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Welcome to Maari Ma Health and our ‘self guided’ orientation program with introductions to key people, information on our vision and purpose, services, policies and procedures and your role.  Please take the time, progressively as you settle in, and in consultation with your manager, to meet with all the designated people, read the referenced information to complete your program.

Please print a copy of this program and have each section signed as completed.

( This symbol is used throughout the orientation program to indicate that a document is hyperlinked to the program. Please click on the underlined text to follow the link. 

Please return to Administration when you have completed and have all sections signed off.

	Topic
	Who to see
	What you need to know


	Completed

Yes / No
	Sign

	Maari Ma Health Aboriginal Corporation  

-Vision
	Chief Executive Officer (See the Office Manager to make an appointment with CEO)
	CEO will explain the function and structure of the organisation including the role of the Board of Directors and agreement with GWAHS  

(  Organisational chart 

(  Map of geographical area
(  Maari Ma Board Strategic Direction paper 

(  Annual Report is in your folder
( Management Agreement


	
	Completed

_____________

	Your role within the organisation
	Your direct line manager
	( Read your position description. Talk to your manager about what you understand your role to be. Talk about your role in relation to the overall work of the organisation. Ask for clarification regarding issues you are not sure about 


	
	Completed

____________________________

	Policies and procedures
	
	Ask your manager to identify the key policies and procedures you will need to know about, for example, confidentiality, code of conduct, incident reports, grievance procedure 

( Have a look through and read the Policy and Procedure Manual 

( Please read Maari Ma Code of Conduct and the

( Maari Ma Smoke Free Workplace Policy and

( Attendance and Leave Policy
Please take the time to become familiar with these guidelines
	
	

	Team meetings and communication
	
	Ask your manager to explain communication processes in your team:

· Informal communication, for example day to day interaction

· Formal communication, for example team meetings

Ask your manager to explain communication processes within the organisation and what is expected of you


	
	

	Reporting and accountability
	Your direct line manager
	Ask your manager to explain reporting and accountability requirements.

Find out if you need to:

· Prepare a monthly report, enter information about your activities on a database

· Work to a workplan (ask about reviews and frequency)


	
	Completed

_____________

	Facilities

Tour of office
	Administration Officers

	Admin will show you around the office, including: general layout, location of fire exits, kitchen, toilets and parking access 


	
	Completed

___________________________

	Administration processes
	
	Admin will explain the following:

· Daily movements (using the in/out board and folders to record where you are and when you’ll be back)

-   Stationery and other resources (where resources are kept, how to          order resources)
	
	

	Use of resources


	
	Through the links below you will find guides on how to use resources for example how to use the telephone

( Training Guides
( Contact details for Maari Ma staff, GWAHS staff and Health facilities

	
	

	Uniforms
	
	Please read the following documents and make applicable arrangements for a uniform

( Uniform Policy 

( Purchasing a Uniform
( Uniform Request form

	
	

	
	
	
	
	Completed

___________________________

	Task Request Form
	
	Admin will explain the process for requesting the Administration Assistants to complete tasks for you

( Task Request form 
	
	

	Facility Bookings

Flight & Accommodation Bookings
	
	Admin will explain the procedures for booking facilities and catering for meetings at Maari Ma Regional Office and how to book flights and accommodation


	
	

	Vehicle use
	
	Admin will explain the following:

· Pool vehicles (policy re use, where the keys are kept, how to book a car, what to do when you’ve finished using a vehicle etc)

· 
	
	

	Mandatory Training
	
	You will find a link to the Learning and Development Calendar on the home page of the Quality Management System

Book yourself into the following training sessions. (Discuss the date of your attendance with your manager):

· Manual Handling 

· Cross Cultural Perspective in Aboriginal Health Training (through the University Department of Rural Health - UDRH)

· Child Protection Training (through Area PANOC Coordinator)


	
	

	Access to the building
	Administration Officer

	The Admin Officer will explain the procedures regarding access to the building, including:

· Access during business hours and after hours 

· Security system (Admin Officer will set up an alarm code for you if appropriate)

· Contacting the security company

Doors and gates (how and when they are opened and locked)

You will be given a set of keys and documented instructions. 


	
	Completed

______________

	Social Club
	Social Club Rep
	Ask Social Club Rep to explain the Maari Ma Health Social Club

( Social Club Membership Form
	
	

	Employment conditions
	Human Resource Manager

	Human Resource Manager will explain the following:

· Work hours

· Payroll and how it works 

· Superannuation
( Timesheets (ask how to fill it in and when to submit timesheet to your manager)

Please note: You will need to submit a timesheet for your first two weeks of work.

( Attendance and Leave Policy
· 
	
	Completed

__________________

	Use of computer
	Administration Officer
	Admin Officer will explain how to use computer, printer and GroupWise 

Please complete

( Complete a ‘Network Service Request Form’ and give to Admin Officer

	
	Completed

____________________

	Backing Up your 

C:Drive & Using & Maintaining your storage drive X:
	
	Admin Officer  will explain 

( How to back up your C Drive:
( Using and Maintaining your storage Drive X:
	
	

	Superannuation and salary packaging


	Director of Finance

	Chris will explain the process for Superannuation choices and mobile phone expenses if applicable to your position.

( Documents explaining Superannuation Choices

( Mobile Phone Policy and expense claim form


	
	Completed

________________

	Health Services, Maari Ma Region
	Manager Health Services

	Manager Health Services will provide an overview of the region’s management team: purpose and structure of team, team members and their roles, key activities. 

( Health Services Maari Ma Region organisational chart

	
	Completed

_____________

	Primary Health Support Team 
	Manager Primary Health Programs

	Manager Primary Health Programs will explain the structure and function of the Primary Health Support Team. 
	
	Completed

____________

	Chronic Disease Strategy 
	
	Manager Primary Health Programs will explain the Maari Ma Chronic Disease Strategy. 

( Maari Ma Chronic Disease Strategy
	
	

	Social and Community Programs
	Team Leader

	The Team Leader will provide an overview of the YEAH program, Youth Action Project, Community Safety Patrol, and Bush Trips including program descriptions, target groups, key activities, team members and their roles.


	
	Completed

_____________

	Primary Health Care Service
	Manager

	The Manager will provide an overview of the PHC service: role of the service, key activities, team members and their roles and may also introduce you to staff members of the PHC Service.
The Manager will explain procedures specific to the PHC Service if applicable.


	
	Completed

____________


Orientation to Maari Ma Health Aboriginal Corporation 


Program for Staff
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