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Staff Induction Programme

Within one month of starting work within the Pre-School, all permanent and temporary members of staff must receive a formal induction to ensure that all working practices, policies and procedures are known and understood.

1) The Pre-School Leader should introduce the new member of staff to other members of staff and the children and ensure that children not present on that day are introduced at the earliest opportunity.

2) The new staff member must read through all the Pre-School policies in the policy folder.

3) The new staff member should read through the Pre-School prospectus to become familiar with the activities on offer to the children.

4) This should be followed by the Pre-School Leader going through the day to day running sheets so that the new staff member becomes familiar with the daily routine, staff tasks, health and safety checks etc.

5) The new staff member should also be shown the current planning and given a chance to make comments on the current topic or suggest activities that could be incorporated into the topic.

6) The Pre-School Leader or Health and Safety representative must make the new staff member aware of the risks involved in the handling and lifting of equipment and children and ensure that safe practices are known and understood.

7) The new staff member must be given a tour of the building with particular reference to the location of the exits, toilets, fire exits, fire extinguishers and 1st aid kit.

8) The Pre-School Leader must ensure that the new staff member is aware to whom they should report any problems or concerns and that they know the line of management including the committee.

Further reference

Child Protection Policy

Health and Safety Policy

Whistle Blowing Policy

Complaints Procedure
Confidentiality Policy
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