WRENS NURSERY

STAFF INDUCTION

At Wren’s Nursery we value our staff and aim to support them in any way that we can. This induction pack is designed to welcome staff, provide them with necessary policy information and familiarise them with the nursery environment. Wherever possible we will answer any of your further queries or concerns, please do not hesitate to ask us!

Wren’s Nursery is a small nursery for children between the ages of 2 and 5 years. Within the nursery we follow the Revised Early Years Foundation Stage curriculum. This document is located in the staff room and all staff working in the nursery should become familiar with this document.

Our nursery has an Operational plan which incorporates all of our policies and procedures which it is necessary for you to read and utilise in your work. The Operational Plan also holds our Development Plan which shows how the nursery has developed since it opened in 2003 and how we hope to continue to evaluate our practice to develop it further in the future.

On the next page is a summary of your role in the nursery, this may vary according to needs and circumstances within the nursery.

Staff Roles Within the Nursery

We are a close working team in Wren’s nursery and all work hard to form good relationships with all children and parents/ carers alike. There are four or more members of staff working in the nursery at any time. Amy Evans (Nursery Manager), Claire Pitcher (Deputy Manager)  , Justine Gawen (Pre-School Lead), Josie Herbert, Juliet Hilder, Jessica Hardie and Gracie O’Brien.
You will be assigned as the Key Worker for a specific group of children within the nursery. Your main role will be to take care of these children while they are in the nursery. This involves welcoming these children in the morning, settling them in to the nursery and supporting them throughout each session. Over time you will begin to assess and monitor these children to help them achieve their full potential while at Wren’s. Through building close relationships with the children and parents we ascertain what their likes and interests are. These are then used to plan activities specifically aimed at building on these likes and interests making a tailored learning experience for each child in the nursery. It is also important that you form close relationships with both the children and their parents in order to make the nursery as welcoming as possible for all visitors. This is likely to be the first time many of the children have been separated from their parents/ carers so you have a very important role to play! 
We place great importance on creating close links between home and nursery and as such you will be responsible for informing parents how the children under your care have been on a day to day basis. This can be done by informal chats with parents or by completing assessment and monitoring records which are recorded in the children’s files. We also use Tapestry to share photos and activities that the children have been involved in with their parents. We have often had comments from parents to say how nice it is to hear what their children have been doing while they have been in the nursery.
In addition to this main role you will be required to help set up activities both inside the setting and in the outdoor environment before each session and help to tidy away at the end. You will also help to organise snack time, supervise free play both indoors and outdoors and supervise meal times. It is essential that you remain up to date with the Wren’s Nursery policies to ensure you are aware of important procedures that must be followed in a variety of situations and that the welfare of the children is your key priority.
Induction Procedures

Your induction period will last for three months. During this period we aim to make sure that you have been given information on each of the items listed below. Please could you tick these as you receive the information and confirm that you have listened/ read and understood them.
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Operational Plan
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Safeguarding
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Child Protection
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Emergency Evacuation Procedures
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Health and Safety
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Adult Child Ratios
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Nursery Layout and Accommodation
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Code of Conduct
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Resources
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Planning/ Curriculum for children aged:
2 – 3 years
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3 – 4 years
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4 – 5 years
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Assessments, Record Keeping and Reporting
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A briefing on Equal Opportunities
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Individual Needs/ Special Educational Needs
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Links with parents/ carers
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Nutrition
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Complaints procedure
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Procedure for nappy changing and personal care
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Collection of children
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First Aid procedures
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Supporting Positive Behaviour Policy
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