Emmer Green Pre-School – Policies & Procedures

STAFF INDUCTION AND TRAINING POLICY
Emmer Green Pre-school aims to provide good quality care and employs experienced and qualified staff. In order to ensure we maintain our standards we offer all new employees a staff induction programme.
· Staff will be provided with job descriptions setting out the different roles and responsibilities and a copy of our Welcome Booklet.

· The Supervisor will give induction training that informs new members of staff about the way the setting operates and how they fit in.

· Each new member of staff will be nominated an existing Pre-school Assistant Mentor to offer guidance and answer questions on the daily routine.

The induction period will run for one month and a review will take place at the end of this time to ensure that the new employee is confident in all aspects of the setting.

Continuous training will be encouraged to ensure that all our staff grow personally and develop their skill base. It is the Supervisor’s responsibility to make staff aware of any training courses and also to ensure that all staff attend certain compulsory courses such as First Aid etc.

Supervisions
Supervisions provide a framework to support clear direction and guidance to individual practitioners.  Our aim is to foster a culture of mutual support, teamwork and continuous improvement as well as supporting confidential discussion of sensitive issues.

Supervisions will provide opportunities for staff to:

· Discuss workload identify any issues and consider solution to address these

· Raise concerns about key children, development or well being

· Consider successes and things that have gone well

· Feedback on work performance, monitor progress with individual and team targets and clarify roles and responsibilities

· Discuss training opportunities

The benefits of supervision for Emmer Green Pre-school are:

It improves communication with the staff.  Problems are identified at the earliest opportunity with faster more effective solutions to any problems and concerns, continuous professional development that supports quality provision in the  Pre-school.

All supervision meetings will include a discussion concerning development and well being of each of the staff member’s key children.

If concerns are raised the Supervisor must seek to identify solutions and this will be recorded on the child’s file and may need to include support from external agencies.

Staff Well Being 
Emmer Green Pre-school recognizes that supporting the mental well being of our staff is important for both individuals and the organization.

Mental ill health is usually caused by a combination of work and non-work related factors.

Emmer Green Pre-school’s practicable factors that could harm employees, physical and mental well being which includes work related stress.  This duty extends only to those factors that are work related and within Emmer Green Pre-school’s control.
This policy accepts the Health and Safety Executive “definition of work related stress” as the adverse reaction to a person who has excessive pressure or other types of demand placed on them.

There is an important distinction between “reasonable pressures” which stimulate and motivate “stress” where an individual feels they are unable to cope with excessive pressures or demands placed upon them.

This policy recognizes that there are many sources of work related stress and that stress can result from the actions or behavior of supervisor, employees or committee trustees.

Emmer Green Pre-school have produced a number of standards which cover the primary sources of stress at work that if not properly managed are associated with poor health and well being, lower productivity and increased sickness absence.

These are:
· Demands  - eg: workload, work patterns, committee and work environment

· Control – eg: how much say the person has in the way they do their work

· Support –eg: the encouragement, sponsorship and resources provided by the organization and line management and colleagues

· Relationships – eg: promoting positive working to avoid conflict and dealing with unacceptable behavior

· Role – such as whether people understand their role within the pre-school and whether the pre-school ensures that they do not have conflicting roles

· Change – such as how pre-school change (large or small) is managed and communicated within the Pre-school

Emmer Green Pre-school supervisor and committee trustees acknowledge the potential impact that work has on an individual’s physical and mental health.  Emmer Green Pre-school is committed to fostering a culture of co-operation, trust and mutual respect, where all individuals are treated with dignity and can work on their own optimum level.

Emmer Green Pre-school have a duty of care towards the children in our care to ensure the staff in charge of caring for educating and safeguarding are fit to do so.

Promoting Staff Wellbeing
· Creating a working environment where potential work related stresses as far as practicable are avoided, minimized or mitigated through good management practices, effective capabilities, policies, support meetings and one to one staff development.
· Developing a culture that is open and supportive of people experiencing stress or other forms of ill health
· Engaging with staff to create constructive and effective working partnerships.
· Encouraging staff to take responsibility for their own health and wellbeing through effective health discussion.  
If staff’s mental health and wellbeing is a concern, the supervisor or committee chair will:

· Hold support meetings with the member of staff to discuss wellbeing and how they can be supported
· Investigate the cause of the change in wellbeing/mental health and investigate whether it is work related or not in order to fully support in the most effective way.  Amend duties if the structure allows too relieve the stress and promote positive wellbeing.  Point them in the directions of services that can help – eg: doctors, help lines, family etc, talk to committee chair/pre-school Supervisor.
This policy was adopted by Pre School on …..……………………………………….
Signed on behalf of the committee …………………………………………………..
Name of signatory ……………………………………………………………………..
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