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INDUCTION

Policy

Every Organisation employee must complete a staff induction program prior to commencing duties at the Organisation.  Failure to implement this policy places the Organisation at a grave risk of incurring a substantial financial penalty associated with workers’ compensation claims.

The program, conducted on-site over one day, typically includes :

· Manual Handling  -  incorporating handling and management procedures;

· Occupational Safety and Health  -  an introduction;

· Dysphagia Management   -  for direct care staff;

· Infection Control – an introduction;

· Administrative matters  -  organisational information, policy and procedures of the Organisation.

 MACROBUTTON NoMacro [Click here and type the title of officer] must inform the MACROBUTTON NoMacro [Click here and type the title of officer] immediately new staff accept employment contracts.  The policy on staff induction is equally applicable to all the Organisation staff.

Induction Courses are held MACROBUTTON NoMacro [Click here and type when they are held] over MACROBUTTON NoMacro [Click here and type the duration].  The MACROBUTTON NoMacro [Click here and type the title of officer] may arrange extra courses if there is a particular need.

After staff complete the induction program it is the responsibility of the MACROBUTTON NoMacro [Click here and type the title of officer] to arrange an orientation specific to the duties being undertaken by the new staff member.  An orientation checklist should be completed and filed in the staff member’s personnel file.  MACROBUTTON NoMacro [Click here and type the title of officer] may devolve this task to appropriate senior staff.

The orientation program should conclude with new staff members being introduced to key staff members of the Organisation.
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