Wren’s Nursery Staff Induction Policy
Introduction
At Wren’s Nursery we value our staff and recognise that a thorough induction is essential to ensure children are safe, well cared for and able to thrive. This induction process is designed to welcome new staff, provide essential information, and support them to become confident, effective members of our team.
The induction ensures that all staff understand their roles, responsibilities, and the policies and procedures that support high-quality care and education.
About Wren’s Nursery
Wren’s Nursery provides early years education and care for children aged 2–5 years in line with the Statutory Framework for the Early Years Foundation Stage (EYFS).
All staff are expected to be familiar with:
· The EYFS Framework
· The nursery’s Operational Plan
· All nursery policies and procedures
These documents are available in the staff room and must be read and followed at all times.
Staff Roles and Responsibilities
Wren’s Nursery operates as a close and supportive team. Staff work together to provide a safe, caring and stimulating environment and to build positive relationships with children and families.
Each member of staff is assigned as a Key Worker for a group of children. The Key Worker’s role is to:
· Welcome and settle children each day
· Build secure, trusting relationships with children and parents
· Observe, assess and support children’s learning and development
· Use children’s interests to plan engaging, personalised activities
· Keep accurate records and contribute to learning journeys
· Share information with parents through daily conversations and Tapestry
· Support children’s emotional wellbeing, especially during settling-in periods
In addition, all staff are expected to:
· Prepare learning environments
· Support indoor and outdoor play
· Supervise meals and snack times
· Maintain cleanliness and safety
· Follow all safeguarding, health and safety and welfare procedures
The welfare and safety of children must always be the highest priority.
Induction Period
The induction period lasts three months. During this time, staff will receive:
· A full introduction to the nursery
· Training on safeguarding, health and safety and child protection
· Support from the Nursery Manager, Deputy Manager and colleagues
· Opportunities to ask questions and reflect on practice
New staff will not be left unsupervised with children until they have completed safeguarding training and have been deemed suitable.
Induction Checklist
All staff must confirm they have read, understood and will follow the following:
	Area
	Tick
	Initial

	Operational Plan
	☐
	

	Safeguarding Policy
	☐
	

	Child Protection Procedures
	☐
	

	Emergency Evacuation Procedures
	☐
	

	Health and Safety
	☐
	

	Adult:Child Ratios
	☐
	

	Nursery Layout and Premises
	☐
	

	Code of Conduct
	☐
	

	Use of Resources
	☐
	

	EYFS Curriculum (2–3 years)
	☐
	

	EYFS Curriculum (3–4 years)
	☐
	

	EYFS Curriculum (4–5 years)
	☐
	

	Assessment, Record Keeping and Reporting
	☐
	

	Equality and Inclusion
	☐
	

	SEND Procedures
	☐
	

	Working with Parents and Carers
	☐
	

	Nutrition and Mealtimes
	☐
	

	Complaints Procedure
	☐
	

	Nappy Changing and Personal Care
	☐
	

	Collection of Children
	☐
	

	First Aid Procedures
	☐
	

	Positive Behaviour Support
	☐
	



Ongoing Support
Staff will continue to receive:
· Supervision and appraisals
· Ongoing training
· Support and guidance from the management team
Induction will be reviewed at the end of the three-month period.

