Academy 4 kid day nursery - Staff induction pack

We would like to take this opportunity to welcome you to Academy 4 Kids day nursery.

This induction pack has been put together to help you understand what our aims for the nursery are.  It is also to make settling into your new position a little easier.  Copies of the nursery policies will be given to you, it is important that you arrange time to read through these, as they are important documents which will inform you in more detail of the correct procedures to follow.  At the end of your first week of employment you will be expected to have a full knowledge of these so please speak to the manager if you have any difficulties.  

There is staff signing page in which you should be signed the exact arrival and departure time.  The pages are found in the registers, one for each room.
No hot or cold drinks are allowed in the nursery. Tea, coffee and sandwiches will be provided in the staff room.   You are welcome to make tea and coffee in the kitchen, and a sandwich at lunch time.  Please refrain from eating the food prepared for the children.
If you are unable to attend work you must inform us as earlier as possible minimum one hour.  You must phone Lisa, or the manager or deputy.  Leaving a message is not appropriate.
TRAINING 

The nursery operates a policy of staff development.  It is expected that all nursery staff and will participate fully in any training organised for them.

UNIFORM 

All staff will be expected to wear a tabard when working with the children, which they are responsible for cleaning. A £5 refundable deposit will be required.  All staff should keep their uniform looking clean.

STAFF MEETINGS 

Staff meetings will be held occasionally, which you are expected to attend.  You will be given prior notice to timings and dates. 

KEYWORKERS 

It is the policy of the nursery to operate a key worker system whereby a designated member of staff will be specifically responsible for monitoring the progress of the children assigned to them and will act as the first point of contact of the parents/carers.  You will be informed if you are required to be a key worker.
GREETING OF CHILDREN AND PARENTS 

Parents and children should be greeted warmly upon arrival.  First impressions are extremely important and emphasis will be focused on friendliness and care.  This behaviour is to be executed not only on the first day but always.  All staff should be aware of a child’s reluctance to be left alone and so do their best to preserve a friendly and sociable atmosphere at all times.  Staff will be available at departure times to discuss the child’s activities throughout the day.  
Baby room and Toddler room staff will report to the parents/carers using the child’s daily diary which must be filled in to include all meals and sleep times as well as any other relevant information.
CHILDREN

We wish to create an atmosphere that is constructive, busy, happy, creative and child centred.  Talking and listening to the children is very important staff should be sitting with the children and showing interest in what the child is doing.  Good speech and good manners are taught best by example, so always speak politely to the children.  Staff will act as a role model to encourage good behaviour, which will be praised and encouraged. 

Children will not be labelled or called names.  Circle time is always a good time to reinforce good behaviour.   For more advice on behaviour management used in the nursery please speak to the Manager, Deputy Manager or Room leader.
PARENTS 

Parents/carers should be made to feel welcome at all times and should be encouraged to take part in school outings and special events.  Anything learnt about children, or even parents/carers is confidential and must not be discussed except with those directly involved.

Hygiene 

We aim to maintain a high standard of cleanliness throughout the nursery and every member of staff is expected to make their contribution to this.  Staff must be clean and tidy at all times and wash their hands frequently.  Staff must also ensure that the children wash their hands after going to the toilet and before meals.  Toys and equipment must be sterilised on a regular basis.  Staff will be asked to assist with cleaning up after meals.  When changing nappies you are expected to wear a plastic apron and gloves.  Gloves must be changed after every change.
Safety

The safety of all children in out care is of paramount importance and all staff must be alert at all times to potential hazards.  You must inform the other staff if you leave the room for any reason.  Team work is important, you must be aware of what is going on in the room and use your initiative to ensure the room is running smoothly.  If you discover any broken equipment you should report this immediately to your senior.

Fire notices are displayed in all rooms and staff must be sure that they know the correct procedure for evacuation in case of fire.  Fire drills are held regularly. There is a daily Health and safety checklist to be filled three times a day.  You may be asked to fill this in.
First Aid

First Aid boxes are kept in all the rooms including the main office and the kitchen.

All accidents or incidences must be recorded in the accident book and reported to a senior member of staff.  Should hospital treatment be necessary, the manager/deputy on duty will nominate a member of staff to accompany the injured child.

Planning
Staff are expected to help carry out the planning, and to contribute ideas.
WALL BOARDS AND DISPLAYS

It is the policy of the nursery to display the children’s work as attractively as possible to ensure a bright environment for them.  The work must be that of the children’s, staff input only being used for mounting, display and labels.  Double check all spellings and ensure all labels, titles etc are well written.  The work should then be mounted in an attractive fashion.  The wall displays should be changed regularly and be in line with topics.  Staff should only be attending to displays, which are convenient to the room senior.

MEAL/SNACKS TIME

Staff are expected to ensure mealtimes are a pleasant social occasion where the children are encouraged to be independent eaters.  Staff should sit with the children.  Children with special dietary needs will be catered for, and the staff need to familiarise themselves with the children’s individual requirements.  Staff are not permitted to eat or drink in their rooms. 

REGISTERS 

These will be kept in each room and.  They should be signed at the time the child arrives and leaves.  They must be kept neat, up to date and have all relevant information required.  We have a statutory duty to complete these correctly.  Registers must be carried during fire drills and a copy must be taken on all outings.  They can be found in the documents box, in a folder labelled registers.
ADMINISTRATION OF MEDICINES

The nursery will only administer medicines prescribed by the doctor.  Parents/carers will be asked to sign a consent form and provide written instructions on how and when to be administered.  Medicines should always be clearly labelled and locked away.

Senior member of staff must be always informed.

I hope you enjoy working with us at Academy 4 Kids day nursery, and please do not hesitate to discuss any concerns or questions that you may have.

Manager-Zoe Hammond
Deputy Manager- Natasha Crellin
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