Little Trinity Ltd
Induction Procedures for Nursery Staff

The following steps will be carried out in respect of all new staff:

Prior to Starting:

Documentation to be bought in: qualification certificates, identification records, DBS
etc

Information given about hours of work/days

Uniform discussed and ordered

Where to go upon arrival

The new staff will be given a tour of the Nursery showing: fire exits, fire equipment,
fire evacuation procedure and location of first aid boxes.

The new member of staff will be shown the policies and procedures of the Nursery
and asked to read them over the first two weeks.

The Nursery Manager and new member of staff will discuss the topics below over
the first month of employment and a checklist made:

Daily Routines

Role and Responsibilities

Leave of Absence

Pay procedure

Staff breaks/meals

Resources and storage

Inset Days

Parents Consultations/Reports

Key Person System

First Aid/Accident procedure

Medicine book/procedure

Dress

Conduct

Confidentiality

The following targets are set for a new member of staff in the first few weeks:

Week 1 — The new member of staff will be expected to read through the Child
Protection/Safeguarding, Health & Safety Policy, Accident Procedures, Fire Action
Procedure, Confidentiality Policy and Behaviour Management Policy, familiarise
themselves with lunch, tea and snack times and introduce themselves to parents.

Week 2 — The new member of staff will be expected to learn the routine of the room
they are in and read all other policies.



Week 3 — The member of staff will be expected to start to show signs of taking on some
of the roles and responsibility in the room.

Week 4 — The new member of staff will be able to work as a team to ensure the daily

routine is followed and to feel comfortable to put forward ideas to other staff members.

After this time the Nursery Manager and new member of staff will have a meeting to go
through all aspects of work and review the progress made.
This information will then be used to plan the next step of their development

Induction Checklist for New Staff



Induction for:

Responsible
Person

Date
Completed

Prior to Starting

Documentation to be bought in: qualification certificates,
identification records, DBS etc

Information given about hours of work/days/break times
etc

Uniform discussed and ordered

Where to go upon arrival/ who to see

Tour of Nursery and Introduction to Staff

Signing in and out

Parking

Tea/Coffee/Refreshment Arrangements

First Aid

Fire Evacuation Procedures

Introduction to Child Protection/Safeguarding

Policy Booklet given

Annual Leave

Sickness/Absence reporting

Key Person Role — more detailed info on children

Key Dates — Staff Meetings, Training etc

Timesheets

Day One

Must know Information — allergies, illnesses etc

Duties & Roles (nappy changing procedures etc)

Month One

Signed agreement of understanding all policies and
procedures returned

Meeting with Manager to discuss settling in.

Training & Development

Paediatric First Aid Training

Safeguarding Training

Fire Safety

Food Hygiene

Prevent

List training received to date on reverse.




