
Staff Induction Guidance
Plan the employee’s induction, including who will meet them on their first day, who will mentor them and arrange a meeting prior to them working directly with the children. Ensure space is made to securely store new employee’s personal belongings.
Employee’s name………………………………………………….. 
Post…………………………………………………………………..
Start date…………………………………………………………….

Please note: this list is not exhaustive.
	By when
	Suggested content
	Comments and any further actions agreed
	Name of person supporting or completing this action
	Employee signature & date completed

	Day 1 

To be completed as soon as the employee arrives and prior to starting work with the children.
	Complete emergency contact details & other documentation.
	
	
	

	
	Detail conditions of probationary period (this should also be in the contract).
	
	
	

	
	Read through the key policies with the employee and answer any questions. Ensure all safeguarding policies are understood including the use of ICT, mobile phone & social networking.
	
	
	

	
	Show employee where they can keep their personal belongings including mobile phone.
	
	
	

	
	Ensure fire and emergency procedures are understood.
	
	
	

	
	Discuss the health and safety policy and procedures including outlining any precautions the employee must take to protect them from harm. 
	
	
	

	
	Ensure procedures for reporting hazards/accidents/incidents.
	
	
	

	
	Introduce the first aider at work and paediatric first aider along with the location of first aid box.
	
	
	

	
	Introduce the employee to the DSL.
	
	
	

	
	Show and explain site security (exit/entrances) including procedures for arrival and departure of children, parents, visitors and staff. Include signing in and out procedures.
	
	
	

	
	Show employee around the building, introducing colleagues, managers, parents and children. 
	
	
	

	
	Introduce the employee to their mentor/buddy and give them a short time to talk together.
	
	
	

	
	Take a photo of new employee and display on staff notice board to inform parents.
	
	
	

	
	
	
	
	

	Days 2-7
	Discuss organisational structure. 
	
	
	

	
	Discuss expectations of job roles & responsibilities.
	
	
	

	
	Highlight

· Holiday entitlements

· Arrangements relating to sick leave or other absence
· Dress code

· Commitment to staff 
       meetings/training
· Disciplinary & grievance procedures

· Work practices
(in line with employment contract)
	
	
	

	
	Supply employee with name badge/fob.
	
	
	

	
	Continue to shadow buddy/mentor.
	
	
	

	
	Review observation, planning and assessment processes.
	
	
	

	
	
	
	
	

	Weeks 2-3
	Employee to meet with policy coordinator to establish progress on policy reading list.
	
	
	

	
	Discuss knowledge of the Statutory Framework for EYFS, read and discussed if clarification is needed.
	
	
	

	
	Informal meeting with buddy/mentor (10-15 minutes).
	
	
	

	
	Ensure building evacuation procedure is practiced with employee.
	
	
	

	
	
	
	
	

	Week 4
	Employee to meet with manager to discuss:

· progress to date 

· Opportunity for questions relating to policy or documentation

· Identify training needs & support

· Manager create training plan

· Outline commitment of attendance at staff meetings
	
	
	

	
	
	
	
	

	Week 8
	Written statement of employment if the employment contract lasts at least a month or more. The employee must provide the written statement within 2 months of the start of employment.

https://www.gov.uk/employment-contracts-and-conditions
	
	
	

	
	
	
	
	

	Week 12
	Appraisal meeting to further review progress.


	
	
	

	
	
	
	
	

	Within

6 months 
	Meeting to conclude or continue probationary period.
http://www.acas.org.uk/index.aspx?articleid=1371
	
	
	

	
	Review training attended or booked.
	
	
	


Essential Policies – Early Reading 

(Recommendation that all key policies are read within the first day of employment.)
· Safeguarding and Child Protection policy including dealing with Managing Allegations Guidance for Adults who work in Early Years Settings and Childcare Providers in Coventry.
· Health & Safety (First Aid, Medication, Hygiene, Risk Assessment, Reporting Accidents, Site Security)
· Arrivals and Departure

· Communicable diseases

· Behaviour management 
· Equality and Diversity

· Supporting Children with SEN

· Inclusion

· Staffing policies
For further information please access:

ACAS: http://www.acas.org.uk/index.aspx?articleid=3754
GOV.UK: https://www.gov.uk/employment-contracts-and-conditions

