New Staff Orientation & Induction Guide
Facility Name: _________________________  |  Date: _____________
New Staff Member: _________________________  |  Role/Position: _________________________
Supervising Manager: _________________________  |  Commencement Date: _____________
Version: 1.0  |  Review Date: _____________  |  Aligned to: Strengthened Aged Care Quality Standards 2024
Part A — Pre-Commencement Checklist
To be completed by HR / Recruiting Manager before the staff member commences.
	Requirement
	Completed
	Date
	Notes

	Signed employment contract received
	☐ Yes   ☐ No
	
	

	National Police Check (within 3 years)
	☐ Yes   ☐ No
	
	

	NDIS Worker Screening Check
	☐ Yes   ☐ No
	
	

	Working with Children Check (if applicable)
	☐ Yes   ☐ No
	
	

	AHPRA registration verified (clinical roles)
	☐ Yes   ☐ No
	
	

	First Aid & CPR certificate on file
	☐ Yes   ☐ No
	
	

	COVID-19 vaccination evidence collected
	☐ Yes   ☐ No
	
	

	Reference checks completed (minimum 2)
	☐ Yes   ☐ No
	
	

	IT access and system credentials arranged
	☐ Yes   ☐ No
	
	

	Uniform / ID badge ordered
	☐ Yes   ☐ No
	
	


HR/Manager Signature: _________________________   Date: _____________
Part B — Day One Orientation
To be completed with supervising manager on the first day of employment.
	Orientation Item
	Completed
	Staff Initial

	Welcome and introduction to team
	☐
	

	Facility tour (all areas including emergency exits)
	☐
	

	Emergency and evacuation procedures explained
	☐
	

	Incident and near-miss reporting process explained
	☐
	

	Code of Conduct & Ethics Policy provided and reviewed
	☐
	

	Privacy and confidentiality obligations explained
	☐
	

	Manual handling and safe work practices briefing
	☐
	

	Infection control and hand hygiene demonstration
	☐
	

	Rostering and timekeeping system overview
	☐
	

	Introduction to resident rights and person-centred care
	☐
	

	IT systems login and data security obligations
	☐
	

	Introduction to Norma / Governa system (if applicable)
	☐
	


Manager Signature: _________________________   Date: _____________
Staff Signature: _________________________   Date: _____________
Part C — Week One Mandatory Training Log
All modules below must be completed within the first week unless otherwise noted. Supervisor to sign off on completion.
	Training Module
	Delivery Method
	Date Completed
	Supervisor Sign-Off

	Overview of the Strengthened Aged Care Quality Standards (7 Standards)
	Self-paced / Guided
	
	

	Aged Care Act 2024 — Key obligations for workers
	Self-paced
	
	

	Recognising and reporting abuse and neglect
	In-person / Online
	
	

	Infection prevention and control fundamentals
	In-person
	
	

	Manual handling (practical assessment required)
	In-person
	
	

	Person-centred care principles
	Self-paced
	
	

	Medication management basics (relevant roles only)
	In-person
	
	

	Emergency and disaster procedures
	In-person
	
	

	Restrictive practices awareness
	Self-paced
	
	

	Incident reporting — SIRS and mandatory notifications
	In-person / Online
	
	


Part D — Strengthened Standards Quick Reference (for new staff)
	Standard
	Focus Area
	What It Means for You

	Standard 1 — The Person
	Resident rights, dignity, identity
	Every resident has the right to be treated with dignity, make their own decisions, and live the life they choose.

	Standard 2 — The Organisation
	Governance, workforce, systems
	Your organisation must have strong leadership, trained staff, and safe systems. You contribute to this by following policies and reporting concerns.

	Standard 3 — The Care Environment
	Physical environment, safety
	The environment must be clean, safe, and feel like home. Report maintenance issues and hazards promptly.

	Standard 4 — Care and Services
	Assessment, care planning, services
	Care is planned around what each resident needs and wants. Care plans are living documents — keep them up to date.

	Standard 5 — Clinical Care
	Health, medication, clinical safety
	Clinical care must be safe, evidence-based, and responsive. Always escalate concerns about a resident's health.

	Standard 6 — Food and Nutrition
	Meals, hydration, nutrition
	Food is central to resident wellbeing. Monitor intake, report changes in appetite, and respect dietary preferences.

	Standard 7 — The Residential Community
	Social life, relationships, community
	Residents have a right to an active social life. Support activities, relationships, and community connections.


Part E — Probation Competency Review
30-Day Review
	Competency Area
	Meeting Expectations
	Requires Development
	Comments

	Understanding of role responsibilities
	☐
	☐
	

	Adherence to policies and procedures
	☐
	☐
	

	Communication with residents and families
	☐
	☐
	

	Infection control practices
	☐
	☐
	

	Incident and hazard reporting
	☐
	☐
	


Manager: _________________________   Date: _____________  |  Staff: _________________________   Date: _____________
60-Day Review
	Competency Area
	Meeting Expectations
	Requires Development
	Comments

	Clinical / care skills (role-specific)
	☐
	☐
	

	Person-centred care application
	☐
	☐
	

	Team collaboration and communication
	☐
	☐
	

	Documentation accuracy
	☐
	☐
	

	Mandatory training completion status
	☐
	☐
	


Manager: _________________________   Date: _____________  |  Staff: _________________________   Date: _____________
90-Day Review (Probation Completion)
Overall Assessment:   ☐ Probation Passed   ☐ Probation Extended   ☐ Employment Discontinued
Comments: ___________________________________________________________________________
Manager: _________________________   Date: _____________  |  Staff: _________________________   Date: _____________
This template is provided by Governa as a free resource for Australian aged care providers. Customise it to reflect your organisation's policies, procedures, and branding. For a fully integrated compliance management solution, visit governa.ai.
Aligned to: Strengthened Aged Care Quality Standards (effective 1 July 2024) | Aged Care Act 2024

