
ORIENTATION PROGRAMME

*Please note – this is an Orientation Checklist for an Aged Care Business – please adjust as required 
This form is used to certify that the staff member concerned has been taken through an induction and orientation program on commencement of work at (insert business name)
Staff Member: __________________________
Work Area: ___________________________
Date of Commencement: _____ / _____ /_____
Orientor: _______________________​_
ORIENTATION








Comments / Notes
( Staff Introduction

( Work Areas

( Staff Amenities

( Emergency Exits

( Fire Drill

( Emergency Procedures

( Domestic / Maintenance

( Kitchen

ORGANISATIONAL







Comments / Notes
( Mission / Vision Statement

( Services Provided

( Residents Rights and Responsibilities

( Organisational Structure

WORKING CONDITIONS AND EXPECTATIONS




Comments / Notes
( Communication

( Attendance Record

( Pay Arrangements

( Education and Staff Development

( Job Description

( Performance Appraisal

( Grievance Procedures - Staff and Resident

( Unsatisfactory Performance/Discipline
( Emergency After Hours Contact Numbers

( Probation Period

( Staff Meetings

( Staff Social Fund

( Vaccination Hep B & Flue Vax  - If previously vaccinated - Date of vaccination ………………….
(  Confidentiality

(  Drivers Licence
(  Employee Handbook

ORIENTATION PROGRAMME
OCCUPATIONAL HEALTH AND SAFETY





Comments/Notes

(  Responsibilities of Employees and Employers

(  Incident/Accident Reports

(  Hazard Reporting

(  Infection Control, Standard Procedures

(  Equipment Use

SECURITY 








Comments/Notes

(  Building

(  Grounds

(  Residents

(  Staff/Personal

(  Cash

( Vehicle

(  Equipment

RESIDENT SERVICE SYSTEM






Comments/Notes

(  The Resident Care Standards

(Policy Procedure Manual

(  Medication Policy

( Privacy Policy

(  Duty of Care

(  Continuous Improvement / Accreditation

( Documentation and Accountability

OTHER









Comments/Notes

(  Oxygen

(  Generator Emergency Power

(  Police Check
(  Elder Abuse, Mandatory Reporting
(  Food Handling Fundamentals (Kitchen)  

