Introduction to Staff

Date Effective: May 2019
Review Date: May 2021

Responsible to:

Chief Executive Officer,

Applies to:

All Staff

Purpose:

To ensure new staff members are welcomed to Whānau Manaaki
Kindergartens (WMK) and that they receive all necessary information and
advice in a timely manner to enable them to settle into their position.

Definitions:

•
‘New Staff’ means anyone employed by WMK whether they be
permanent or in a fixed term position.

Policy
1.

All new staff shall take part in a formal induction programme suitable to their position and
location.

2.

Kindergartens: Head Teachers in consultation with their teams are responsible for
developing the detail of induction programmes for new staff employed at the kindergarten.
If the new appointee is the Head Teacher, this responsibility rests with the Senior Teacher
for that kindergarten. WMK will provide a basic induction kit to guide this process.

3.

He Whānau Manaaki Office: The new staff member’s manager, in consultation with the
Human Resources Manager and other office staff, is responsible for developing the detail of
the induction programme for new staff in the office.

4.

Delegation of all or any part of a new staff member’s induction programme may be made,
but those identified in this policy retain overall responsibility for ensuring the programme is
carried out.

5.

Individual induction programmes will indicate a timeframe for completion and how the
induction programme will be reviewed after one month.

Procedures:
The induction programme shall include:
Before commencement, the person responsible for induction will:
•
Provide information to all existing staff of the new staff member’s name and broad
responsibilities
•
Advise participants of welcome procedures, times and venues
•
Arrange workspace and resources having regard for any individual needs the person may
have.
•
Provide necessary documentation for the position.
On commencement, the person responsible for the induction will:
•
Welcome the new staff member and introduce to staff (team)
•
Provide the new staff member with copy of the induction kit (where one exists)
•
Familiarise the inductee with the work environment including office equipment and advise
emergency procedures
•
Provide access to and discuss the requirements of internal policies such as smoking, email
and internet use.
•
Explain confidentiality and security standards.

