
Welcome to [Name of Organisation]! 
 
 

We extend a warm welcome to you as a new employee of [Name of Organisation]. To assist you to 
settle into your position with us, please take note of the following information: 

 
 

Feedback, Mentoring and Coaching 
Our organisation uses ‘buddy mentoring program’ to help you learn the duties required in your role. 
The amount of ‘buddying’ provided will depend on your level of training and previous experience, 
and is generally between [number-number] shifts. If you wish to receive additional buddy shifts, 
please speak to your manager. 

Work Flexibility 
Our organisation values work-life balance. We will try to make adjustments to your work schedule 
to suit your individual needs. You will be asked to provide information about your availability as well 
as your preferred shifts. Where possible, your preference for the location (e.g. House) will also be 
recorded and will be accommodated. There are procedures in place for swapping shifts. Annual 
leave needs to be booked [time period] in advance. Please discuss your individual rostering needs 
with [name of person]. 

Suggestions for Improvement 
Our organisation encourages all employees to provide constructive feedback on our policies, 
procedures, services, equipment and facilities etc. This is possible through the Compliments, 
Complaints and Suggestions Forms which are located [location]. These forms can be completed 
and submitted anonymously. However, it is helpful to provide your name so you can be involved in 
the improvement process. 

We also hold staff meetings on a regular basis. If you have an idea or suggestion you are welcome 
to bring up the idea in this forum. Alternatively, your manager can bring it up on your behalf. 

Opportunities for Feedback 
We are very happy to help you build on your strengths and overcome any concerns or challenges 
that you face. If you wish to receive feedback as to how you are performing, please ask your work 
colleagues, buddy or manager. 

Recognition System 
We appreciate the work you do for our residents; you are an important part of providing excellence 
in care. Our Compliments, Complaints and Suggestions Forms are used by staff, families and 
residents to acknowledge staff who go above and beyond their call of duty. You will be notified 
should you be identified, and a copy will go on your file. There are other systems of reward and 
recognition in place, please seek further information from your manager. 

Professional Development 
All employees will participate in annual training in the key areas required for their role e.g. fire 
safety, infection control and chemical safety. Additional training opportunities such as workshops, 
seminars and short courses will be displayed on the noticeboard in [location]. Please register your 
interest by notifying your manager and/or completing the [name of form] located [location]. If you 
identify any other training that is relevant to your role that you are interested in attending, please 
book a meeting with your manager and supply a copy of the flyer to your manager. We may be 
able to offer you study leave or contribute to the cost of the course. 



 
Opportunities for Career Progression 
The organisation would love to assist you along your career path. Each year, you and your 
manager will meet for your annual appraisal. At this meeting you will actively discuss your role, 
performance, goals for the future, and any training you wish to receive. If you are interested in 
other roles within the company, or wish to engage in additional studies (such as nursing, 
administration, management, therapy, etc), please discuss this at your appraisal or make an 
appointment with your manager.  

Special Duties 
We have leadership opportunities available to staff with strengths in key areas such as Manual 
Handling, Dementia Care, Occupational Health and Safety, and Orientating New Staff. This will 
involve receiving additional training and then working as ‘experts’ to coach and mentor other staff. 
Working in these roles may provide you with additional wages. If you are interested in these 
coaching roles, please speak to your manager. 

Social Events 
We would love for you to join our team at our social events. We hold a mixture of functions at our 
facility including baby showers, retirements, international food parties, theme days, BBQs, special 
meals and Christmas parties. Some are for staff only and others will involve our residents. These 
events will be advertised on the noticeboard [location]. If you would like to help organise these 
events, please speak to your manager.  

Stress Management 
We recognise that working in aged care can be stressful at times. It is really important to nurture 
yourself so that you can continue to care for our residents. If you feel stressed at work, or if you are 
having personal issues, please notify your manager so that we may assist (where possible). We 
also have an Employee Assistance Program (EAP) where you can attend free, confidential 
counselling. You will find a flyer with the contact details and more information [location].  

Use of Technology 
Technology offers an exciting future for our residents such as Skyping family members, playing 
games on an iPad, watching old time favourites on YouTube, researching their family tree, or 
viewing their place of birth on Google Earth. If you can think of exciting ways we can involve our 
staff and residents in technology, please let us know. We use a computerised system of 
documentation called iCare. You will be trained in this system during your buddy shifts. If you are 
not confident using computers or other forms of technology, please speak to your manager.  

 

We are so happy to have you on board, and look forward to your long and happy employment with 
us. Be sure to let us know if you have any questions. 

 

Best wishes, 

[Name of Organisation] 


