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Induction is the process of helping new employees – or current employees who have changed role, for example, through promotion – to settle into a new role effectively. It involves familiarising them with things such as the work environment, their role and responsibilities, the people they will be working with, nursery policies and procedures, and children and families who use your setting. 

This process is important for giving new staff the opportunity to embed into the setting, promoting good practice, measuring performance and defining responsibilities and codes of conduct, as well as helping with staff retention. Section 3.21 of the revised EYFS states that “Providers must ensure that all staff receive induction training to help them understand their roles and responsibilities. Induction training must include information about emergency evacuation procedures, safeguarding, child protection, the provider’s equality policy, and health and safety issues.” An effective induction is a key part of your recruitment strategy. If an employee fails to receive an induction this can lead to poor performance and a high staff turnover.  

An induction should not just be one day or one week, it should be delivered over several months dependent on the individual (ideally, six months). However, there are key areas that need to be covered in day one and week one, such as health and safety (including evacuation procedures), information regarding policies and procedures to be followed, and basic child protection. Policies and procedures are key to the success of any nursery business. Your inductee needs to read these but also understand and put them into practice as soon as possible. It is also important that employees understand why they are in place and where they have come from. 

Ofsted Inspectors will expect all staff to have a good knowledge about why you have policies and procedures in place. You should use an induction form during the induction period, which should be signed and dated as information is given or as understanding is demonstrated by the inductee. (See template) 

You may want a new employee to have a probationary period to allow you to assess their suitability for the role, a probationary period usually lasts 3–6 months. The new staff member should be given guidance, support and appropriate training opportunities, and performance should be assessed periodically. Where areas for development are highlighted, every opportunity should be provided to assist in the improvement of performance. A review form is usually completed at the end of the period. 
Some examples of what to include in an induction include: 
1. Aims/ ethos of the setting
2. Policies and procedures - especially important are safeguarding, behaviour management, health and safety
3. Job roles and responsibilities
4. What is expected of them, for example:
· Punctuality
· Dress code
· [image: ]Training
· Attendance at meetings
· Hours of work
· Supervisions
· Appraisals
· Training and development (CPD)
· Professionalism on own social media sites
· Partnership with parents
· Role of key person if applicable
Inductions should include all relevant documents and guidelines that new staff will need to be aware of on their first day.
Supervision and Appraisal
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Description automatically generated with low confidence]Appraisal and supervision are important elements in ensuring positive outcomes for children and young people.  The requirements for effective appraisal and supervision are within the Early Years Foundation Stage Statutory Framework 2021. These requirements are under pinned by the will to promote good practice, in supporting staff to identify professional development needs, provides an opportunity for professional feedback, and allows for the building of trusting relationships, where concerns and sensitive issues relating to staff, children or the setting may be discussed.
Effective appraisal and supervision are powerful processes within which to reflect both successes and challenges.
It us advisable to have an agreement in place to ensure that all parties are clear as to the organisation and purpose of supervision meetings. (see template)  

What is the difference between supervision and Appraisal?
Definitions 

Supervision: This could be on an informal basis i.e. day to day management of individuals and teams by their immediate line manager. This must also be carried out regularly on a formal basis, usually every 6-8 weeks, with a written record of the discussion – (see template and guidance on following pages) 

Supervision is an ongoing process and allows you to:
· make sure that all children are being supported and that there are no concerns.
· share success.
· provide support for practitioners around any issues or concerns.
· ensure any issues and concerns are solved or supported.
· identify any need for further support and encourage practitioner to identify these needs for themselves.

· Ensure ongoing suitability
Supervision meetings provide an opportunity for confidential information and concerns to be discussed, but should not be the only avenue for this; concerns should always be raised as and when they occur. For newer members of staff, or where there is concern regarding poor practice you may want to hold supervision meeting more often. 
Supervision is a legal requirement within the Early Years Foundation Stage Statutory framework – page 26 – 3.22 +3.23. This discusses fully what supervision meetings should include. This Photo by Unknown Author is licensed under CC BY


Supervision sessions should be recorded; including areas covered and issues discussed, points agreed, action plans and who will be responsible, including time frames. – Copies then made available to both supervisor and supervisee. Records will be signed by both parties (supervisor and supervisee)

Appraisal: Appraisal is a more formal process. It involves reviewing a practitioner’s performance over a period of time, usually a year, then looking forward and reviewing set objectives, job description, strengths and areas for improvement and identifying how training needs will be met. It is a two-way process which looks backwards to analyse past performance and looks forward with a view to improving future performance, for the joint benefit of the employee and the organisation. There will usually be targets set for the following year, which can be reviewed at supervision meetings


 The diagram above shows the cycle of effective appraisal/supervisionEffective appraisal and supervision leads to improved performance and outcomes


Key elements of effective supervision

Supervision should provide opportunities to: 
· Challenge and be challenged
· Discuss any issues – particularly if they arise from concerns with children’s development or well being
· Identify solutions to problems as they arise.
· Address actions and follow up
· Receive/provide coaching/training to improve personal effectiveness
· Support issues affecting practitioners’ health and wellbeing 

The benefits of supervision for practitioners: 
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· To reflect on practice
· To provide consistency
· To provide constructive feedback
· To recognise and value practitioner
· To build confidence and capacity
· To provide opportunity for an open, individual  and confidential discussion.
· To ensure practitioners are clear and confident in their roles, responsibilities,            and accountabilities.
· Address any issues around their health and wellbeing, and provide appropriate support/refer to specialist services if required

Performance review – sample questions

· What challenges have you faced this last year?
· What have been three achievements this year?
· What skills have you demonstrated to enable these achievements to happen?
· What personal strengths have you shown?
· What is really important to you in your work?
· What are your career aspirations?
· What recent setbacks have you overcome?
· What is causing stress to you – what could you do instead?
· Is there something you would like to develop given the opportunity?
· What has been the impact of any professional development opportunities attended?
· Do you have any professional development needs?

Objectives established for practitioners should be:

Specific
Measurable
Achievable
Relevant
Timed
Exciting and evaluated
Recorded and reviewed

Supervision


Setting Objectives and identifying learning and development 


Appraisal
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