Volunteer site induction checklist
Volunteer’s name:		Site leader’s name:	

This checklist should be completed by the volunteer with someone at the site as soon as they can – at least within 2 weeks of the volunteer starting. The site leader must complete the screening and suitability checklist and sign off at the end, but they can allow a staff person or an existing volunteer who knows the workplace to do the induction. Workplaces can have other induction resources as well as this checklist.

	Before the volunteer starts
	Completed by site leader/s

	The site leader must make sure the tasks in the ‘before a volunteer starts’ section of the volunteer procedure are completed. 
			|_|

	If the volunteer needs a working children check, then this is registered on your sites DHS portal. 
	|_|

	Is the general induction certificate attached? This is normally an online session, but if there are language barriers or other difficulties a face-to-face general induction must be organised instead.
	|_|



	Orientation to the workplace, done together by the volunteer and person doing the induction
	Completed

	Introduce the volunteer contact person and key people at the site, along with an explanation of each person’s role. 
	|_|

	Tour of site grounds and facilities (if applicable)
Identify work space, including storage areas, staff area, kitchen, site boundaries, car park, room locations, emergency exits, first aid kit, and toilets for adults to use.
	
|_|

	 Administrative information
· Arrange security access: for example ID badge, where to sign in
· Check that the volunteer has given their emergency contact person’s details
· Give the volunteer a site map or plan (if available)
· Talk about the site’s daily routine (times for lessons, sessions, lunches, breaks, start and finish)
· Go through the processes for:
· reporting absence (calling in sick)
· reimbursing out-of-pocket expenses
· booking rooms and resources
· use of site’s equipment and services, for example ovens, computers, internet
· use of personal mobile phones, online networking and cameras while at the site.
	




|_|

	Communication procedures and processes
Show how to find the procedures and processes for communicating with children or students, other staff and volunteers, families and community (for example, newsletter, emails, communication noticeboards, department policies).
Explain that if there’s a message to be passed on outside of the scheduled volunteering, it always needs to go through staff. Not direct to the child, student or family.
	

|_|

	Site work health and safety (WH&S) – including injury management
Provide information about relevant work health and safety policies, procedures, and responsibilities. This includes:
· incidents, injury, hazards and reporting requirements, first aid, emergency procedures (including but not limited to: evacuation, fire, bomb threat, lockdown) location of WH&S information (for example, noticeboards in designated staff areas, how to do safe manual lifting). 
· introducing the key safety contacts: first aiders, wardens, health and safety representatives.
	



|_|



	Understanding roles, responsibilities and expectations 
	Completed by site leader/s

	Make sure the volunteer knows the names of the:
· site leader (the principal or preschool director, for example)
· nominated site leader for child safety concerns 
· volunteer contact person. This is their key contact person. 
Explain site priorities and values, and relevant site-specific information.
	


|_|


	Make sure the volunteer signs the department’s volunteer agreement and that they understand their responsibilities. 
	|_|

	Tell volunteer about supervision requirements and make sure they understand they must not be left unsupervised with children or students. 
	|_|




Volunteer: I am aware that my volunteering will be reviewed on a regular basis and that I will be given training, extra information and feedback as needed. I declare that all items in this checklist have been discussed with me.

Signed: 	Volunteer						Date

Site leader: I have recorded the volunteer’s details according to the volunteer procedure. 
I confirm that all items in this checklist have been covered correctly.

Signed: Site leader						Date 
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