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Pre-Induction Checklist

Before a new employee commences, Adina Care will ensure the following are arranged:

Work Resources: Desk, computer, phone, access cards, etc.

Uniforms and Protective Clothing: Sizes, distribution process, and return
policy.

IT Setup: Login credentials, email setup, access to internal systems, and
security protocols.

Paperwork: Employment contract, tax forms, superannuation details, and
emergency contact information.

Induction Schedule: Dates, times, and locations for induction sessions.

Adina Care’s Induction Pathway is designed to support new employees during their first

weeks of employment. Each new employee will be allocated a buddy who will assist

with their orientation and integration into Adina Care.

Objectives of the Induction Pathway:

Ensure new employees understand Adina Care’s systems, processes, and
compliance with legislation and Aged Care Standards.

Develop skills and knowledge to provide consistent, high-quality care and
services to residents.

Support job satisfaction and retention by helping new employees feel welcome
and confident in their roles.

Induction Activities:

1. Buddy System:

o New employees will spend time with their buddy to learn about Adina

Care’s practices, policies, and procedures. o

o Buddies will provide guidance, answer questions, and offer support

throughout the induction process.

2. Self-Directed Learning:
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o New employees will read and reflect on information relevant to their role,
including Adina Care’s mission, vision, and philosophy.

o Theywill complete mandatory CompliLearn modules on topics such as
Work Health and Safety, Privacy, and the Code of Conduct.

2. Observation and Supervision:

¢ New employees will observe their buddy and other staff performing tasks
in line with Adina Care’s recommended practices.
e They will perform tasks under supervision and complete skills

assessments to demonstrate competency.
3. Feedback and Development:

o New employees will have regular check-ins with their supervisor to
discuss their progress and any learning needs.

o Atthe end of the induction period, employees will complete an Induction
Checklist and provide it to their supervisor.

Adina Care was established in 1986 as the Cootamundra Nursing Home when the
former Cootamundra District Hospital and the former Mercy Hospital were
amalgamated to form what we now know as the Cootamundra Hospital.

From the sale of the Mercy Hospital, the Sisters of Mercy donated $500,000 toward the
establishment of the Nursing Home. The Cootamundra Shire Council (as it then was)
donated the site. The local community raised approximately $137,000 through multiple
fundraising activities, with the balance coming from a federal government grant.
Collectively this covered the total building cost of $1,650,000 which enabled the new 50
bed facility to commence operations, all completely debt free.

Over the years Adina Care’s facility has continued to grow, now catering to the needs of
up to 62 elderly and frail residents across respite care, high care and dementia care. We
promote and maintain the health and wellbeing of our residents by providing a living
environment in which residents can feel comfortable and secure. We establish safe,
therapeutic and flexible routines that maximise each resident’s potential for
independence and maintain the link between family, friends and community to enrich
the quality of life for all.
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We are a regionally focused team meeting the needs of the community. We are
committed to providing high-quality care to our residents.

Our Purpose:
To provide high-quality care and services based on human service needs:

o Safe: We provide a physically, emotionally, and culturally safe service.
e Personal: Our care and services are focused on each person living their best life.
e Connected: We provide a smooth, integrated experience with no surprises.

o Effective: We provide the right care and services in the right way.

Adina Care’s vision is to provide high-quality residential services to the Cootamundra
aged care community. We aim for our service to be responsive to the district’s needs
and expectations, offering accessible, affordable, and inclusive care through effective
management by a dedicated and professional team.

Adina Cares, We Care, | Care:

| Care: Itis your responsibility, your duty of care. If something is not right, don’t just walk

past—stop and take appropriate action. The standard you walk past is the standard you
accept.
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The Code of Conduct for Aged Care sets out the expected standards of behavior for all
aged care workers and providers. As an employee of Adina Care, you are required to
adhere to the Code, which includes the following principles:
1. Person-Centered Care
o Treatallresidents with dignity and respect.
o Supportresidents to make decisions about their care and services.

o Provide care that is culturally safe and responsive to the needs of each
resident.

2. Safety and Wellbeing
o Prioritize the safety, health, and wellbeing of residents.
o Takereasonable steps to prevent harm and manage risks.
o Report any concerns about safety or quality of care promptly.
3. Professional Integrity
o Acthonestly, ethically, and with integrity in all interactions.
o Avoid conflicts of interest and declare any potential conflicts.
o Maintain accurate and complete records of care provided.
4. Respect for Privacy and Confidentiality
o Protectthe privacy and confidentiality of residents’ personal information.

o Only share information with authorized persons and for legitimate
purposes.

5. Continuous Improvement

o Participate in ongoing training and professional development.

o Reflect onyour practice and seek feedback to improve the quality of care.
6. Collaboration and Teamwork

o Work collaboratively with colleagues, residents, and their families.

o Communicate openly and respectfully with all members of the care team.
7. Compliance with Laws and Standards

o Comply with all applicable laws, regulations, and industry standards.

o Uphold the Aged Care Quality Standards and Adina Care’s policies and
procedures.

By adhering to the Code, you contribute to a culture of respect, safety, and quality care
at Adina Care.
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Source of Obligation

Standard 1 of the Aged Care Quality Standards — Resident Dignity and Choice is the
foundational standard of the eight Quality Standards and recognises the importance of
the resident’s sense of self and ability to act independently. Standard 1 also places
obligations on aged care providers to respect residents’ privacy as a key element of
treating a resident with dignity and respect.

Standard 1 requires aged care providers to respect each resident’s right to privacy in
how they collect, use, and communicate the resident’s personal information and
manage this according to relevant law and best practice guidance.

Respecting the personal privacy of a resident is distinct from the legal obligations Adina
Care has under the Privacy Act 1988 (Cth) and the 13 Australian Privacy Principles
(APPs). Aresident’s personal privacy must be respected to maintain their dignity and
ability to make decisions about their health and wellbeing.

The APPs outline Adina Care's legal obligations relating to the collection, storage,
management, and disposal of personal information that it holds about all stakeholders,
not just residents.

This Policy outlines Adina Care's policy and procedures relating to the respect of
residents’ personal privacy in the delivery of care and services. For information relating
to how Adina Care meets its legal obligations under the Privacy Act 1988 (Cth) and the
APPs, refer to our Privacy Program.

Itis our policy that:

e The communication, behaviour, and interactions of our workforce and others do
not compromise residents’ privacy and ensure that confidentiality and respect for
privacy and dignity are upheld.

e Residents’ preferences for personal privacy are gathered at admission and
recorded in Care Plans.

e Residents are supported by our workforce to communicate their preferences for
how they want their privacy maintained, including their information, their living
space, and how they are treated or cared for.

e Personal and confidential information about residents is only shared with others
when there is a legitimate and lawful reason to do so, and in accordance with our
Privacy Program.

o Residents’ personal space and privacy are respected when their friends,
partners, or significant others visit.
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o Residents are supported in providing feedback or making a complaint if their
personal privacy has not been respected or upheld in accordance with their
preferences.

e Ourworkforce is trained on basic principles and procedures for respecting
residents’ personal privacy and preferences at induction and through ongoing
learning.

e Clinical Care Coordinator: Responsible for ensuring that care and services are
provided in keeping with residents’ individual views of dignity and respect.
e Care Staff: Responsible for ensuring:

o Allresidents who require supportin showering, dressing, and grooming
are assisted according to their likes and preferences, wherever possible.

o Residents are supported to maintain their continence with dignity and
respect for their personal privacy, for example, through toileting programs
and prompt assistance to attend the toilet.

o Care procedures, such as administration of eye drops, puffers, and blood
pressure checks, are undertaken in private areas that support the
individual’s dignity unless monitoring a resident in an emergency.

e All Members of the Workforce: Must ensure that:

o They knock prior to entering a resident’s room.

o Ifaresident’s room dooris open, they announce themselves and check to
ensure the resident is happy for the worker to enter.

o Residentfiles are stored securely and away from public access.

o Electronic information is password-protected and individual for each user.

« RN Responsibilities: Ensure privacy consent forms are completed on admission
and reviewed annually or updated as the resident’s preferences change.

o Lifestyle Team: Maintain a register for residents not wanting to have their photo
displayed or birthday celebrated.

Related Forms/Documents

e Consentform

e Leisure and Lifestyle assessments

e Resident agreements

Our Privacy Obligations

Adina Care is required to manage the personal information of individuals in accordance
with Privacy Laws. To satisfy this obligation, we have implemented a number of
processes and procedures, including developing a Privacy Program and publishing

a Privacy Policy on our public website.

The Purpose of This Policy
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The purpose of this Policy is to highlight to all workers the various practices, procedures,
and systems that we have established, including those you must comply with, that work
together to ensure that we create a culture where the protection of personal information
and our legal obligations are taken seriously.
Dealing with Privacy Questions and Complaints
All privacy enquiries and complaints received by workers must be immediately referred
to our CEO.
Dealing with Unsolicited Information
If you receive information that we did not request, and itis not reasonably necessary for
one of our functions or activities, then:

o Ifitisreceived verbally, you must not record it.

o Ifitisreceivedin arecord, you must destroy it or de-identify it after first checking

with our CEO.

Social Media Disclosure
You must not publish an individual’s personal information (including a photograph) on
Adina Care's website, social media sites, or on your own personal social media sites
(where the information can be linked back to us) without the individual’s direct consent.
Compliance with Direct Consents/Directives
Where Adina Care has sought express consents for the use of personal information (e.g.,
the inclusion of personal details on a contact list), or we have received clear directives
not to disclose personal information (e.g., a court order), all workers must ensure that
we abide by these directives.
Direct Marketing Opt Outs
Workers must ensure that whenever an individual indicates to Adina Care that they do
not want to receive direct marketing material, that they are promptly removed from any
further communications lists.
Maintaining the Quality of Personal Information
Workers must ensure that when Adina Care receives information indicating that an
individual’s personal details have changed, that we promptly update these details on
any relevant databases.
Where personal information is no longer required for the primary purpose for which it
was collected, it should be referred to the CEO to determine whether it should be
destroyed, archived, or de-identified.
Security Access
Workers must not transfer, share, or loan security access passes, keys, or codes.
Password Protection
Workers must not disclose or share personal passwords with others.
Confidentiality of Information
Workers must ensure that confidentiality of information is maintained and only disclose
personalinformation (particularly sensitive and health information) internally on a need-
to-know basis (refer to our Confidentiality Policy).

7|Page Adina Care Employee Induction Pathway 2025-2026



ADINA
CARE

— _~ TNy Ty

COOTAMUNDERA
WIRADJURI COUNTHRY

Confidential Waste

Any confidential waste must be placed in the shredding bins or secure waste bins
provided. It is critical that no reports, work documents, resident materials, or any other
materials of a confidential nature are placed in the general wastepaper bins.

Decommissioning Electronic Equipment
Workers must ensure that in the event that electronic equipment that contains personal
information is decommissioned, that it is done so in accordance with our
decommissioning electronic equipment procedures.
External Document Security
e Resident files should not be taken off-site except where necessary to complete
work efficiently, and written permission is provided by the Management Team.
o Ifyou take resident files off-site, you must take care to ensure that files are held
securely. For example, files should not be left in an unattended vehicle.
+ Resident files and confidential office information should not be read on public
transport (including aircraft) where it may be possible for another passenger to
view the content of the documents.

Confidential Information

Confidential information is any information relating to the organisation or affairs of Adina
Care, or residents and their representatives, or our workers or officers, which is not
public information.

Confidential information includes all notes, reports, and other records (whether in
written form or held electronically), and any copies of any of that information.

Any confidential information that comes into your possession must be kept confidential.
It should not be discussed with, disclosed to, or given to any person who is not
authorised to receive that information. This Policy must be read in conjunction with

our Privacy Information Protection Policy.

Confidential Waste

Confidential waste is any waste (whether in written or printed form) relating to the
organisation or affairs of Adina Care or our workers, officers, residents, and their
representatives, which is not public information. It includes all notes, reports, and other
records, and any copies of any of that information. This also includes all personal
information that can identify an individual.

Any confidential waste must be placed in the shredding bins or secure waste bins
provided. It is critical that no reports, work documents, resident materials, or any other
materials of a confidential nature are placed in the general wastepaper bins.

Breach

If you disclose confidential information to an unauthorised person or if you do not
dispose of confidential waste appropriately, you may be subject to disciplinary action.
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All employees are required to provide proof of up-to-date vaccinations, including:

COVID-19 Vaccination: A digital certificate or immunisation history statement.
Influenza Vaccination: Proof of the current year’s vaccination.

Submission: Vaccination records should be emailed to Hr@adinacare.com.au.

All employees must provide one of the following:

A National Police Certification (NPC) from a certified police agency.
A National Criminal History Check (NCHC) from an accredited agency.
Documents must be dated within 90 days of submission.
A statutory declaration is required if:
o Former or current names are not shown on the NPC or NCHC.
o The employee has lived overseas after turning 16.

Submit documents to Hr@adinacare.com.au

Required certifications vary by role:

Aged Care Worker: Minimum of Certificate lll in Aged Care.
Registered Nurse: Current registration with AHPRA and proof of qualifications.

Allied Health Professionals: Current registration with AHPRA and proof of
qualifications.

New employees will be introduced to key policies, including:

Resident Care.

Workers Code of Conduct (available on the intranet).
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« Privacy Program (including the Personal Privacy and Dignity Policy).
-  Feedback & Complaints Handling.

«  Work Health and Safety (including safe work practices and emergency
procedures).

- Discrimination, Harassment, and Bullying Procedures.

Adina Care provides ongoing training to ensure staff remain competent and up to date.
Training needs are identified through:

- Monitoring and supervision.

« Consultation with residents and staff.

+ Performance evaluations and employee requests.
Types of Ongoing Training:

- In-house training (one-on-one or group-based).

» Online training via CompilLearn/ALIS.

- Externaltraining (e.g., industry seminars, short courses).

- Educational assistance for relevant qualifications.

+ Mandatory training (e.g., fire safety, manual handling).

Registered and enrolled nurses must complete 20 hours of CPD annually to maintain
their registration. Adina Care supports nurses in acquiring CPD hours within the
reasonable operations of the facility. For more information, refer to the Nursing and
Midwifery Board Registration Standards.

Employees who require additional training or support to meet Aged Care Standards or
improve care quality should discuss their needs with their manager or Clinical Care
Manager. A Training Request Form is available on the intranet.
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Adina Care uses CompliLearn/ALIS, an online learning system, to deliver internal
training courses and assessments. Employees can access the system using their login
credentials and enroll in mandatory and optional courses.

Adina Care maintains a Training Register in CompilLearn/ALIS, where employees can
view their training history and completed courses. Supervisors are responsible for
ensuring training records are up to date.

For more details about Adina Care’s induction process, ongoing training, or Aged
Care Standards, employees can contact their supervisor or the HR department at
Hr@adinacare.com.au.

1. Pre-Start: Complete pre-induction checklist and submit required documents
(vaccination records, police checks, certifications).

2. Week1:
o Attend a welcome session and meet your buddy. o Complete
mandatory CompilLearn modules.
o Observe buddy and other staff performing tasks.
3. Week 2-3:
o Perform tasks under supervision. o Complete skills assessments.
o Attend role-specific training sessions.
4. Week 4:
o Final check-in with supervisor.o  Submit completed Induction
Checklist.

o Discuss ongoing training needs and development goals.
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ADINA CARE COMPULSORY TRAINING

COVID-19in a Care Environment First two weeks v
A Guide to Safe Food Handling First two weeks v
Abuse, unexplained absences and SIRS First two weeks v
Fire Safety: A Practical Approach First two weeks v
Aged Care Quality Standards First two weeks v
Antimicrobial Stewardship First two weeks v
Dementia: An Introduction First month v
Duty of Care and Negligence First month v
Recognising and Assessing Pain First month v
Falls: Balancing Risk First month v
Caring for Indigenous Australians First month v
Efzggqnednizi to behavioural symptoms First month v
Wound Care: Skin Tears First month v
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Week 1: Orientation and Foundation
1. Welcome and Introduction
o Meetthe team (HR, management, clinical leads, and colleagues).
o Tour of the facility (wards, medication rooms, storage areas, emergency
exits, etc.).
o Overview of Adina Care’s mission, values, and policies.
o Introduction to the electronic health record (EHR) system and other
software tools.
2. Policies and Procedures
o Review key policies: infection control, medication management, incident
reporting, and workplace health and safety.
o Complete mandatory training modules (e.g., manual handling, fire safety,
infection control).
3. Documentation and Care Plans
o Overview of care plan documentation requirements.
o Practice creating and updating care plans in the EHR system.
o Review examples of completed care plans.
4. Admission Process
o Shadow a senior RN during the admission process.
o Learn how to complete admission paperwork and initial assessments.
o Understand the importance of holistic assessments (physical, emotional,
social).

Week 2: Clinical Skills and Resident Care
1. Wound Care
o Observe and assist with wound assessments and dressing changes.
o Learn about different types of wounds and appropriate treatments.
o Practice documenting wound care in the eCase system.
2. Skin Checks
o Understand the importance of regular skin checks for pressure injury
prevention.
o Learn how to use the Braden Scale or other assessment tools.
o Practice documenting skin integrity and reporting concerns.
3. Maedication Administration
o Review medication administration policies and procedures.
o Practice medication calculations and safe administration techniques.
o Learn about high-risk medications and how to manage them.
4. Incident Management and SIRS
o Understand the incident reporting process (e.g., IRIS system).
o Learn how to identify and report Serious Incident Response Scheme
(SIRS) events.
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o Participate in a mock incident scenario to practice reporting and
escalation.

Week 3: Advanced Skills and Integration
1. Care Coordination
o Participate in handover meetings and multidisciplinary team (MDT)
meetings.
o Learn how to coordinate care with allied health professionals (e.g.,
physiotherapists, dietitians).
o Practice prioritizing tasks and managing time effectively.
2. Standards Training
o Review Aged Care Quality Standards and how they apply to daily practice.
o Understand the audit process and how to maintain compliance.
3. Emergency Response
o Participate in a mock emergency scenario (e.g., fall, cardiac arrest).
o Learn how to use emergency equipment (e.g., defibrillator, oxygen tanks).
o Understand the escalation process for clinical emergencies.
4. Resident and Family Communication
o Practice effective communication techniques with residents and their
families.
o Learn how to handle difficult conversations (e.g., end-of-life care,
complaints).

Week 4: Competency Assessment and Feedback
1. Competency Checklist
o Complete a competency assessment with the buddy/preceptor.
o Demonstrate proficiency in key areas: care plans, admissions, wound
care, medication administration, incident reporting, and communication.
2. Feedback and Goal Setting
o Participate in a feedback session with the buddy/preceptor and manager.
o Identify areas for further development and set goals for the next 3-6
months.
3. Ongoing Support
o Schedule regular check-ins with the manager for the first 3 months.
o Encourage participation in continuing education and professional
development opportunities.
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Competency Checklist for New RNs

Competency

Date Completed

Buddy/Preceptor Signature

Care Plan Documentation

Admission Process

Wound Care

Skin Checks

Medication Administration

Incident Reporting (SIRS)

Emergency Response

Communication with Residents/Families

Aged Care Standards Knowledge

Notes for the Buddy/Preceptor

e Ensure the new RN feels supported and comfortable asking questions.
e Provide constructive feedback and celebrate progress.
e Tailorthe induction pathway to the new RN’s experience level and learning needs.
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Week 1: Orientation and Foundation
1. Welcome and Introduction
o Meetthe team (HR, management, clinical leads, and colleagues).
o Tour of the facility (wards, common areas, medication rooms, storage
areas, emergency exits, etc.).
o Overview of Adina Care’s mission, values, and policies.
o Introduction to the electronic health record (EHR) system and other
software tools.
2. Policies and Procedures
o Review key policies: infection control, manual handling, workplace health
and safety, and resident rights.
o Complete mandatory training modules (e.g., manual handling, fire safety,
infection control).
3. Resident Care Basics
o Learn how to assist residents with activities of daily living (ADLs): bathing,
dressing, grooming, and mobility.
o Understand the importance of person-centered care and dignity in care
delivery.
o Practice effective communication techniques with residents and their
families.
4. Documentation Basics
o Overview of documentation requirements (e.g., progress notes, care
charts, worklogs).
o Learn how to accurately document care provided in the eCase system.

Week 2: Clinical Skills and Resident Care
1. Personal Care Support
o Assistresidents with personal hygiene tasks under supervision.
o Learn how to use mobility aids (e.g., walkers, wheelchairs) safely.
o Practice safe manual handling techniques when assisting residents.
2. Vital Signs Monitoring
o Learn how to measure and record vital signs (e.g., temperature, pulse,
blood pressure, respiration).
o Understand normal ranges and when to report abnormalities to the RN.
3. Nutrition and Hydration
o Assistresidents with meals and fluids, ensuring dietary requirements are
met.
o Learn how toidentify and report signs of malnutrition or dehydration.
4. Infection Control
o Practice proper hand hygiene and use of personal protective equipment
(PPE).
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o Learn how to maintain a clean and safe environment for residents.

Week 3: Advanced Skills and Integration
1. Behavioural Support
o Learn how to respond to residents with dementia or challenging
behaviours.
o Understand de-escalation techniques and the importance of empathy.
2. Fall Prevention
o Learn how to identify fall risks and implement prevention strategies.
o Practice responding to falls and reporting incidents appropriately.
3. End-of-Life Care
o Understand the principles of palliative care and supporting residents at
the end of life.
o Learn how to provide emotional support to residents and their families.
4. Team Collaboration
o Participate in handover meetings and understand the importance of clear
communication.
o Learn how to work effectively as part of a multidisciplinary team.

Week 4: Competency Assessment and Feedback
1. Competency Checklist
o Complete a competency assessment with the buddy/preceptor.
o Demonstrate proficiency in key areas: personal care, vital signs
monitoring, documentation, and infection control.
2. Feedback and Goal Setting
o Participate in a feedback session with the buddy/preceptor and manager.
o Identify areas for further development and set goals for the next 3-6
months.
3. Ongoing Support
o Schedule regular check-ins with the manager for the first 3 months.
o Encourage participation in continuing education and professional
development opportunities.
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Competency Checklist for AINs

Competency

Date Completed

Buddy Name/Preceptor Signature

Personal Care Support

Vital Signs Monitoring

Nutrition and Hydration

Infection Control

Behavioural Support

Fall Prevention

Documentation

Team Collaboration

Notes for the Buddy/Preceptor
e Ensure the new AIN feels supported and comfortable asking questions.
e Provide constructive feedback and celebrate progress.
o Tailor the induction pathway to the new AIN’s experience level and learning

needs.
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Once you have completed your Induction Checklist, provide it to your supervisor or
emailitto Hr@adinacare.com.au.

AGED CARE - NEW STARTER DETAILS

New Starter Name and Role Start Date Buddy Name and Role

REQUIRED DOCUMENTS
e Provide proof of appropriate level of COVID-19 vaccination.
e Provide proof of up-to-date influenza vaccination.
e Provide either:
o National Police Certification (NPC) from a certified police agency; OR
o National Criminal History Check (NCHC) from an Australian Criminal
Intelligence Commission-accredited agency.
Provide copies of qualifications and certifications.
Collect Adina Care uniform (if applicable).

ON YOUR FIRST DAY
e Provide completed employment pack, including:
o [ Payroll form
LITEN form
1 Tax-free threshold form
I Superannuation form
1 Staff education agreement
o [ Confidentiality agreement
e Order uniform (for Care and Clinical team).
¢ Meetwith allocated Buddy.
e Learn clock-in/out process.
o Site tour.
e Emergency evacuation process.

o O O O

WITHIN YOUR FIRST TWO WEEKS
e Complete training (as outlined in Table 1 of the Induction Pathway).
e Complete systems orientation (e.g., eCase health records, incident reporting).

WITHIN YOUR FIRST MONTH
e Complete training (as outlined in Table 1 of the Induction Pathway).

CONFIRMATION OF COMPLETION

New Starter Signature Date Manager Signature Date
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Online Course Completion |Care & Hosbitalit Management &
Timeline Clinical P yAdministration
COVID-19in a Care .
. First two weeks |v v v
Environment
A Guide to Safe Food .
. First two weeks |v v v
Handling
Abuse, Unexplained First two weeks |v v v
Absences, and SIRS
Fire Safety: A Practical .
First two weeks |v v v
Approach
Aged C i
ged Care Quality First two weeks |v v v
Standards
Antimicrobial Stewardship [First two weeks |v v v
Dementia: An Introduction|First month v v v
Duty of C
) y.o are and First month v v v
Negligence
Recognisi
gn.lsmg F.de First month v v
Assessing Pain
Falls: Balancing Risk First month v v v
Caring f i
aring .or Indigenous First month v v v
Australians
Responding to
Behavioural Symptoms of [First month v v
Dementia
Wound Care: Skin Tears  |[First month v v

This checklist ensures all new starters at Adina Care complete the necessary steps for a
smooth onboarding process. Let me know if you need further adjustments!
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