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Designing Quality Respite

ORIENTATION AND COMMENCEMENT OF EMPLOYMENT

PURPOSE:

To ensure a smooth transition into employment with Breakaway Toowoomba Inc., where sufficient
information is provided prior to and during the commencement period of work.

SCOPE:

= Method of induction
. Induction package

POLICY:

1. All staff will be inducted into Breakaway Toowoomba Inc. and their position at commencement
of employment.

2 The commencement of employment for all new employees will be structured and facilitated by

the Executive Officer who will designate the appropriate supervisor to be responsible for any
support worker induction. Induction of administration staff will be undertaken by the Executive
Officer and will follow the procedure outlined below.

3 All staff will receive an Induction package, which will contain standard information regarding
Breakaway Toowoomba Inc. and Job Specific information

4 Orientation will cover:
4.1 Information pertaining to the people being supported and other relevant positions.
4.2 Employment forms and documentation;

4.3 Information regarding the structure of the service and the different types of respite offered
by Breakaway Toowoomba Inc.

4.4 Mission, vision, values, beliefs, policies, procedures of Breakaway Toowoomba Inc.

4.5 The position description, including role and responsibilities, and level of authority and
duties.

4.6 Inter relationships with other positions/people being supported.
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4.7 Orientation to the physical locations, introduction to people being supported and relevant
staff,

4.8 'What supports are available, and how to access them.
4.9 Conditions of employment/awards.

4.10 Principles of the Relevant Acts and Regulations.

PROCEDURE:

1; The designated Supervisor will support the new employee through the orientation process. They
will determine the length and scope of orientation according to the individual employee and the
position.

2 The designated Supervisor will organise the orientation program making arrangements with
- others where necessary.

3 The designated Supervisor will take responsibility to cover all aspects of the program and the
orieptation manual.

4 The designated Supervisor will conduct a follow-up session one month after appointment,
checking the employee's understanding and application of the material covered.

5 The designated Supervisor will conduct further formal follow-up sessions where needed until
probation period is completed and position has been confirmed.

6 The Executive Officer position will be organised and supervised through the orientation,
induction, and probationary period by the Management Committee.

7 All new employees will sign at the end of the Position Description and Duty Statement form to

acknowledge that they have a clear understanding of the position description and work
performance required by Breakaway Toowoomba Inc.
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