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Volunteer Induction Checklist

You will be provided with information on each of the topics listed. Check off each item as you are confident it has been covered.

If you find there are items you have not checked off or that you have questions about, ask your supervisor for clarification.

VOLUNTEER PROGRAM INFORMATION
I have been given the opportunity to seek clarification and:

	have an understanding of the mission, vision and values of Meals on Wheels
	have received a copy of the volunteer information handbook
	have been introduced to my Service Contact and know where to find them. 
Name of Service:
Contact: 

VOLUNTEER PROCEDURES
I have been given the opportunity to seek clarification and:

	have been shown where and how to sign on and off
	have been shown where and how to access future rosters
	have been given my name badge
	have been shown the facilities and resources
	know where I can safely store my personal belongings while at Meals on Wheels  	
	know where I can access up to date information about Meals on Wheels
	know how to use Meals on Wheels resources relevant to my role
	have a copy of Meals on Wheels and NDIS code of conducts and have an understanding of their requirements
	have been told about the Anti-Discrimination Act 1991
	have been shown where policies and procedures pertaining to Volunteers are kept and understand that I can have access to these documents at any time
	have an understanding of the procedure for dealing with complaints and compliments from/about clients, volunteers, committee or staff.
	have been made aware of the online training available at http://mow.allaraonline.com/ and undertake to complete the relevant modules within one month of my commencement date:
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· Workplace Health & Safety
· Food Safety & Hygiene
· Food Transport
· Workplace Bullying
· Harassment and Discrimination
· Basic Knife Skills
· Aged Care Standards
· Kitchen Training
· Aged Care Code of Conduct
· Serious Incident & Response (SIRS)

	


EMERGENENCY & WH&S PROCEDURES
I have been given the opportunity to seek clarification and:

	understand emergency procedures
	have been shown Meals on Wheels facilities and resources
	have been advised of the procedure should a client not respond to a delivery. 
	have been advised of the appropriate dress
	understand my obligations under the Workplace Health and Safety Act.
	understand that any injuries, near injuries or potential hazards should be reported to my service contact through the appropriate process

VOLUNTEER AGREEMENT
I have been given the opportunity to seek clarification and:

	have been given a job description for my role and reviewed this.
	have been advised of the job specific training that will be undertaken
	know the procedure for letting my Service Contact know when I will be unable to attend
	understand the Performance Review process and know my probationary period will end	Date: 	
	have had an opportunity to discuss and ask questions about the volunteer agreement and have signed the agreement
	have had an opportunity to discuss and ask questions about the confidentiality and privacy agreements and have signed the agreements


	
	
	

	Volunteer’s Signature
	
	Signed on behalf of  

	
	
	

	Volunteer’s Full Name (Please print)
	
	Name of Signatory (Please print)

	

_____/______/20_____
	
	

	Date
	
	Position of Signatory (Please print)

	
(In the case of a volunteer being under 18 years of age, a parent or authorized guardian must sign as well as the volunteer)
	
	

_____/_____/20_____




	Parent’s/Guardian’s Signature
	
	

	
	
	

	Parent’s/Guardian’s Full Name 
(Please print)
	
	

	
	
	

	
	
	

	
	
	

	
	
	



image1.png
(K J
v Meals on Wheels"




