Carelink Mobile Induction Checklist

Staff Inducted: 
Inducted by:

Date of Induction:


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

	Carelink mobile username and password provided to employee


	
	

	Logging on & off shifts on Carelink mobile 
· Log o/off when on-site

· Travel time to location not included

· Contact administration if you locked out 
· Electronic signature at end of shift 
 
	
	

	Starting/finishing shifts 
· Enter Klms if travelling with a participant in the car 

	
	

	Viewing tasks 

· Where to find these and what they include 

	
	

	Reading and adding notes on Carelink
· Group notes

· Individual participant notes

· Alternatives to adding notes to Carelink e.g. calling, emailing, handwritten notes
	
	

	Timesheets, monthly rosters
· Where to find timesheets 

· How to approve timesheets

· Monthly rosters emailed 

	
	

	Confidentiality 
· Importance of confidentiality 
· Information that can be accessed through Carelink mobile 

	
	

	Set up and explain staff emails 

	
	


Signed by new staff


when completed 









Signed by Manager/Team Leader 
Dated
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