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Introduction
Induction is a key process in creating and maintaining a positive and professional culture. Each individual who begins work at the service should have a clear understanding of their role and the expectations for their performance, and should be given the opportunity to engage with the philosophy and context that underpin the operation of the service at the earliest possible time.  New staff members need to be able to perform their duties effectively as soon as possible following commencement of employment. This is essential to the quality of care of children. This policy outlines the requirements for induction. The Centre is committed to providing continuity of care, practices and standards by ensuring all staff are provided with and are aware of our centre and individual children’s requirements.

Goals – What are we going to do?
A full induction and completed relevant check list will be on file for each new casual, permanent employee, student, volunteer, or person transferring to a new position, to ensure all are confident in their role within the Centre.
National Quality Framework, Quality Area 7– Governance and Leadership
National Quality Framework Standard 7.1 Governance – Governance supports the operation of an effective service.
 	7.1.3 Roles and Responsibilities – Role and responsibilities are clearly defined, and understood, and support effective decision-making and operation of the service.


NATIONAL QUALITY STANDARD (NQS)
	QUALITY AREA 7: GOVERNANCE AND LEADERSHIP

	7.1
	Governance 
	Governance supports the operation of a quality service. 

	7.1.1
	Service philosophy and purposes 
	A statement of philosophy guides all aspects of the service’s operations.

	7.1.2
	Management Systems 
	Systems are in place to manage risk and enable the effective management and operation of a quality service. 

	7.1.3
	Roles and Responsibilities 
	Roles and responsibilities are clearly defined and understood and support effective decision-making and operation of the service. 

	7.2
	Leadership 
	Effective leadership builds and promotes a positive organisational culture and professional learning community. 

	7.2.2
	Educational leadership 
	The educational leader is supported and leads the development and implementation of the educational program and assessment and planning cycle. 

	7.2.3
	Development of professionals 
	Educators, co-ordinations and staff members’’ performance is regularly evaluated and individual plans are in place to support learning and development. 



	EDUCATION AND CARE SERVICES NATIONAL LAW AND REGULATIONS

	S. 170
	Offence relating to unauthorised persons on education and care service premises

	S. 175
	Offence relating to requirement to keep enrolment and other documents

	83
	Staff members and family day care educators not to be affected by alcohol or drugs

	84 
	Awareness of child protection law

	120
	Educators who are under the age of 18 to be supervised 

	145
	Staff Records

	149
	Volunteers and Students 

	168
	Policies and Procedures 

	170
	Policies and procedures to be followed

	172
	Notification of change to policies or procedures




Strategies ‐ How will it be done?
Relief/Casual Staff & Students
Relief and casual staff as well as students are to be inducted following the process below before they commence work within the centre.
· Have their individual Working With Children Check status verified online by Centre staff 
· https://wwccheck.ccyp.nsw.gov.au/Employers/Login
· Complete an induction process which covers relevant aspects of the centre, set out in the centre Employee Induction Checklist (Section 7, Appendix 1) or Student/Volunteer Induction Checklist (Section 7, Appendix 2)
· Complete relevant forms, Staff Record - Students and other Volunteers (Section 4, Appendix 5) Tax File Declaration, Superannuation Documentation, Pay Details, Emergency Contact Details, etc.
· Provided with a copy of Fair Work Australia Information Sheet (Section 4, Appendix 9)
· Read Staff Handbook (Part A only for Casual Relief Staff, Students & Volunteers)
· Be introduced to all Centre staff, children and families, when possible.
· Be given a tour of the Centre and awareness of procedures relevant to each room.
· Be placed with a permanent staff member who is able to offer support if required.
· Provided with detailed information about centre “Fire safety and emergency evacuation procedures”, as displayed in each class room, foyer, kitchen, staff room and bathrooms.(See Section 2, Policy 2.8.3, Appendix 18)
· Be informed of any children’s relevant cultural, custodial and health issues, protection requirements, allergies etc. for the children in their immediate care
· Informed of centre dress requirements and suitable clothing to be worn at the centre. Shoes should be flat an appropriate for working with children and the preschool program. Staff are required to wear a hat & sunscreen at all times in the outdoor playgrounds.
· provide Working with Children Check details prior to placement [exemptions may be applicable if student is under the age of 18 in NSW.
· not be in possession of personal electronic devices that can take images or videos while providing education and working directly with children 


New Permanent Employee
The new permanent employee in addition to the above, is to be provided with the following information:
	
· Early Years Learning Framework, and National Quality Framework and their processes
· Centre Philosophy Statement
· Centre Code of Conduct/Code of Ethics
· Information on relevant Centre Policies and Procedures, and the location of Policy and Procedure Manuals.
· Position Description detailing their role and responsibilities
· Relevant Employee Paperwork, including Staff Record Form (Section 4, Appendices 2,3,4) , Tax File Declaration, Superannuation Documentation, Pay Details, Emergency Contact Details, etc.
· Staff Handbook (Part A & B)
· Grievance/Discipline procedures 
· Centre Management Committee role and responsibilities
· Introduced and partnered with a team leader.
· Information relating to the NSW Health Munch & Move Program
After a two week period the new employee will meet with the Director to clarify any concerns, discuss staff handbook and answer any questions the employee may have.  Feedback will be sought on the induction procedure.

Employee on Extended Leave
An employee on extended leave, for example Maternity Leave, is to meet with the Director upon their return to work to update their knowledge of all changes to Centre’s policies and procedures.

Statutory Legislation & Considerations
· Education & Care Services National Regulations 2023
· National Quality Standard for Early Childhood Education and Care and School Age Care
Council of Australian Governments January 2020
Sources
· Community Early Learning Australia.
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