Draft Pro forma

For Development Of Your Health Service’s Own Policy

(Insert Health Service Name Here)

Orientation Checklist
1. Cultural Orientation*
	Welcome and introduction to health board members
	

	Introduction to other staff members
	

	Overview of organisation chart
	

	History of .....HS
	

	Tour of other local organisations
	


*including the history and politics of ....HS communities and health service organised by appropriate Aboriginal people selected by the health board.

2. General and administrative* 

	Welcome and introduction to other staff members
	

	HS profile- confidentiality, services and reporting
	

	Housekeeping – keys etc; telephone, computer system –passwords etc
	

	Vehicle use, bush travel, satellite phone, radios, camping.
	

	Code of conduct
	

	Policies & Procedure manual
	

	Staff development – meetings 
	

	Safety and incident reporting
	


*including work health issues - organised by the HSM.

3. Local health care systems* 

	Tour of clinics and introduction to local staff
	

	Common presentations 
	

	Clinical standard treatment manuals and protocols
	

	Referral services within the region.
	

	Clinical procedures for organisation of referrals, investigations, pathology specimens, evacuations.
	

	Home and community visits
	

	Equipment and supplies including emergency – medical/ non medical
	

	Clinic computer system and training 
	

	Medical Records – filing, correspondence
	

	Medicare
	

	Local networks, contact lists & professional support
	


* including matters relevant to health work. Organised by senior AHW, nurse or doctor.
This process can be reviewed at the 3month probationary period
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