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Induction for new Staff and Students

When a new member of staff or student starts at Toybox Nursery the following steps must be taken:

1.1 The new member of staff/student should be given a tour of the nursery pointing out: fire exits, fire equipment,
fire evacuation procedures and the location of all first aid boxes.

1.2 The new member of staff will be shown all the policies and procedures of the nursery where to find them and
asked to read them. To fill in the chart overleaf when completed and sign it.

1.3 The policy on confidentiality must be discussed and signed.

1.4 Terms of employment will be discussed by a member of the HR department before new member commences
work.

1.5 New member of staff should be given a staff handbook (see overleaf).

1.6 New student should be given a student information pack (see overleaf).

1.7 Over the next six weeks the new member of staff is set targets to follow:

1.8 1% week - the new member of staff will be given the staff induction list — first week this will be done over a
period of one week working with either the manager or senior nursery nurse.They will also be expected to read
through some of the policies and procedures. Also during their first week to get to know the children in their care,
introduce themselves to parents and to familiarize with the routine of the room they are situated in.

1.9 2" week - read some more policies and procedures using the policy and procedure checklist.

1.9 3™ week - hand in the completed induction form. By this time the new staff member will have taken some
responsibility in the room.

1.10 4™ week - under supervision the new staff member should be able to fill in the medication forms and accident
forms. Complete the induction checklist in the first month.

1.115" week - the new member by now should be able to talk to the parents about their child’s day.

1.12 6™ week - by this time the new staff member will be able to work as part of a team and be confident enough to
put forward any ideas to other members of their staff.

1.13 Over these six weeks the team leader/manager will talk to the new staff member to discuss how they are
getting on and if they have any problems and how they can overcome them. The member of staff will also be asked
to fill in an evaluation form.

1.14 After three months there will be a probation review with the Manager/Team leader to go through all aspects of
work and again at six months
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