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	Purpose:
	To understands the process of orientation for new employees at Wahroonga After School Care Centre.



Policy Statement
Wahroonga After School Care Centre provides an orientation and induction process which is informative and insightful to the way the centre functions. We aim to equip new employees so they understand their responsibilities, are aware of all their duties and recognise the requirements in becoming an Educator and part of the team. 
Procedure
The Educational Leader will ensure that the orientation process is commenced  and completed as soon as possible after the new employee has for fill all the trial requirements and their position has  been confirmed by Centre management.
Educational Leader and / or a supervisor will induct the new employee by discuss the following documents. (The employee will receive a copy of the documents)
· A job description
· An employment contract
· Employee  personal information (emergency contacts, tax file and superannuation )
· The philosophy
· A quick guide to the Centre’s routine and expectation
· Employee induction and Probation checklist
· USB of Centre Guidelines 
· WHS overview including emergency and evacuation plans.
· Child Protection Overview
· Contact details of  Coordinators 
· Centre shirt, whistle and name badge
New employee will be welcomed and introduced to the team.
Employees will be encouraged to read the information carefully, ask questions if they are not clear on the documents or requirements. 
		
		
Probation meeting and discussion
Week 1 	Revisit the philosophy
		Health and needs of children
· Medical conditions, asthma, anaphylaxis
· Child protection
· Management of an accident injury illness and trauma
		Code of Professional Standards
		Health of an educator
· Illness procedure
· Sun protection guideline


Week 2 	WHS
· Emergency procedures and Evacuation 
· Frist aid
· Risk management
· Hygiene

Week 4	Policies
· Code of professional standards
· Presentation Standards and Uniform policy
· Child management
· Child safe environment
· Floater role
· Discipline policy 

Week 6	Programming cycle 
· Review of evaluations
· Planning and Evaluating Written Programming Policies
Week 8	Child Protection
·  Child Protection Policy
· Child Protection Flowchart
· Role as a Mandatory Reporter
· Child’s Story 

Week 10 General Discussion and Review 


[bookmark: _GoBack]Week 12 Probation period end (minimum of 3 months). 
· Discussion and feedback (option of consideration, extension of probation or termination) 
· New contract signed
· Discuss ten minute chats, staff surveys and annual appraisals 
		
Employer’s duties after induction of an employee
· Employee emergency contact details will be added to the centre emergency back pack
· Add employee’s number to centre mobile
· Add employee emergency contact to centre mobile
· Add employee email to staff group
· Communicate any up and coming meetings with employee


Considerations:

	Education and Care Services National Regulations
	National Quality Standard
	Other

	r82- 84 
r117a,b,
 r136
r145,
r147
r150,-151
r155- 156
	4.1
4.2
	· Professional Standards
· Educator Rostering and Determining the Responsible Person Policy 
· Providing a Child Safe 
· Centre hierarchy
· Governance and Management Policy
· Privacy Policy.
· Child Protection Legislation.
· Workplace Health and Safety Legislation.
· Children’s Services Award
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