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VOLUNTEER INDUCTION CHECKLIST
Name

	Task
	
	Description

	Volunteer engagement
	(
	Volunteer Agreement signed

	
	(
	Employment status

	
	(
	Job description

	
	(
	Probationary period

	
	(
	Leave notification and resignation

	
	(
	Standard hours of work and office hours 

	Volunteer manual
	(
	Copy sighted and available

	Standards and Procedures  
	(
	Location of hard and electronic versions

	
	(
	Office locations and Parking

	
	(
	Drug and Alcohol policy

	
	(
	Discipline and grievance procedures

	Privacy & Confidentiality Policy
	(
	Copy Sighted and available last reviewed

	Code of Conduct
	(
	Copy Sighted and available last reviewed

	WH&S 
	(
	Copy Sighted and available last reviewed

	
	(
	Safety Exits

	
	(
	First Aid Kit

	
	(
	First Aid Officer

	
	(
	Evacuation procedures and muster points

	
	(
	Who to contact in case of emergency

	
	(
	Fire Extinguishers

	
	(
	Accident and emergency procedures


	Tour of workplace
	(
	Toilets and Facilities
	
	

	
	(
	Hall and kitchen downstairs
	
	

	
	(
	Stationary, photocopier
	
	

	Introductions
	(
	Colleagues
	
	

	
	(
	Manager
	
	

	
	(
	Management
	
	

	Paperwork
	(
	Volunteer Personal detail form 
	
	

	
	(
	Employment screening tests as below 
	
	

	
	(
	Copy of Driver’s license (if necessary)
	
	

	
	(
	Health Check (Transport only)
	
	

	
	(
	Drivers assessment complete (Transport only)
	
	

	
	(
	Drivers assessment complete (Transport only)
	
	

	OTHER:

	

	

	Induction conducted by:

	Date of induction:

	Volunteer Signature


Details of Employment Security screening:

	Screen type
	Program requirements
	Doc ID number
	Date

	Police Check
	All MCCSA employees and volunteers
	
	

	Aged Care Sector Screening
	Programs providing care for the aged 
	
	

	Child related Employment screening
	Programs with regular contact with children
	
	

	Vulnerable Person Employment screening
	Not required 
	
	

	Disability Services Sector Screening
	Not required 
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