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Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Queensland Standards for Community Services


	Standard 8 (Induction, training and development for people working in services)

	Other standards
	<<Insert other accreditation systems that apply>>

	Legislation or other requirements
	<<Insert legislation that applies>>


1. Purpose: Why do we have an employee and volunteer induction policy?

We want our clients to be satisfied with the services provided to them, and all service delivery, administrative and management tasks to be done with the highest levels of competence.

Our recruitment policy makes sure that when we employ someone and/or engage a volunteer, they are suitably experienced and skilled to perform their role well. In every case, however, they need to be introduced to their new role and their new working environment, and sometimes introductory training in new skills is required. 

Our induction policy is an essential component of the way we foster a highly competent and committed work team.
You may wish to write your own purpose statement for your organisation. Otherwise, refer to section 1 of the employee and volunteer induction policy template guide for questions to consider when customising this section.
2. Scope

This policy will apply to <<indicate which staff and volunteers the policy will apply to>>

 FORMTEXT 
 <<Are there any limits or conditions on the way the policy applies to some people?>> 

Refer to section 2 of the employee and volunteer induction policy template guide for questions to consider when customising this section.
3. Policy statement: Our commitment

<<Insert organisation name>> is committed to making sure that those who work in our service are well prepared for what they are required to do.
We will provide every new employee and/or volunteer with timely and appropriate orientation to their role, our service and our organisation so they are well prepared to undertake their role. Where we identify any specific training and/or support needs during the recruitment and selection process, we will ensure these are met for the new employee/volunteer. <<Specify also if you have any special entry training or support program for employees or volunteers in general, or for those undertaking specific roles>>
Specifically, we will:

· <<What will your organisation do to implement this policy? List your actions below. These will be reflected by and further described in your procedures>>
Your organisation may wish to develop its own policy statement. Otherwise, refer to section 3 of the employee and volunteer induction policy template guide for examples to consider when customising this section.
4. Procedures

Your organisation may wish to develop its own statements about its procedures. Otherwise, refer to section 4 of the employee and volunteer induction policy template guide for examples to consider when customising this section.
4.1 Employee induction

Employee induction is how we introduce new workers to their role and orientate them to the organisation.

<<Describe the procedure followed in inducting a new employee. Include the following:

· When is induction done with a new employee?

· What are the elements of the induction plan? Which elements are standard for all employees and which vary for different roles in the organisation?

· What is the code of conduct? How is this communicated? 

· What other supporting materials are shown to or provided to the employee during their induction?

· Who is responsible for planning and undertaking the induction? Who else is involved?

· How are individual elements of the induction plan agreed for a particular employee? 
· What records are kept?>>
 
The induction plan for each employee is signed by the employee and their supervisor as acknowledgment that it has taken place. <<Expand on this as relevant and say where templates and completed plans are kept>>
Refer to section 4.1 of the employee and volunteer induction policy template guide for examples to consider when completing this section.
4.2 Volunteer induction
Volunteer induction is how we introduce new volunteers to their role and orientate them to the organisation.

<<Describe the procedure followed in inducting a new volunteer. Include the following:

· When is induction done with a new volunteer or group of volunteers?

· What are the elements of the induction plan? Which elements are standard for all volunteers and which vary for different roles in the organisation?

· What is the code of conduct? How is this communicated? 

· What other supporting materials are shown to or provided to the volunteers during their induction?

· Who is responsible for planning and undertaking the induction? Who else is involved?

· How are individual elements of the induction plan agreed for each volunteer (if applicable)? 
· What records are kept?>>

The induction plan for each volunteer is signed by the volunteer and their supervisor as acknowledgment that it has taken place. <<Expand on this as relevant and say where templates and completed plans are kept>>
Refer to section 4.2 of the employee and volunteer induction policy template guide for examples to consider when completing this section.
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	<<List related policies>>

	Forms or other organisational documents
	<<List other organisational documents>>


Refer to section 5 of the employee and volunteer induction policy template guide for examples to consider when completing this section.
6. Review processes

	Policy review frequency: <<Indicate how often this policy will be reviewed>>
	Responsibility for review: <<Indicate who will review this policy>>

	Review process: <<Describe how the policy will be reviewed>

	Documentation and communication:<<Describe how the policy decisions will be documented and communicated>> 


Refer to section 6 of the employee and volunteer induction policy template guide for examples to consider when completing this section.
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