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Area Health Service [insert name]

Maps of Service Locations

Information sheet for clients

Contact Phone Numbers

Internal Telephone Directory

Useful Information

Facts about AHS

Map

Population Map

Service Orientation details – website and intranet

List of acronyms 

Staff Administration

· Performance review

· Complaints/Compliments

· Payroll/KRONOS/ProAct
· Salary Packaging

· Cost Centres

· Medical Records

Equipment and Administrative Systems

· photocopier

· printers

· petty cash

· room booking system

· hours of work

· lunchtime/tea breaks

· uniform

· key security

· ordering stores

Types of Leave and Forms

· sick leave

· long service leave

· personal carers leave

· conference/course leave/learning and development 

· Time In Lieu (TIL)

· Allocated Day Off (ADO)
· Public Holidays

· travel forms

Staff Communication

· phone and message bank

· email

· computer, network access

· Helpdesk IT

· Media contact

Vehicles and Travel

· License
· booking procedure

· overnight booking and travel form
· car parking

· vehicle running sheet

· fuel cards

· car damage/maintenance

· defensive driver training

· staff responsibility (eg, cleaning)

· accidents
Occupational Health and Safety

· Dress code and uniforms

· Name tags

· Incidents

· Building security

· Visitors

· Fire procedures

· Disaster and evacuation plan

· Manual lifting

· Immunisation

· Infection Control

· EQUIP

· Numerical profile
· Employee Assistance Program
Staff Training
Mandatory training requirements

Other available training

Quality Management Accreditation Information Manual

Key Service Providers

· General Practice List

· Private Psychologists
· Government Departments with mental health and community services (eg Housing, Education)
· Local Non-Government Organisations (includes Aboriginal Community Controlled Health Services)
Mental Health Policies and Procedures

· List of key policies

· Confidentiality

· Mental State Examination

· Community Treatment Orders

· Mental Health Review Tribunal 
www.mhrt.nsw.gov.au
· Website references

Adapted from ‘Welcome to Tablelands Mental Health’, HNEAHS, developed by Krystina Micke and Justice Health Orientation provided by Julie Carter
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