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Trainee placements policy
The variety and quality of work that goes on in a Pre-school makes it an ideal learning environment for
students, apprentices and volunteers, which we will title as (trainees). Trainees are only accepted on
placement from a recognised Early Years Training provider or educational provider requiring work
experience. In co-operation with the early educational providers, we permit trainees into the Preschool on differing placements, short term or long term. However, making sure that the needs of our
children are paramount; therefore, trainees will not be admitted in numbers that hinder the essential
work of the Pre-school.
Trainees may have a sibling within the pre-school. However, if the child is over clingy or it has an
impact on their learning, changes to placement days will occur. They must be engaged with a
recognised training provider in early years training or work experience programme. They must be pre
booked with the managers confirming the days and times of attendance and have a cleared DBS for
short or long term placements
To help settle in, all trainees will be given an induction tour of the setting, identifying the fire exits,
areas of no go and self-safety tips to protect themselves and the children. A mentor will be
identified to work with the student and support them to achieve their goals. The mentor will
reinforce the induction by completing some paperwork with the student and providing the student
with an information pack. Trainees are expected to make themselves aware of our risk assessments,
policies and procedures and work with them.
The setting deals with many families and as part of our confidentiality and General Data Protection
Regulation (GDPR) means that any information gained by trainees about the children, families or
other adults in the Pre-school must remain confidential. Failure to keep this information to
themselves my result in the removal of placement and in extreme cases, removal from their
respective course. If confidentiality has been breached by a trainee their placement may be
withdrawn while an investigation takes place. The training provider will be contacted to work
collaboratively.
During the placement trainees will make written observations. Any written observations should be
overseen by a senior practitioner. These observations will be written so no child, family or adult can
be identified from the information written, by name, address or description.
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If trainees need evidence of children’s work for their training course, they must obtain permission
before any photocopies are taken, such copies are to have all identification deleted beforehand, and
under no circumstances should original paperwork be removed from the setting.
Unless registered as a ‘suitable’ person, no trainee will be left on their own with children. Trainees
should not put themselves in a position where they are alone with a child, especially in the
bathroom/changing area and are advised of this during their induction. Trainees are not expected to
change nappies or assist with toileting. However, they may, if needed as part of their course evidence
to meet criteria and deemed competent a staff member will supervise and shadow.
All staff and trainees are expected to maintain a good standard of personal hygiene. In any instances
where personal hygiene of trainees has been raised as a concern, it will be referred to their training
provider to approach the student. If the matter persists the management will use their discretion
and tackle the matter sympathetically.
Trainees are expected to dress appropriately by either wearing their training provider’s uniform or
black skirt or trousers, a plain shirt or jumper. We do not accept, high heeled shoes or flip flop
styled shoes, trainers can be worn if predominantly black. Jewellery is to be kept to a minimum with
no large protruding rings, long dangling earrings or necklaces. Some piercings may need to be removed
or covered during placement.
To complete their training, trainees are expected to follow the daily routine and carry out specific
activities. If trainees need to plan activities, they need to organise them with the team in advance.
Trainees are responsible for completing tasks and meeting their course criteria. They are expected
to liaise with all staff to achieve this.
Mobile phones are not permitted in the pre-school where the children have access. They should be
placed in the area provided in the office. In matters where an important call is expected the phone
can be left with the mangers.
Trainees are expected to maintain a standard of attendance and work as part of the team. We
expect our code of conduct to be followed by trainees. If breached the training provider will be
contacted and the student may be requested to leave.
If a trainee wishes to leave the placement before their allocated leaving date, they should inform
their mentors who may be able to support them to stay.
Smoking is not permitted in the building or on the grounds of the school that the setting is located,
this includes the carparks and adjoining footpaths this will include E-cigarettes. Any student wishing
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to leave the premises for a smoke break at lunch time or any other reason must notify the deputy of
their departure and return. Trainees failing to return from a break will be reported to their training
provider as we have a duty of care and safety for all trainees on placement with us.
Trainees should address any concerns to their mentors or supervisor in charge, as soon as any
problem arises to minimise any emotional stress. The supervisor alongside the mentor are there to
answer any questions.
On completion of the placement trainees will be asked to complete an evaluation form, this will allow
the management to address and concerns or issues that would make the placement a more rewarding
time.
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