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                   MANORWAY ACADEMY 

 



New members of staff will be issued with a job description and a copy of the school’s policies and 

procedures. Staff will also undergo an induction process during the first month of their employment 

and be assigned a mentor to help them settle in. 

 

Staff should introduce the new member of staff to colleagues, children and parents/carers. 

Policies and procedures should be shown and explained to staff. They should be given a copy and 

time allowed for discussions around the practical implications of the school’s policies and practices. 

Particular attention should be drawn to the child protection and health and safety policies. 

Staff should be made aware of the school’s obligation to fulfil the National Standards for Out of 

School Childcare. 

 

As part of the induction, the mentor will discuss and talk through everyday practices of the school. 

There will include: 

 

• Staffing structure   

• Staff shifts/rota   

• Confidentiality   

• Rest breaks  

• Booking of annual leave   

• Staff absences   

• Day to day management and running of the school   

• Responsibilities   

• Code of conduct (including confidentiality)   

• Appraisal and supervision   

• Training and qualification development   

• Policies and procedures   

• Whistle blowing  

Showing new staff around the premises should include:  

• Fire exits and assembly point   

• Toilets   

• Staff room  

• Kitchen   

• School office (including telephone, office equipment and documentation is 

kept)  

 

• Storage areas  

•  First aid box    

• Collection points   

• Equipment that belongs to the school  

• Outside play areas   

• Any hazards to be aware of  

 

A checklist to use during the induction period that requires both parties to sign and date as and 

when each section is completed. To be kept in the staff members file.  

Staff Development and Training: 

The staff are the school’s most valuable resource, as it is only through their commitment and effort 

that good quality provision can be both established and maintained. We are therefore committed to 

providing good training and development opportunities for staff so that they are able to perform 



their roles both efficiently and effectively. 

 

The school is committed to providing for staff: 

This will help to ensure that staff development needs are being met and that staff training and 

qualifications are meeting the requirements of the school and the National Standards. 

 

Staff Meetings: 

Staff meetings take place daily. 

Staff meetings allow time for planning and problem solving, information and task sharing and 

acknowledging work issues. There are also opportunities for staff to reflect on their work 

performance and review any difficulties they may be facing. 

 

Staff Appraisal: 

Appraisals will take the form of annual meetings between staff and the Manager. They will be used 

to identify current knowledge, skills areas for future development and potential training needs. 

 

Supervision: 

Supervisions will take the form of regular discussions between staff and the Manager, and will be an 

opportunity for reflecting on recent professional progress, as well as the targets set, and issues 

raised, during appraisals. 

The appraisal and supervision process will be used to build up a Personal Development Plan, which 

will be revised during supervisions to ensure that staff needs are both identified and acted upon as 

they arise. It is the joint responsibility of both the member of staff and the Manager to ensure that 

the plan is kept up to date and that all decisions are followed through. 

 

Training Opportunities: 

The school will do all it can to support staff that are working towards improving their qualifications 

and training experience. All staff are encouraged to take up training opportunities to expand their 

professional development and ensure an up to date knowledge of childcare issues. 

It is the Manager’s responsibility to identify and promote suitable training courses for staff and 

strongly encourage them to take advantage of these. Support will be given to help staff overcome 

any barriers to accessing such training. 

Staff will be expected to attend training courses and update skills as and when requested by their 

Manager.  

 


