Casual Staff – Minimum Vounteer Form

The following will be explained and discussed to ensure all new staff are thoroughly aware of the centres policies and procedures before or on commencement of employment.

Name of Staff Member:


Date of Commencement of Employment:


Date of Orientation:



Centre structure, management


Introduction to Managing Directors


Introduction to all staff members


Tour around centre


Position description


Philosophy of the centre, Code of practice


Programming procedure, programming philosophy,  programming goals, originals folder


Quality Improvement Accreditation System

The following will be arranged to ensure your commencement of employment is smooth:

Time to speak to new team leader about future role


Time spent working along side existing staff member to familiarize with daily duties/routines and to meet the families

The following documentation will be issued prior to employment


Letter of employment


Bank details form


Tax form


The staff handbook is required to be read within two weeks of 

commencing employment


Police checks

Orientation meeting one:

Date:
  Time:


Staff member signature



Management representative



Orientation meeting two:

Date:
  Time:


Staff member signature



Management representative



Orientation meeting three:

Date:
  Time:


Staff member signature



Management representative



Orientation meeting four:

Date:
  Time:


Staff member signature



Management representative



