Safeguarding and Welfare Requirement: Staff Qualifications, Training, Support and Skills at Richmond Pre-school CIC.

Ofsted helpline number 0300 1231231

The 3 Pre-school Directors are: Maggie Catmull -Overall Manager (Ofsted Nominated person),  

Sarah Duffy – Setting Manger, Katie Ramsey – Deputy Manager
3.1 Induction of staff, volunteers and managers available at www.richmondpreschool.co.uk
Policy statement

We provide an induction for all staff, students and volunteers and managers in order to fully brief them about the setting, the families we serve, our policies and procedures, curriculum and daily practice in line with the revised EYFS (DfE, 2021).

Procedures

· We have a written induction plan for all new staff, which includes the following:

· Introductions to all staff and volunteers, including management.

· Familiarising with the building, health and safety, and fire and evacuation procedures.

· Introduction to parents who come in to volunteer.

· Familiarising them with confidential information where applicable in relation to any key children and the need to maintain confidentiality at all times.
· Details of the tasks and daily routines to be completed.

· The induction period lasts at least two weeks, unless the student is on short term (2-3 week) placement with us. The Registered person inducts new staff and volunteers, but may delegate certain tasks.

· During the induction period, the individual must demonstrate an understanding of and compliance with our policies, procedures, tasks and routines.

· Successful completion of the induction forms part of the probationary period.
Supporting documentation
To be found in Student and volunteers folder and the Single central record for staff inductions
Staff Info \ Induction and Probation reviews\
0. List of documents required for student and staff inductions

1. Student details form (If student)

2. Student / Staff Medical form

3. Additional information for Students and volunteers ( covered in EYFS Induction for staff)
4. Safeguarding Introduction for all new staff, students and volunteers  

5. H&S induction form with Confidentiality agreement

6. Safeguarding quiz

7. Behaviour reminders for Richmond Pre-school 
8. Reaching from heights & manual handling sheet
Staff Info \ Job descriptions\

· Job Description for Pre-school practitioner ( for employees only)
Policies and Procedures\Current Policies\

· Policy 6.8 Managing the Covid-19 pandemic

· 10.13 Acceptable Use Agreement : All staff students and Volunteers

Senco\Behaviours and Rules\

· Behaviour reminders for staff

Last updated by: Maggie Catmull on   4th September 2021.
Policy agreed for and on behalf of Richmond Pre-school CIC by all three directors on 4th September 2021

Review annually
