Induction Checklist for Palmer Street Houses Worksite

Staff Inducted: 
Inducted by:

Date of Induction:
 House no. [image: image1.png]


  106 Palmer or  [image: image2.png]


  108 Palmer
To be completed by the person leading the induction:
	Task to be observed and completed
	Please tick when completed
	Comments

	Location of:
	Exits & Emergency Assembly Areas
	
	

	
	Injury Book
	
	

	
	Incident Report Posters & OH&S Notice Board
	
	

	
	Hazard & Near Miss Alert Forms
	
	

	
	Evac Bags & First Aid Kits in Office (and others in vehicles)
	
	

	
	Relevant forms on Desktop 
	
	

	Tour of  [image: image3.png]


  Palmer St house – Front door key code
	
	

	Cleaning Duties/ Schedule
	
	

	Morning and night checklist
	
	

	House finances
	
	

	Shift notes and sending home notes
	
	

	Medication procedure
	
	

	Orientation to office/files/computer- Server Log on
	
	

	Outing reports
	
	

	Participant information forms/Medical information and Alerts
	
	

	Orientation to office/files/computer- Server Log on
	
	

	Participant information forms/Medical information and Alerts
	
	

	Personal care procedures: staff instructed not to undertake unless
trained in:
· Toileting/Showering using a hoist
· Loading wheelchair user onto bus
	
	

	Mobile phone usage during shift hours
	
	


All tasks have been completed to the satisfaction of both the supervisor and worker.
Supervisor (Name)
Worker (Name)



Signature
Signature




Date
Date



Record Keeping
Send signed form to: training@kyeema.com.au
The training officer will file the form in the workers file and update Sentrient.
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