Northmead Before and After School Care Inc.

Policies and Procedures

C4 – Employee orientation
Policy Statement

Employee orientation is an important process to ensure employees are fully equipped to carry out their duties in the best possible way. An orientation process is developed and carried out for all employees in the centre, to ensure that employees are aware of the values and practices of the service, providing them with a clear understanding about the service and its operations and their expectations within the centre.
Considerations

Children’s Service Award 2010
National Employment Standards

Quality area 4

Quality area 7

Strategies
The Director or assistant director/Educational Leaders will conduct the orientation process as soon as possible, after the applicant has accepted the position.
The orientation process will include:

· introductions to existing employees/children/families/committee members/school;
· guided tour of the service/school areas;
· being shown where all relevant records are kept(policies, Dietary requirements/allergies, Award etc)
· discussion about working arrangements and expectations, including professional code of conduct and duty of care;
· information about the review and appraisal system;
· explanation of routine

· An opportunity to ask any questions regarding the centre or expectations.
The new staff member will be provided with the following information:

· Letter of offer;
· Personal details form

· Employee handbook
· job description;
· Code of Conduct/OSHC Code of Conduct

· Code of Ethics

· uniform

· access to locker

· emergency procedure information;
· superannuation information 
· taxation forms;
· probation period and review and appraisal procedure;
· Appropriate lines of communication with staff and committee
· Child Protection information
· Documents regarding team work

· Relevant policies

· Personal copy of My Time , Our Place

The centres orientation is conducted over a month period, ensuring all centre practices are demonstrated and practiced with the support of Director or Assistant Director.

The Director/ Assistant Director documents all practices demonstrated to the new employee. These are reviewed and practiced until deemed confident.

Employees are encouraged to ask any questions they have to the Director/Assistant Director.
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