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policy

To ensure that volunteers are aware of their responsibilities and the services expectations, each volunteer will undertake an induction process.
process

Volunteers will be provided with a volunteer induction check list to be completed prior to them undertaking any responsibilities by themselves.

It is the responsibility of the Service Manager to undertake the induction process with any new volunteers or designate this responsibility to suitably trained staff.

The induction should be completed by the third volunteer shift and completed check list and associated paperwork should be retained within a personal and confidential file for each volunteer. 

It is suggested that the following topics be covered throughout the induction:

· the mission, vision and values of Queensland Meals on Wheels Ltd. and its associated branches;
· the volunteer information handbook;
· Service Contact and know where to find them;
· where and how to sign on and off;
· where and how to access future rosters;
· given a name badge;
· undertake a tour of the facilities and resources;
· where to access up to date information about Queensland Meals on Wheels Ltd. and its associated branches;
· how to use the resources of Queensland Meals on Wheels Ltd. and its associated branches relevant to their role;
· code of conduct;
· Anti-Discrimination Act 1991;
· policies and procedures pertaining to Volunteers are where they are kept;
· the procedure for dealing with complaints and compliments from/about clients, volunteers, or staff;
· the online training available at http://mow.allaraonline.com/ and complete the following modules:
· Workplace Health & Safety

· Food Safety & Hygiene

· Food Transport

· Workplace Bullying

· Harassment and Discrimination
· Emergency and WH&S Procedures:
· the procedure should a client not respond to a delivery; 

· the appropriate dress code;
· obligiations under the Work Place Health and Safety Act;
· any injuries, near injuries or potential hazards should be reported to the Service Manager.

· a job description for their role;
· the job specific training that will be undertaken;
· the procedure for letting my Service Contact know when I will be unable to attend;
· the Performance Review process and know my probationary period;
· an opportunity to discuss and ask questions about the volunteer agreement;
· an opportunity to discuss and ask questions about the confidentiality and privacy agreements;

· signed the agreement/s.
Standard reference

	Australian Aged Care Quality Standard:
	                                                   Standard 7 Standard 8 b c
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