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                                                      Justice Health and Forensic Mental Health Network 
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Orientation  

Policy Number 3.133 

Policy Function Human Resources 

Issue Date 4 February 2020 

Summary This policy provides a framework and guidance regarding Orientation 

and Onboarding responsibilities for managers and new staff in Justice 

Health and Forensic Mental Health Network (the Network). This policy 

incorporates the Network’s People and Culture strategy ‘towards 

success’. This policy applies to all staff whether permanently, 

temporarily or casually employed and to persons who are contracted to 

work such as Visiting Medical Officers (VMO) and Visiting Dental 

Officers (VDO) and contingent workers. 

Responsible Officer ED Corporate Services 

Applicable Sites  Administration Centres 

 Community Sites (e.g. Court Liaison Service, Community Integration Team, etc.) 

 Health Centres (Adult Correctional Centres or Police Cells) 

 Health Centres (Youth Justice Centres) 

 Long Bay Hospital 

 Forensic Hospital 

Previous Issue(s) Policy 3.130 (Jun 2016) 

Change Summary  Previously this policy was part of policy 3.130 Orientation and 
Mandatory Training. Policy 3.130 has been split into two policies; 
Policy 3.134 Mandatory Training and Chief Executive Directed 
Training and policy 3.133 Orientation.   

HPRM Reference POLJH/3133 

Authorised by Chief Executive, Justice Health and Forensic Mental Health Network 
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 Orientation 

 

 
Policy: 3.133 Issue Date: 4 February 2020 Page 2 of 6 

1. Preface  

This policy provides guidance and instruction for Network employees regarding onboarding which 

includes corporate, clinical State-wide, Forensic Hospital and local orientation.  

This policy aligns with the Network’s Strategic Plan 2018- 2022 – particularly strategic direction 3 

Attract, grow and retain a talented workforce and foster a safe working environment; the Network’s 

Values (Clear Communication, Respect, Professionalism, Honest, and Care); and NSW Health and 

the Network’s code of conduct. A key driver to achieve this is the Network’s people and culture 

strategy ‘Towards success’. 

This policy defines responsibilities and performance expectations to ensure that new employees 

understand their role and expectations and how their role aligns with other functions and priorities 

across the  Network. This policy provides guidance for managers to ensure that they understand 

the expectations and actions required when new staff members attend orientation programs and 

local workplace orientation responsibilities. 

2. Policy Content  

2.1. Mandatory Requirements  

 All new employees must attend the Network’s face to face Orientation Program prior to 

commencing in the workplace. 

  All new employees must participate in a Local Workplace Orientation specific to their role 

and their work environment. 

2.2. Implementation - Roles and Responsibilities 

Chief Executive 

The Chief Executive (CE) is accountable for ensuring systems are in place for staff transitioning 

into the workplace and their roles. 

Executive Directors  

It is the responsibility of Executive Directors to: 

 Ensure new employees participate in the Network orientation program; and complete a Local 

Workplace Orientation program.  

 Ensure that the start date for new employees coincides with the next scheduled Network 

Orientation program. If a new employee commences duty outside the Orientation schedule 

written authority must be provided to Recruitment. 

 Ensure that the manager has undertaken a risk assessment if a new staff member is starting 

prior to the Network Orientation program to ensure safety in the workplace and mandatory 

training requirements are met.  

Service Directors/ Line Managers  

It is the responsibility of Service Directors/ Line Managers to: 
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 Ensure applicants are aware at interview that if successful of the requirement to attend the 

Network’s face to face Orientation program.  

 Contact staff prior to attendance at Orientation to:   

o Welcome them to the Network  

o Confirm Orientation date and time  

o  Confirm other orientation details including the number of days to attend  

o Advise roster and contact person for first day in workplace  

 Ensure the new employee’s start date coincides with the published orientation schedule. 

 Seek written authority from the relevant Executive Director if the staff member’s start date will 

vary from the published orientation schedule. 

 Ensure staff complete the Network’s Orientation program prior to commencing employment. 

 Ensure practical, personal and professional support is provided throughout the orientation 

process. 

 Ensure the Local Workplace Orientation programs are current and relevant through 

consultation with staff. 

 Ensure staff complete a Local Workplace Orientation program and that the completed 

Emp127 Local Workplace Orientation Checklist is recorded in staff Personnel (P) file in 

HPRM in the first seven days and the first review at three months. 

 Ensure arrangements are made for accommodation, flights, taxi vouchers and subsistence 

payment in advance if required.  

 Ensure forms for accommodation, flights, taxi vouchers and subsistence payment are 

recorded in staff personnel files in HPRM. Forward copies of these forms to the Travel 

arranger. (Education and Training Support Officer)  

 Ensure that wages and salary during orientation are costed to hiring cost centre only. 

 Undertake and document a risk assessment and save file in staff Personnel (P) file in HPRM 

if staff member is starting prior to orientation to ensure safety in the workplace and 

mandatory training requirements are met.  

Recruitment  

It is the responsibility of Recruitment to: 

 Schedule new employees to attend the Network’s applicable Orientation program/s e after 

satisfactory completion of compulsory pre-screening and checks.  

 Send new employees the following information and copy manager into advice:  

o Letter of Offer  

o Orientation details – this should include date, time, number of days  

o Manager contact details – full name, title and contact number  

Forensic Hospital Recruitment Manager 

It is the responsibility of the Forensic Hospital Recruitment Manager to: 

http://intranetjh/forms/Emp_Srv/EMP127.docx
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 Schedule new employees to attend Forensic Hospital Orientation as applicable. 

 Send new employees the following information and copy manager into advice:  

o Letter of Offer  

o Orientation details – this should include date, time, number of days  

o Manager contact details – full name, title and contact number  

Education and Training  

It is the responsibility of Education and Training to: 

 Schedule, coordinate and evaluate the Network orientation programs.  

 Update the Network’s Orientation Handbook in consultation with stakeholders. 

 Ensure attendance at Orientation program is recorded in My Health Learning (MHL). 

 Book Travel requirements upon receipt of authorised forms i.e. accommodation, flights, for 

rural staff.  

Staff  

 All permanent employees must attend the Network’s face-to-face Orientation program and 

complete a Local Workplace Orientation program relevant to their role in conjunction with 

their Manager or delegate. 

 Casual Staff –  

o Statewide Staff- It is the responsibility of the relevant manager to ensure that casual 

staff are orientated to the local workplace and their position. Casual staff must 

attend the face to face (statewide) Network Orientation program after one month of 

commencing employment.  

o Forensic Hospital Staff – must attend applicable Orientation program prior to 

completing any shifts in the Forensic Hospital. 

 It is the responsibility of Nurse Managers/Nursing Unit Managers to contact the Clinical 

Applications team to arrange training for casual staff. Casual staff must undertake clinical 

applications training prior to providing patient care. 

 Sign attendance sheets for proof of attendance at applicable orientation programs. 

3. Procedure Content  

3.1 Orientation 

Orientation in the Network consists of two crucial and mandatory components.  

1. Face-to-Face Network Orientation 

Statewide Staff dependent on their role, will attend face to face training between 1-4 days 

at the Justice Health Administration Centre (JHAC) Long Bay Complex. Clinical Application 

training for identified staff positions will be held at the Justice Health Administration Centre 

or Justice Health Olympic Park.  

Forensic Hospital Staff dependent on their role will attend face to face training up to 10 

days at the JHAC situated on the grounds of Long Bay Complex.  

2. Local Workplace Orientation Program  
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Prior to the employee commencing duties all managers must conduct a Local Workplace 

Orientation program for new employees using the Emp127 Local Workplace Orientation 

Checklist. 

3.2  Attendance Exemptions 

Managers do not have the authority to vary the Orientation program as prescribed in the 

Orientation matrix. Only the relevant Executive Director may exempt a staff member from attending 

an Orientation program. Reasons for this may include the employee is: 

 Transferring from another position within the Network  

 Returning to the Network after an absence of less than 12 months and having previously 

completed the relevant face to face Orientation program 

 Rural and remotely located Visiting Medical and Dental staff are not required to attend the 

Network Orientation program; however a Local Orientation program must be delivered by the 

relevant clinic manager/s.   

The written approval, specifying the reason, must be provided to Recruitment and recorded 

in the staff Personnel (P) file in HPRM. 

3.3 Local Workplace Orientation Documentation 

Managers are responsible for the management of all Local Workplace Orientation forms 

which must be retained for a minimum of two years after the last action is completed, as 

indicated in the General Retention and Disposal Authority. All forms related to staff 

orientation must be recorded in the staff Personnel (P) file in HPRM. 

4. Definitions 

Orientation 

The process by which employees are welcomed to the organisation and obtain information about 
the organisation’s values, strategic plan, and specific information including structure and scope of 
operations. Orientation contains both workplace and organisational elements.  

Onboarding  

Onboarding is a strategic process that introduces the employee to the organisations culture and 
vision, whilst also introducing them to their new role. Successful on-boarding occurs during the 
recruitment process and must continue as an ongoing transition to employment. 

Contingent Worker  

A Contingent Worker is a person working for the Networkho is not paid through the Network’s 
Payroll. 

Stafflink 

Human Resources Information System (HRIS). 

Should 

Indicates a recommended action that should be followed unless there are sound reasons for taking 
a different course of action. 

 

http://intranetjh/forms/Emp_Srv/EMP127.docx
http://intranetjh/Documents/LandDev/Orientation/JHFMHN%20Orientation%20Matrix.xlsx
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Must 

Indicates a mandatory action required that must be complied with. 

MHL  

My Health Learning is the NSW Health  state-wide, web-based Learning Management System 
(LMS) that delivers and tracks learning or training.  

5. Legislation and Related Documents 

Legislation Health Services Act 1997 

Work Health and Safety Act 2011 

NSW Health  Policy 
Directives and Manuals 

PD2017_040 Recruitment and Selection of Staff to the NSW Health 
Service 

Network Policies, and 
Forms 

2.014 Corporate Records Management 

3.132 Performance Development and Review 

Emp127 Local Workplace Orientation Checklist 

 

http://www.legislation.nsw.gov.au/maintop/view/inforce/act+154+1997+cd+0+N
http://www.legislation.nsw.gov.au/maintop/view/inforce/act+10+2011+cd+0+N
https://www1.health.nsw.gov.au/pds/Pages/doc.aspx?dn=PD2017_040
http://intranetjh/pol/policylib/2.014_Policy_0617.pdf
http://intranetjh/forms/Emp_Srv/EMP127.docx
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