Staff: Risk management checklist

1. Contract/letter of engagement signed. 3. All staff records to be kept in
Contains details of: individual files and in a secure place:

start date (and finish date if a fixed term contract) [] Except for details required by legislation, all records should
. be deleted when an employee leaves.
remuneration

notice of termination to be provided

Ongoing staff management:

entitlements (annual, sick, long service leave)

job description Retain details of all staff leave.

Offer staff-relevant immunisations and ensure these are
recorded.

probation period

supervisor
Retain copies of all training and development activities

counselling policy undertaken

dispute resolution Record all changes to employment conditions and job

confidentiality agreement description.
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fairwork Australia Information Statement Keep a record of all meetings with employees.

N

Following details covered on
commencement:

superannuation registration

tax declaration

bank account details

security code

keys to building

list of contacts given for manager and directors, as well as
other staff

confidentiality agreement
company policies (written or verbal)
time-keeping procedures

amenities
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workplace health and safety issues (e.g. fire procedures)
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© Avant Mutual Group Limited. 2014. ABN 58 123 154 898. The suggested checklist is intended for use as a guide of a general nature only and may not be relevant to particular
practices, patients or circumstances. Persons implementing any recommendations contained in this publication must exercise their own independent skill or judgment or seek
appropriate professional advice relevant to their own particular practice. Compliance with any recommendations will not in any way guarantee discharge of the duty of care
owed to patients and others coming into contact with the health professional or practice. This publication is not comprehensive and does not constitute legal advice. You should
seek legal or other professional advice before relying on any content, and practice proper clinical decision making with regard to the individual circumstances. Avant is not
responsible to you or anyone else for any loss suffered in connection with the use of this information. Information is only current at the date initially published.




