[bookmark: _Toc374967635]Induction (of new staff/volunteer) Procedure

Upon an offer of employment, Willow Bank Pre-School will:
· Check references.
· Upon receipt of an acceptance letter, create a staff folder containing the application form, interview questions and references and any relevant training already undertaken.
· Arrange DBS checks. Make aware of disqualification by association and get them to sign letter that they are aware.
· Arrange a visit to the Pre-School, to take place before formal employment start date.  Induction training will give an overview of the Pre-School and ensure that the new member of staff/volunteer understand our purpose, values, service and structure.  We will go through policies and procedures including Health, Hygiene and Safety, Child Protection, Safeguarding Children, Confidentiality, Equality of Opportunities, Anti Bullying/Conflict Resolution, Staffing and Employment and familiarise them with the premises and routine.
· During the 1st week of employment we will supply the new staff member with an induction pack, which will include a copy of “What to do if you suspect a child is being abused”, a full set of Willow Bank Pre-School Policies and Procedures, other relevant Health and Safety and working practice information.   
· New staff will be ‘linked’ with an existing member of staff to help settle into routines and where to find the information.
· Arrange any necessary training e.g. first aid, safeguarding.
· Review after 3 months and report to the Committee.
· Arrange a contract specific to the new job role.
· The Chairperson and/or Manager will run an appraisal system annually for all staff.
· Continue ongoing professional development with relevant training.
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