this environment.  

PRE-SCHOOL 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.  We understand the hours of attendance will depend on the requirements of the course or training you are on, however we recommend they attend complete sessions to gain a better understanding of the preschool environment and routine.

OBSERVING AND RECORD KEEPING: - A key person system is in place.  Staff are assigned a small group of children to observe and record their development and also liases with their parents/carers.  Further information of our key person system can be discussed with your preschool mentor on request.
DUTIES OF SPECIFIC MEMBERS OF STAFF: - Certain members of staff may have specific roles and responsibilities. More specific or detailed roles will be identified or attributed to you by the supervisor e.g. First Aider, Special Needs Co-ordinator (SENCO). A volunteer may be assigned a specific role dependent on their length of stay with the preschool.

QUALITY ASSURANCE PROCEDURE

PROBATION PERIOD: - 3 Months for continuous full time placements, for other volunteers it will be ongoing during the volunteers time with the preschool.

APPRAISALS: - This will depend on your length of stay with us and the course you attend, they may have specific procedures to follow.  However our staff appraisal procedure is as follows:   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/DEVELOPMENT FOR STAFF (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 VOLUNTEER

Points to be discussed with the preschool mentor to aid your professional development:

AREAS OF STRENGTH AND SPECIAL INTERSTS:-  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 volunteer 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, your preschool mentor 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 volunteer induction procedure.

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

