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Induction Policy and Procedure for New Employees

Statement of Intent
The induction process should help new members of staff to feel part of the team in your setting and to feel able to begin on their journey of professional development. It is important that the process is comprehensive and builds on any gaps identified through the recruitment process
Aim
In partnership with parents and carers, the playgroup has a duty of care to maintain the safety and welfare of all children who access it’s services. This includes safe induction of all staff - temporary or permanent - who work in the playgroup to ensure familiarity with appropriate practice, policies and procedures. In accordance with the Early Years Foundation Stage (EYFS) Statutory Framework, all new staff or staff changing job roles, parent/carer volunteers and student volunteers will receive an induction. The induction enables that person to feel confident in their new job and understand fully their roles and responsibilities. 

We aim to ensure that all new members of staff follow the induction process and understand the procedures in place.

Procedure 

Induction records should include a checklist that confirms that the following has been discussed with the new (or returning) member of staff: 
· Staff checklist
· Duties and expectations 

· Roles and responsibilities 

· Absence, sickness and punctuality arrangements 

· Disciplinary procedures 

· The setting’s, fire procedure, lockdown and emergency evacuation procedures
· Uniform, facilities and equipment 

· Accidents, health and safety and first aid 

· Policies, procedures and record keeping 

· Safeguarding 
· Equal opportunities

· Confidentiality, mobile phones, storage of personal items/data and e- safety (including social networking)
· Anti-bullying and harassment policy (in relation to staff)

· Code of conduct

Information about Stepping Stones
Policies: 

Please read & sign that you have 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 or floor manager.

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 emergency drill procedure. You shall be shown the location of the first aid kit and the accident forms on your first day and will take part in at least one emergency drill during your probation period (see planned emergency evacuation dates)
Links with parents/carers:

We encourage strong links with parents /carers within Stepping Stones 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 playgroup and be actively informed about our provision.
Expectations of Staff
Punctuality:

Consistent arrival times and dates as contracted.  Prepared and ready to start work at stated times/days
Dress Code:

Appropriate clothing and uniform, footwear and jewellery.  We recommend long hair is also tied back for Health and Safety reasons.


Health and Safety:

Stepping Stones operates a no smoking policy inside the building.  Alcohol is not permitted on the playgroup premises.

Parking:

Parking is available in front of the playgroup building, please be considerate to residents and other drivers.

Attendance at meetings/training:
Training courses are available throughout the year, you may be required to attend some, dependant on responsibilities, requirements and funding.  This is ongoing and courses are available at regular intervals.  If directly relevant to responsibilities and requirements, staff can attend courses on playgroup time if funding is available.  Staff can access any course available for their own professional development in their own time.

Staff meetings are held regularly, attendance is compulsory to keep you up to date with playgroup issues and to discuss any issues you may have.
Regular online training courses on Noodle Now are also expected as part of CPD
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.
Playgroup Routine
Hours of work:

Stepping Stones 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 confident 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/manager will discuss further details of our 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 may be identified or attributed to you by the supervisor/manager e.g. First Aider, Special Needs Co-ordinator (SENCO).

Quality Assurance Procedure
Probation period:

6 months
Induction Supervision:
First informal review meeting after week 1, second informal review meeting after month 1 3rd informal review meeting, final formal review meeting after month 6.  The aim is to carry out and discuss your progress while in our employment and for your career.  The overall aim is to promote a positive and helpful outcome for all.
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