Hornsby Ku-ring-gai Community Aged / Disabled Transport Service Inc

Staff and Volunteer Induction
Induction Training

Induction training for team members will ensure that:

· training is provided to all new team members in the three key areas of:

· organisation and workplace orientation;

· occupational health and safety (including the safe use of technology);

· passenger awareness and assistance.

· all new team members receive an initial orientation session. This will cover:

· orientation materials (including handouts);

· the content and use of the CTO Policy Manual;

· the legal responsibilities associated with their work;
Team Member Orientation Kit

A Team Member Orientation Kit will be maintained by the Manager/Coordinator and given

to all new team members on recruitment. The orientation kit will include:

· Organisation name, address, phone numbers and fax numbers;

· Organisation objectives;

· Outline of services provided by the organisation;

· Copies of promotional material;

· Management model;

· Organisation chart;

· Team member roles, rights and responsibilities;

· Pay day and method of payment where applicable;

· Arrangements for volunteer remuneration where applicable;

· Team member meetings information;

· Agreement of employment;

· Code of conduct for team members

· Team member’s personal presentation code

· Occupational health and safety information;

· Other useful services within the region;

· Dates to remember;

· Consumer rights;

· Information on the function of and location of the policy manual.

Staff and Volunteer Induction Checklist

Please make yourself familiar with documents below then please complete your name, sign and return to our Manager, Carol Ryan.

	The following documents are on the Team Orientation page on our website.

Access to the page is by the “Team” link in the footer of our website 
	Reviewed

(Tick)

	1. Organisation name, address, phone numbers and fax numbers;
	(

	2. Organisation objectives;
	(

	3. Outline of services provided by the organisation;
	(

	4. Copies of promotional material;
	(

	5. Management model;
	(

	6. Organisation chart;
	(

	7. Team member roles, rights and responsibilities;
	(

	8. Pay day and method of payment where applicable;
	(

	9. Arrangements for volunteer remuneration where applicable;
	(

	10. Team Member Meetings Information
	(

	11. Agreement of employment;

Ask the Manager for a paper copy of your agreement
	(

	12. Code of Conduct
	(

	13. Team member’s personal presentation code
	(

	14. Occupational Health and Safety Material 
	(

	15. Other useful services within the region;
	(

	16. Dates to remember
	(

	17. Consumer Rights
	(

	18. Policy and Procedures Manual location and function 
	(
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