Access Arts Induction Kit for: _________________________________
Starting Date: _________________
Everyone:
· Annual Reports
· Organisation Chart
· Business Plan Summary – 2011-13
· Access Arts general information (home page of website www.accessarts.org.au)
· Access Arts program information www.accessarts.org.au/index.php/programs-and-services/ 
· Disability Awareness Handbook
· DSQ Criminal History Check forms
· Bio and headshot for Access Arts website/newsletter/program, as required

Management Committee:

· List of meeting dates for the year (will be distributed after the AGM)
· Management Committee contact list (will be distributed after the AGM)
· Management Committee Roles and Responsibilities (in Management Committee Policy)
Office Staff:

· Staff Referral Sheet
Policies and Procedures:

The following documents are important for new Office and Workshop Staff, Volunteers and Management Committee members to read and are available on our website:
http://accessarts.org.au/index.php/about-us/quality-assurance/
	Policy
	Date read
	Questions/comments

	Abuse, Neglect & Exploitation Policy
	
	

	Advocacy Policy
	
	

	Behavioural Policy
	
	

	Budget Policy (office staff & MC only)
	
	

	Code of Conduct
	
	

	Complaints Policy for Members
	
	

	Critical Incident Procedure
	
	

	Disability Access Policy
	
	

	DSQ Criminal History & Blue Card Policy
	
	

	Duty of Care and Risk Management Policy
	
	

	Evacuation Policy
	
	

	First Aid Policy
	
	

	Grievance Policy for Staff
	
	

	Internal Audit Plan
	
	

	Management Committee Policy (MC Only)
	
	

	Membership Policy
	
	

	Mental Health Policy
	
	

	Privacy/Confidentiality/Freedom of Information Policy
	
	

	Process for Workshops & Project Ideas (Staff Only)
	
	

	Sexual Harassment Policy
	
	

	Staff Employment Policy
	
	

	Staff Professional Development Policy
	
	

	Workplace Health & Safety Policy
	
	

	Workshop & Program Policy
	
	


After reading the documents and policies above, can you identify any learning or training needs:

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


I have read, understand and agree to abide by the above policies and procedures.
Signed: __________________________   Date: _____________
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