Staff File Contents Page

	Tab Colour
	Topic
	Examples of Information that may be

located under each topic

	
	General 
	Letter of Appointment

Correspondence

	
	Consent Forms
	Information to share with auditors

	
	Quality & Safeguards
Documents
	Working with Children’s Check

Drivers Licence
NDIS Worker Screening Check (Inclusive of National Police Check)

	
	Qualifications
	Accredited Training Certificates

Certificate IV in Disability or Aged Care

Diplomas 

	
	Staff Appraisals
	Position Description

Completed Staff Appraisal Documents

	
	Induction & Training
	Kyeema Inductions
NDIS Worker Orientation
Fire Induction Ameeyk House

Medication Training

Positive Behaviour Support

Medication & Infection Control

Provide First Aid
Provide CPR
Epilepsy Training 
Any other training undertaken 

	
	Employment Intake
	Resume
Interview Questions

Completed Information Pack Documents 
Reference Checks Information
Induction Checklists

	
	Volunteer Information
	If been a volunteer – include information into this section or Student Placement Information

	
	Wages 
	Direct Payroll Information

Medical Certificates

Contracts and Agreements
Superannuation

Wage Rise Information

Salary Sacrifice Information
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