Lympstone Pre-school
Recruitment, Induction and Training Policy
Lympstone Pre-school has a strong commitment to equal opportunities & strives to be an equal opportunities employer & service provider.  This is reflected through the recruitment & admissions processes & the day to day running & practice of the Pre-school. The pre-school will appoint the best person for each job and will treat fairly all applicants for jobs.  The pre-school will not   discriminate on grounds of an individual’s age, gender, sexual orientation, ethnicity, culture, or whether they have a disability.
Recruitment Procedure  

Vacancies will be advertised if positions are not filled in house. 

An application pack, containing Lympstone Pre-school Welcome Pack, application form, job description & person specification will be sent to all applicants on receipt of their enquiry.  Applicants will be required to supply details of at least two referees.  
A short-listing & interview panel, consisting of at least: the practice manager, a the playleader & member of the Committee, will be selected.  

We will strive to short-list applications and notify successful candidates within a week of the closing date, and up to a maximum of 2 weeks, following the closing date.

Applications will be considered against the criteria on the person specification & scored according to how fully they meet them for short-listing, using a 3 part point system.  

Successful applicants will be contacted to invite them to interview & be given at least one week’s notice of the interview date.  

Standard, agreed interview questions pertinent to each post will be used for the interview & the interview process will follow an ‘equal opportunities’ format, with all candidates being asked & scored on the same questions.
A three part points system will be used to score the candidates’ answers to the questions & additional comments to support the allocation of points will be recorded. This information will form the basis of feedback to candidates & will be kept for 2 months after the interview to provide information / evidence should an unsuccessful candidate query feedback given. 

All candidates will be thanked for their interest & attending the interview & offered reimbursement of reasonable travel costs incurred in attending.

All candidates will be contacted with the outcome of the interview within 48 hours of them taking place.  If this is not possible, because, for example, of the need to schedule interviews over several days, candidates will be told of this at the time & given a time to expect to be contacted by. 
Offer of a position will be made subject to DBS disclosures and references.

Induction Procedure
The following provides a guide to the induction procedure which the preschool aims to follow once an applicant has been successfully employed.
INDUCTION PROGRAMME 

	Time
	Activity
By the end of Day One, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Had a meeting with your line manager.

	
	

	
	· An understanding of the induction process, and have received an induction pack from your line manager.

	
	

	
	· An introduction to your colleagues and ‘Who’s Who’ at your office/site.

	
	

	
	· A copy of the relevant documentation or advice on where to find it.

	
	

	
	· Completed the applicable starting forms

	
	

	
	· A tour of building/s, including the location of necessary equipment and facilities, etc.

	
	

	
	· Health and Safety issues addressed


	
	

	
	· Training and certificate in Food and Hygiene attained


	
	

	
	· An outline of your role, responsibilities, and level of authority, and outline of work priorities and deadlines.

	
	

	
	· Been provided with keys/passes and alarm codes.

	

	Time
	Activity
By the end of Week One, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Familiarised self with office procedures, documentation and equipment.

	
	

	
	· An introduction to fire drill procedures, emergency and evacuation procedures; First Aid Officer (& location of 1st Aid Boxes); and outline of security procedures.

	
	

	
	· Been provided with computer access and passwords (if appropriate).

	
	

	
	· Clarification on standards required and quality of work.


	
	

	Time
	Activity
By the end of Month One, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Been provided with staffing details for staff reporting to you

	
	

	
	· Been provided with any equipment required to fill the role.

	
	

	
	· Have knowledge of names and locations, etc of external contacts and made contact

	
	

	
	· An overview of any relevant financial procedures as they relate to the post.
	
	

	
	· An understanding of the policy on: one to ones; appraisal; staff & union meetings.
· 
	
	

	
	· Undertaken a monthly probationary review with your line manager and set up regular termly 1:1 supervision meetings.

	
	

	
	· A copy of, and have discussed key elements of, the business plan and mission statement.

	
	

	Time
	Activity
By the end of Month Two, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Completed an audit of key skills required for the post to identify areas of  on the job training.
	
	

	
	· The ability to complete tasks (as identified from the job description) to the required standards of quality and accuracy.

	
	

	
	· An understanding of your role in relation to the management reporting structure.

	
	

	
	· Been set key objectives to achieve over the next four months

	
	

	Time
	Activity
By the end of Month Four, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Acquired full knowledge of all essential policies and procedures including all policies pertaining to aspects of safeguarding, child protection and equality.

	
	

	
	· Identified key people for on-going support/networking.

	
	

	
	· Undertaken a three and four month probationary review with your line manager.

	
	

	Time
	Activity
By the end of Month Six,, you will have:
	Initial

	
	
	Staff
	Mgr

	
	· Booked and/or attended or addressed a training need identified in month two.

	
	

	
	· Achieved key objectives set during your induction to the standard required.
	
	

	
	· Demonstrated capability to meet the requirements of the role to the standard set.

	
	

	
	· Completed your induction programme, and undertaken a probationary review with your line manager.
	
	

	
	· Following successful completion of probationary period, undertaken an appraisal with line manager and devised key objectives and an on the job training plan for the next 6-12 months.
	
	


Training

The Preschool are committed to accessing training opportunities which allow staff to develop their skills and understanding of childcare and education in Early Years.  The Preschool encourage staff to work towards attaining recognized qualifications and higher levels of qualifications in child care and education.

To this end, the Preschool budget finances to provide funding for at least 4 days training, per member of staff, each year.  Staff will be paid for the time that they attend training and traveling expenses will be reimbursed.  The Preschool will arrange cover for staff who wish to attend training opportunities which fall within session time.  

This policy was adopted at a meeting of the pre-school held on
..................................(date)

Signed on behalf of the pre-school
.....................................................
