


STAFF AND VOLUNTEER INDUCTION PROCEDURE
Induction training helps employees settle down quickly into their new job, to become familiar with the organisation, the people, the environment and what exactly is expected of them.

Induction means that the new employee will meet and listen to different people talking about different aspects of the organisation. Staff will be given a copy of the Tremorfa Nursery School Handbook which gives very general information about the running of the school. Staff may be given written information to read including copies of all policies and procedures relating to both personnel and organisational issues and the National Minimum Standards for Out of School Care with which they are expected to comply.


A staff induction procedure should include the following:
· Shortly after appointment, a meeting will be called of the management committee and the staff, in order to introduce themselves.
· Staff should be given a staff handbook prior to their first session explaining their roles and containing all of the organisation’s key policies and procedures.
· Staff should then meet with the senior playleader or a nominated deputy prior to their first session with the group. During this meeting, the senior playleader and new member of staff/volunteer can discuss the organisation’s policies and procedures. Line management and supervision particulars should also be discussed.
· Job descriptions will be reviewed and clarified as necessary.
· Daily duties will be identified and discussed.
· With the utmost respect for child confidentiality and where appropriate new members of staff/volunteers should be notified about prominent specific needs of individual children. This is only to raise awareness and avoid offence being taken or dangerous situations occurring.
· During this meeting, new staff and volunteers must complete a ‘personal details form’, which should be held in their personnel file. Information should also be entered into the remainder of their personnel file.
· Administrative Procedures will be explained – copies of all forms and promotional material to be used are handed over.
· Financial Procedures will be explained – booking arrangements, procedures for collecting fees, use of receipt books and petty cash arrangements will be explained.
· New staff/volunteers should be familiarised with the premises showing them key areas such as children’s toilets, staff toilets, location of phone, staff room, outdoor areas, other play areas and out of bounds areas.
· Staff should be familiarised with the fire drill procedure and should also have a demonstration of the fire alarm. Staff will also be instructed about operation of fire extinguishers, exit doors, fire alarms, locking up and setting burglar alarms if necessary.
· All policies and procedures and the individual’s responsibility will be explained including Accident and Emergency procedures, Health and Safety Policy, Food Hygiene and other policies. Employees must be made aware of the location of the First Aid box, Accident and Incident books, and when and how these should be completed. New staff should also be informed of whom the nominated first aiders are.
· During the first session, new staff should be introduced to other members of staff and children. Where appropriate they should also be introduced to parents i.e. if they are working in a one-to-one situation.
· Any staff training needs will be identified.
· Personal development plans will be discussed.
· After the first half term/holiday the new staff/volunteers have worked a ‘progress’ meeting will take place between them and the playleader. This is an opportunity for the new staff/volunteer and the playleader to have two-way discussion on their work so far.
· New members of staff should be issued with a ‘written’ statement or ‘contract of employment’ by Cardiff Council, People and Organisational Development Department within 8 weeks of commencing employment.
· All members of staff will be given supervision and assessments throughout the year, to discuss any matters.


INDUCTION CHECKLIST

STAFF MEMBER / VOLUNTEER:

INDUCTION CARRIED OUT BY:

	ACTION

	DONE

	Has been given staff handbook
	


	Has had a preliminary meeting with play leader 
	

	Has been familiarised with premises
	


	Has completed ‘personal details form’
	


	Has completed remainder of personnel file
	

	Has been notified of prominent special needs of children in the setting
	

	Have discussed fire drill procedure
	


	Has had demonstration of fire alarm
	


	Has been introduced to nominated first aider and shown where first aid box is kept
	

	Has been introduced to staff & children

	


	Has been introduced to parents where necessary
	

	Has had ‘progress’ meeting
	


	Has been given contract of employment 
(where appropriate)
	




I have read and understood the policies and procedures contained in the staff handbook and the above steps have been completed.

Signed………………………………………………………………………..…….. 
(Staff member / volunteer)
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