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 Procedure for induction of a new member of staff/volunteer

Before existing member of staff departs the new member of staff to be requested to attend for induction.

The deputy will take charge of the session so the play leader is free to introduce the new member of staff, and go through the written induction and answer any questions the new member of staff may have.

A member of the committee will be asked to help with the session to ensure ratios are adhered to.

The following must be explained:

All items listed in the induction booklet.

The curriculum plans explained fully.

Explain training requirements

Ask what training the new member of staff is interested in undertaking.

Explain the portfolio for recording training.

Ask for sizes regarding staff uniform.

Explain where personal belongings should be kept

Please ensure new member of staff is made to feel at ease and ask if he/ she has any questions or concerns that you can help with regarding the position.

End the induction by thanking the new member of staff for attending and say you look forward to seeing them on the starting date ……..at…..am.

This procedure was adopted by Llanddulas Playgroup on..........................................

