INDUCTION CHECKLIST
Part 1 - First Day

This form covers the minimum information for briefing a new employee. 

 Tick off each item as it is completed.

	PRACTICE ORGANISATION:

	Explain:
	History of practice & general practice structure
	(

	
	Overview of philosophy and philosophy of practice, type of patients, areas of specialist care, etc
	(

	
	Introduction to all staff and their roles
	(

	     Basic Overview of OHS policies
	(


	FACILITIES:

	Explain:
	Lunchroom, lockers, other staff facilities
	(

	
	Smoking area (outside, at rear of building only)
	(

	
	Car parking arrangements
	(

	
	


	WORKING CONDITIONS:

	Explain:
	Working hours & breaks, roster procedures, time sheets
	(

	
	Method and timing of wage payment
	(

	
	Policy & procedure for annual leave, sick leave, public holidays, etc. 
	(

	
	Staff code of conduct
	(

	
	Policies on alcohol/drugs, harassment, grievance procedures
	(

	
	Use of phones, faxes, photocopiers, system for taking messages
	(

	
	


	SAFETY & PRIVACY INFORMATION:

	Explain:
	General safety rules applicable
	(

	
	First aid
	(

	
	Location of hazardous substances & precautions for use
	(

	
	Overview of Privacy policy 
	(

	
	Overview of medical & non-medical emergency procedures
	(

	
	Blood and body fluid precautions.
	(

	
	


	ONGOING INDUCTION PLAN:

	Explain:
	Job description, scope of role, terms & conditions of employment 
	(

	
	Determine job-specific induction / training required 
	(

	
	Document an induction & training plan and time frame
	(

	
	


INITIAL INDUCTION COMPLETED FOR: ____________________________ (Name) 

Signed:
	
	
	
	
	

	Employee
	
	Inducting Officer
	
	Date


Part 2 - Induction & Training Plan

Use this form to plan induction and training required and the timeframe for completion. 

Print off an additional form if more room is required.  Tick each item as it is completed.

	POLICIES AND PROCEDURES:

	
	Procedure:
	
	Time frame for completion:
	

	
	Staff Induction Checklist Part 3 – Key Policies & Procedures read & understood.  
	
	
	(

	
	Include in this section additional job-specific procedures (suggest using the Position description as a guide):
	
	
	(

	
	


	USE OF PRATICE  EQUIPMENT & SYSTEMS:

	
	Item:
	
	Time frame for completion:
	

	
	Office equipment eg telephone
	
	
	(

	
	Patient records systems & procedures
	
	
	(

	
	Computer hardware & software
	
	
	(

	
	Accreditation process & responsibilities
	
	
	(

	
	Local networks & professional support
	
	
	(

	
	HIC item numbers & billing
	
	
	(

	
	Appointment Systems 
	
	
	(

	
	Medical equipment eg steriliser
	
	
	

	
	Systems to follow up test results and referrals 
	
	
	(

	
	Handwashing and other practice facilities
	
	
	(

	
	Others: List
	
	
	(

	
	


	OTHER TRAINING REQUIRED:

	
	Item:
	
	Time frame for completion:
	

	
	CPR
	
	
	(

	
	Generating reminder/recalls
	
	
	(

	
	Instrument cleaning and sterilisation
	
	
	(

	
	Application of Standard precautions in General Practice 
	
	
	(

	
	Vaccine Cold chain requirements
	
	
	(

	
	


INDUCTION COMPLETED FOR: ________________________________(Name) 

Signed:
	
	
	
	
	

	Employee
	
	Inducting Officer
	
	Date


Part 3 - Key Policies & Procedures

All staff must read the Policy and Procedure Manual and familiarise themselves with the policies and procedures of the practice as soon as possible after employment at this practice. 

The policies listed below are included in your employee handbook and you are required to read and understand them prior to working independently at this medical practice. If you have any questions you want to discuss about these procedures your supervisor or a doctor from the practice is available upon request.

The inducting officer and the employee must complete the following checklist within the orientation period. A copy should be given to the new employee and the original kept in the Staff Records file.

	INFECTIOUS DISEASES PROCEDURES:

Throughout the course of work in a medical practice, you will come into contact with people who may have infectious diseases. The occupational health and safety risks are reduced if you have an understanding of your obligations and responsibilities when working around infectious diseases

Tick to indicate the staff member named below has demonstrated competency in: 

	
	Principles of infection control 
	(

	
	Blood and Body Fluid Spills
	(

	
	Management of waste 
	(

	
	Sharps disposal
	(

	
	Standard Precautions& additional Precautions
	(

	
	Use of Personal Protective Equipment
	(

	
	Staff Immunisation
	(

	
	Practice Cleaning 
	(

	
	


	MEDICAL & NON-MEDICAL EMERGENCIES:  

At times our staff members need to know what to do in the event of an emergency. If a patient presents with an emergency condition or appears psychologically or physically distressed our staff are aware of the appropriate course of action and are familiar with the areas allocated to take such patients.

Tick to indicate the staff member named below has demonstrated competency in:

	
	Medical Emergencies and Urgent Queries (Triage Guide)
	(

	
	Non Medical Emergencies 
	(

	
	Security
	(

	
	After hours service
	(

	
	Non English speaking background patients
	(

	
	


	INCIDENT REPORTING:  

The occupational health and safety law requires the prompt and correct reporting and documentation of any incidents that occur within the workplace.  

Tick to indicate the staff member named below has demonstrated competency in:

	
	Reporting  Incidents and Injury and Adverse Patient Events
	(

	
	Management Sharps and other body fluids exposure
	(

	
	Complaints
	(

	
	


	PATIENT INFORMATION:

As part of working in a medical practice, our staff have access to information about patients that is personal, private and confidential. Care must be taken when dealing with this information to maintain the patient’s privacy and treat the patient with courtesy and respect at all times. 

Tick to indicate the staff member named below has demonstrated competency in: 

	
	Understanding Patient Rights
	(

	
	Telephone & electronic communication
	(

	
	Practice Information Sheet
	(

	
	Patient Reminder/Recall Systems
	(

	
	Privacy & 3rd Party Access to Personal Health Information
	(

	
	Request for Personal Health Information under the Privacy Legislation
	(

	
	Medical Records Administration Systems
	(

	
	Follow up of Tests, Results and Referrals
	(

	
	Computer security
	(

	
	Appointments
	(

	
	Directory of local health and community services
	(

	
	


	STAFF CONDUCT:  

Our staff represent the practice when dealing with the public and are expected to conform to standards of behaviour and conduct.

Tick to indicate the staff member named below has demonstrated competency in:

	
	Staff code of conduct
	(

	
	Disciplinary Process
	(

	
	Equal Opportunity, Bullying and Harassment
	(

	
	Smoking Drugs and alcohol
	(

	
	


1, ___________________________ (Name of new employee) have received an explanation and had an opportunity to read all of the items on page 1 and 2 of the ‘Staff Induction – Key Policies and Procedures’ and acknowledge that I understand the content of the items above. I agree to abide by the procedures in the policy and procedure manual.

Signed:
	
	
	
	
	

	Inducting Officer
	
	Employee
	
	Date


( Hint

The inducting officer should explain each procedure, giving reasons or example to ensure the new employee understands the procedures.  Real-life cases of times when the procedure has prevented serious injury or when things have gone wrong assist with understanding and retention, as well as making the training much more interesting.  

Where appropriate, the inducting officer should demonstrate how the procedure is performed, including the location of equipment, instruction manuals, forms or materials.  After explaining each procedure, allow the new employee to ask questions or seek clarification.  Once the new employee is confident that they understand the procedure they should demonstrate this understanding by repeating or demonstrating the procedure back to the inducting officer. 

Induction training may be shared by a number of staff members depending on expertise and time available but it should be co-ordinated by one staff member who assumes responsibility for satisfactory and timely completion of the induction process.
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