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INDUCTION OF STAFF, VOLUNTEERS AND MANAGERS POLICY

This policy is part of the Setting’s wider commitment to safeguarding the welfare of children within the setting.
Policy statement

We provide an induction for all staff, volunteers and managers in order to fully brief them about the setting, the families we serve, our policies and procedures, curriculum and daily practice.
Procedures 

· All staff will undertake formal probational training and meetings as detailed in Appendix 1 including the following documents and training : 
· Probationary Contract

· Staff handbook

· Job Description

· Health and Safety Training

· Safeguarding Information and training

· Observation training

· Medicine Procedure
· Senco Information and training

· All staff will be required to sign and agree to training within Appendix 1

· All staff are required to sign and agree to terms and conditions of employment and all policies and procedures of the setting

· The induction period lasts three months and will be undertaken by the Managers and Officers in Charge
· During the induction period, the individual must demonstrate understanding of and compliance with policies, procedures, tasks and routines.
· Successful completion of the induction forms part of the probationary period.
Acceptance and Application of Terms: The Management and Staff at the Twixus Childcare Centre has agreed (by signature) to uphold the legislative terms and working practices of this policy.   This policy will be reviewed annually and/or when legislative terms or practical application requires amendments.

Appendix 1

Staff Induction Plan
Staff Name: ….………………………………………….. Position: …………………………………………

Start Date: ………………………………..Line Manager: …………………………………………………..
Department : .............................................................  Mentor in Department : .................................
	Date Completed
	Activity

By the end of Day One, you will have:
	Comments
	Sign:

Staff
	Sign:

Manager

	
	( Had a meeting with your line manager

	
	
	

	
	( All information for medical and DBS checks and references provided


	
	
	

	
	( An understanding of the induction process, and have received an induction pack and staff handbook from your line manager

	
	
	

	
	( Provided documentation for any relevant qualification 


	
	
	

	
	( Discussion, understanding and signature for the probationary contract, staff handbook and safeguarding information

	
	
	

	
	( An introduction to your colleagues plus receive Staffing structure including staff roles and responsibilities

	
	
	

	
	( Understanding of requirements of three month review


	
	
	

	
	( Discussed the following : 
	- Staff contact form
	
	

	
	
	- fire procedures
	
	

	
	
	- resources
	
	

	
	
	- toilets
	
	

	
	
	- staff signing in/out book
	
	

	
	
	- kitchen (tea/coffee/refreshments costs)
	
	

	
	
	- staff room
	
	

	
	
	- cleaning equipment
	
	

	
	
	- photocopier (inc. how to use)
	
	

	
	( An outline of your role, responsibilities, and level of authority, and outline of work priorities and deadlines

	
	
	

	
	( Been provided with keys/passes and alarm codes (if applicable)

	
	
	

	
	( Been assigned to a member of staff to shadow through weeks one and two


	
	
	


Day One (to brief member of staff)

	Date
	Item
	Notes
	Sign:

Staff
	Sign:

Manager

	
	( Hours of work


	
	
	

	
	( When & how paid


	
	
	

	
	( Holidays

	
	
	

	
	( Absence notification procedure


	
	
	

	
	( Staff meetings


	
	
	

	
	( Job description


	
	
	

	
	( Roles and responsibilities


	
	
	

	
	( Assessment and record keeping


	
	
	

	
	( Security arrangements


	
	
	

	Date Completed
	Activity

By the end of Week two, you will have:
	Notes
	Initial:

Staff
	Initial:

Manager

	
	( Familiarised self with policies and procedures (Staff must sign their agreement to these)


	
	
	

	
	( A copy of the Early Years Foundation Stage Statutory Framework and Practice Guidance


	
	
	

	
	( An introduction to the fire drill procedures; First Aid Officers (& location of First Aid Boxes); and outline of security procedures


	
	
	

	
	( Shadowed a member of staff for a week and picked up appropriate procedures for interaction with children, preparing food, registering children, using the washing machine, etc.


	
	
	

	
	( Been given information on planning and assessment for the appropriate age group 

	
	
	

	
	( Had an informal meeting with the Manager


	
	
	

	
	( Completed online safeguarding training. Be familiar with safeguarding Officers, four types of abuse and signs of abuse. Be familiar with appropriate behaviour

	
	
	


	Date Completed
	Activity

By the end of Month One, you will have:
	Notes
	Initial:

Staff
	Initial:

Manager

	
	( Have knowledge of names and locations, etc of external contacts (if applicable)


	
	
	

	
	( Completed observations on children and been shown how to refer to the EYFS 

	
	
	

	
	( Completed training on how to use learning journals

	
	
	

	
	( Completed training on characteristics if learning

	
	
	

	
	( An understanding of the policy on: supervisions; appraisals; staff meetings and induction

	
	
	

	
	( Undertaken a monthly probationary review with your line manager and set up regular supervision meetings


	
	
	


	Dates of Supervision


	
	
	
	
	


	Date 
Completed
	Activity

By the end of Month Two, you will have:
	Notes
	Initial:

Staff
	Initial:

Manager

	
	( Completed an audit of key skills required for the post to identify areas of on the job training


	
	
	

	
	( Completed training on learning journals 

	
	
	

	
	( The ability to complete tasks (as identified from the job description) to the required standards of quality and accuracy


	
	
	

	
	( Started to input to planning and learning journals and start to assist with key children

	
	
	

	
	( An understanding of your role in relation to the management reporting structure


	
	
	

	
	( Been set key objectives to achieve     over the next four months


	
	
	

	
	· Planned dates for the three probationary review with your line manager
	
	
	


	Objectives:



	Three Month Probation:



	


	Date Completed
	Activity

By the end of Month three, you will have:
	Comments
	Initial:

Staff
	Initial:

Manager

	
	( Acquired full knowledge of all essential policies and procedures:
	List all your policies and procedures here
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	( Identified key people for ongoing support/networking


	
	
	

	
	( Undertaken training and obtained an understanding of early identification and early intervention for Special Educational Needs

	
	
	

	
	( Undertaken a three month probationary review with your line manager


	
	
	


	Date Completed
	Activity

By the end of Month Six, you will have:
	Comments
	Initial:

Staff
	Initial:

Manager

	
	( Booked and/or attended or addressed a training need identified in month two

	
	
	

	
	( Achieved key objectives set during your induction to the standard required


	
	
	

	
	( Demonstrated capability to meet the requirements of the role to the standard set


	
	
	

	
	( Completed your induction programme, and undertaken a probationary review with your line manager


	
	
	

	
	( Following successful completion of probationary period, undertaken an appraisal with line manager and devised key objectives and an on the job training plan for the next 12 months (supervisions to be held termly)


	
	
	


Baby Unit for 0 – 2 year old children


Day Nursery for 2 – 5 year old children


Before and after School Holiday Care for 5 – 16 year old children


Primary School Holiday Care for 5 – 16 year old children
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