
 

INDUCTIONS & TRAINING 

CHECKLIST 

ORGANISATION 

 About the Organisation: Information about the Vision, Purpose, Size & History.  

 Benefits to Volunteering: What will the volunteer get from this experience.  

 Chain of Command: Who to report to and ask questions. Who is the supervisor or mentor for the 

position?  Who is management? 

 Practical: Rostering, Procedures for sign in/out and calling in late or absent.  

 Environment & Facilities: Culture and demographics, Map of facilities, Volunteer facilities available 

 Training: What is the training load and timeline? Is it online, onsite or on the job?  

 Insurance: Does the organisation have Public Liability and Volunteer insurance? 

TRAINING 

 Do’s and Don’ts: Culturally, Legally and Organisationally. 

 Role Description: Is there a Position Description and/or list of duties. What is the scope of the position? 

 Position Duties: Task specific training for the position duties. 

 Day to Day Operations: Background knowledge required, Procedures to follow. 

COMPLIANCE 

 OH&S: OH&S Officer, Reporting Procedures, Personal Safety & Security, Manual Handling, Personal 

Protective Equipment, Emergency Procedures and First Aid.  

 Child Safety: Policy and Procedures, Criminal History Checks, Blue Cards and other legal requirements. 

 Policies & Procedures:  Communication, Media, Privacy, Dispute Resolution, Risk Assessments.  

 Personal: Code of Conduct, Medical Fitness Assessment, Flu shot & vaccinations.   

PERSONAL 

 What to wear, where to store personal items, where to eat and what time are the breaks. 

 What is the expected time commitment? What is the minimum commitment? 

 Is there reimbursement? For e.g. Travel, parking, meals etc. 

 Where is the workspace? Is it a shared space? 
 

Note: This is a summary produced from the shared knowledge and experiences of Volunteer Managers in North Queensland                                                       

at the VM Café and consideration of other elements required in your volunteer program should also be taken into account. 


