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Staff Induction Policy
The quality of service is a direct reflection of the commitment and vision of the staff.

All new staff will receive an induction to the Co-operative and their position that will provide them with introductions, clear expectations about their working arrangements and explanations about the operations, philosophy, policies and procedures of the centre. This will ideally be done, where possible, before commencement of their duties.

Before commencement all new staff will meet with the Centre Co-ordinator who will:

· Take them on a tour of the centre and provide introductions to the other staff members

· Provide the new staff members with a copy of the Meruka handbook with the expectation that all sections will be read prior to commencement

· Provide the new staff member with a copy of Meruka’s OH&S policies and procedures handbook. The Centre Co-ordinator and the new staff member will go through this booklet together and sign off on the checklist provided at the back of the policies. This is to ensure the new member understands all areas of the booklet.

· Provide new staff member with their Position Description, Terms and Conditions of Employment and Staff Record form.

· Clarify any questions in regard to the employee’s contract of employment.

· Provide new staff member with relevant forms in relation to taxation, superannuation and wage or salary.

Prior to commencing work directly with children, all new staff will meet with the Centre Co-ordinator or assistant Co-ordinator at the discretion of the Centre Co-ordinator who will:

· Discuss the Staff handbook including centre philosophy , promoting inclusion, equality and anti-bias, staff procedure to resolve grievances and disputes, procedures and actions, supervision of children, OH&S, emergency evacuation procedures and allow staff to familiarise themselves with the procedures and policies

· Provide new staff with information regarding the Quality Improvement Accreditation System (including documentation, source book and instructions)

· Show staff members where the centre’s policies and procedures handbook, regulations, Act and industrial agreement are kept and advise of their availability at all times

· Show staff members how to access information regarding children’s health conditions, protective requirements and ensure they are informed about the children in their immediate care

· Advise the new staff member about the centre’s management structure and their lines of responsibility and communication with management, namely the Staff Liaison Officer

· Allow the staff member to spend some time in their designated work area so they may be introduced to the children, parents and other caregivers
· Assign the new staff member to an experienced staff person (Mentor).

At the end of a fortnight of employment the Centre Co-ordinator will meet with each new staff member to:

· Clarify their role further and address any questions the new employee may have

· Further discuss the content of the Meruka handbook
· Provide the opportunity for feedback.

At the end of the first month of employment the Centre Co-ordinator will meet with the new staff member to:

· Address any questions the new employee may have

· Negotiate an on-going professional development plan

· Provide the opportunity for feedback.
At the end of the first three months of employment, the Centre Co-ordinator will meet with the new staff member to:

· Introduce them to the staff performance appraisal system

· Provide the opportunity for feedback.

Referenced National Quality Standards
· Quality Area 4 – Staffing Arrangements

· 4.2 
Educators, coordinators and staff have the skills and knowledge to support 


children’s learning, health, safety and wellbeing.
· 4.3 
Educators, coordinators and staff are respectful & ethical.
· Quality Area 7 – Leadership & Service Management
· 7.1 
Effective leadership promotes a positive organisational culture and builds a 
professional learning community.
· 7.2 
There is a commitment to continuous improvement.
· 7.3  
Management & administrative systems enable the effective provision of a 
quality service.
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