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Introduction

The purpose of this document is to provide a guide to Management for carrying out a comprehensive induction process with new employees. 

The guide provides the employee information about the company, our everyday operations, and the emergency procedures.

This collection of the content to be included in an employee induction creates a Company Record of the material covered with the employee, and ensures important information and procedures are recorded and can be audited where required.  An example of a 2 day Induction Programme is detailed after the introduction. 
After the contents page there is a summary of the Company’s history and the Company Organisation Chart. There is a table of personnel to be introduced to the new employee and a list of Facilities to be covered on a tour of Skyline.  Emergency Procedures; a site plan for the Napier Base; dress code; an introduction to emails and internet use, and mobile and desk phones; and general notes on pay, holidays, and sickness information (details are in employment contracts).  There are notes on Security / Access; Accident/Incident reporting; stationary supplies; hangar operations.   HBAAC Security and Access Agreement, Hangar Door Guide and sign off; Tractor Rating; and associated training are  included in Appendix A.   Also emails and internet use policy in Appendix B; and mobile and desk phones policy in Appendix C.
A convenient Checklist is supplied for the interviews with the Employee by the Managing Director, Chief Pilot, Office Manager, and Quality & Safety Manager.

There is a section for the Employee to provide feedback on the induction process and a final sign off for the Induction Supervisor and the Employee when all the Induction items are completed.
The new employee commences aircraft training or other role training as appropriate once the Induction Process is arranged and progressed.
Induction Programme (example) 
Employee Name:




  
Start date:


Day 1
Time:


Management welcome (Usually Chief Pilot)




Facility tour and introductions





Meeting with Chief Pilot

Time:






Discuss induction programme 





Discuss and explain induction sub headings 




Meeting with Managing Director
Time:



Meeting with Office Manager 
Time:


Lunch
Complete CEO and Office Manager Meeting
Security training





Hangar door training





Tractor training
Day 2
Time:


Helicopter Hanger Tour (with Chief Pilot)




Transport Office/ Hospital visit (with Chief Pilot)




Meeting with Quality & Safety Manager     Time________





Induction evaluation 





Aircraft Pilot Training Course or Role Course starts

Company History


Skyline Aviation Ltd is one of the busiest and most experienced aeromedical providers in New Zealand. 

Founder and owner Michael Toogood established the company in 1988 providing commercial helicopter services with a Bell Jet Ranger helicopter. 

In 1992, he established the dedicated rescue helicopter service in Hawke's Bay and remained as the voluntary Chief Executive of the Hawke's Bay Helicopter Rescue Trust for the following 15 years. 

The fixed wing operation started in 1996 with the purchase of a Piper Navajo for aeromedical transfers based out of Bridge Pa airfield Hastings. As demand for interhospital patient transfers grew, a pressurised Cessna 421 was added to the fleet in 2004 and a King Air B200C in 2008. 

In 2009 Mike Toogood built the Hawkes Bay Air Ambulance Centre at Napier airport and the Skyline Aviation fixed wing operation moved in during August 2009. Charter flights using fixed wing and helicopters are also based in the Napier hangar.  The rescue helicopter is based at the Hawkes Bay hospital in Hastings. 

Skyline Aviations aircraft are equipped to provide a full range of aeromedical support from basic life support through to full intensive care, multiple stretchers with clinical support being provided be the Hawke’s Bay District Health Board.

The company safely transports 2000 patients per year throughout the North and South Islands of New Zealand. Skyline Aviation also holds a contract with International SAS for New Zealand and Pacific Island patient transport.  

Skyline has an impeccable safety and service record and operates to the highest standards established by the NZ Civil Aviation Authority and other recognised aviation standards. 

Although the company is a specialist aeromedical provider, we also provide commercial services nationwide utilising both helicopter and fixed wing aircraft. 

We welcome new business enquiry from organisations seeking specialist aeromedical support nationwide and to the Pacific Islands and those seeking high quality charter and tourist aviation services.
 Organisational Chart
For an up to date version of the Skyline Aviation Ltd Organisation Chart please refer to –
IEX 078 Organisation Chart or displayed Organisation Chart in the Administration Building
Who’s who?
Discuss
Staff Introductions. 
Who have you met?
	NAME
	POSITION
	CONFIRMED   √ / ×

	Mike Toogood
	Managing Director/CEO
	

	Steve Shepherd
	Director
	

	Annabel Toogood
	NZAAS / Charter Director
	

	Alex McHardy
	FW Chief Pilot / Ops Manager
	

	Charlie Beetham
	RW Chief Pilot / Ops Mgr / 
	

	Andrea Chapman
	Office Manager
	

	Maurice Foster Pratt
	Quality & Safety Manager Senior Maintenance Controller FW
	

	Colin Tayler
	Check & Training Manager/ A Cat/ Flight Examiner
	

	Guy Waldron
	Deputy Chief Pilot / D Cat
	

	Sam Love
	FW Line Pilot / D Cat
	

	Kayne Meijer
	FW Line Pilot/ D Cat
	

	Matt Judd
	FW Pilot Auckland
	

	Jeremy Bruce
	Hastings Heli Pilot
	

	Neil Dodds
	Gisborne Heli Pilot
	

	Geoff Taylor
	Crewman – HBHRT
	

	Monique Campher
	Administration (Part Time)
	

	Andrea Buisman
	Flight Nurse - Auckland
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Facility Tour 

Conducted by:___________________________________                    Date_________________












√
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To cover:
Office building:

All rooms and their use










Kitchen/ tea and coffee
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Toilets/Shower (which one to use)
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Pilot Rest/Sleep Room










Pilots Locker Room
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Exits & Evacuation Plan










Fire extinguishers and fire alarms switches














√


Operational area:
General overview of flow










All rooms and their use










All Cupboards and use










Hazards (Doors,etc)










Aircraft












Equipment(Lifters,Trolleys, GPU, Bungs,etc)







Light switches 











Emergency exits










Fire extinguishers and fire alarm switches 




Hastings:

Helicopter Hangar 










Hospital and Transport Team 



 
Emergency Procedures
In the event of a fire: Raise alarm by activating the nearest fire alarm switch and vacate by 



    the nearest exit. Assemble in carpark. Call emergency services. 











1. 
Dial 111 first.
2. 
Also phone Airport Rescue Fire for assistance. (Phone number by fire alarm 
switches) 
In event of Tsunami warning: Tsunami waves over 0.5 metre present a danger to the 



Hawkes Bay Airport. If adequate warning is given relocate aircraft to 



Bridge Pa airfield Hastings. Evacuate building and proceed to higher 



ground.  
In event of a cyclone:  Secure the building and aircraft and vacate to a safe area.   



In event of an earthquake:  DROP COVER HOLD after- follow fire procedure

Site Map
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Other sites and there location (day 2)








- Graeme Lowe Rescue Hangar, Hastings - Tour and introductions 


- HBDHB Hospital & Transport Office
Dress Code

Fixed wing pilots: 
When flying: 
- Company white shirt, company tie, and black trousers. 
- Epaulette’s must be worn on all charter flights. 
Around the hangar/office: 
- Company polo shirt. 
Cleaning/Engineering work:
- Overalls are supplied 
Helicopter pilots:

When flying:
- Flying overalls 

- Company polo shirt and trousers on charter flights. 
Around the hangar/office

- Company polo shirt 
Office staff: 
Tidy office standard attire or a company polo shirt. 
Email and Internet Use

Refer to policy in appendix B
Mobile Phone and Desk Phone Use
Refer to policy in appendix C
Pay
Salary and wages are paid fortnightly on a Tuesday night. Payslips are sent via email. 
Holidays
Annual leave days are to be requested using the Leave Approval Form obtained from the folder in Pilot Ops room. This must be approved and signed by your manager. Pilots should also email and discuss with the Chief Pilot their request as soon as possible. Pilot leave in particular must be planned around operational requirements to provide a 24/7 service.   
Sickness
Pilots - 
Notify the Chief Pilot as soon as possible if you are unable to fly. Give the Chief Pilot a ‘heads up’ if you start to feel unwell so a replacement can be organised. If the Chief Pilot is unavailable for contact, organise another pilot to cover your rostered duty.   
Non flying staff and Chief Pilot – Contact your manager before 8:30am 
Security / Access

Practical training to cover: 
Use of security doors








Use of alarm





Camera system





Responsibilities

 
Complete the HBAAC Access User Agreement 


Issue keys/tags
Accident/Incident reporting
For aviation related incidents forward incident /hazard report to Quality & Safety Manager, and follow the procedure described in the IEX Safety Compliance System.   
For non aviation related accidents and incidents, report in writing to the Safety Officer.
The investigation process will cover: 

Identifying facts related to the incident/accident
Determine the cause or causes

Identify how to prevent a recurrence  

General Administration 




Stationary and supplies – obtained through the Office Manager

Pilot only Induction
Hangar training









Hangar door training

Tractor training 
Transport office visit and introductions
Airport ID form
Meeting with Managing Director








Scheduled for:






CEO √








Contract signed 









Company culture





Customer relations





Politics, protocols, unwritten rules





Expectations, standards, current priorities 





Performance evaluation 





Training needs, next step
CEO signature:



      Employee Signature:______________________

Meeting with Office Manager 







Scheduled for:


 

 



Mgr √




IR 330 form




Time sheets




Call out fees 




Expense claims




Uniform sizing 




Phone/pager allocation 




Personal detail record




Next of kin form 




Leave Application Documentation

□




Emergencies Evacuation Procedure
Office Manager signature:



      Employee Signature:______________________
 Meeting with Chief Pilot/Operations Manager:



Scheduled for:






Mgr √
Online Safety Compliance System access  

Record keeping (Flight and Duty record)





On-call expectations and procedures




Copy of licence and medical 





Airport ID form signed 




Hangar Operation & Door Training







Aircraft specific training plan made




Pilot Maintenance Certificate for Role Equip’

Chief Pilot Signature:



      Employee Signature:______________________
Meeting with Quality & Safety Manager:



Scheduled for:






Mgr √
Company exposition

IEX Access





Recurrent Training











Incident/Accident/Hazard/QAR







Safety Meetings









Records and Audits/QAR









Health & Safety
Q & S Manager Signature:



      Employee Signature:______________________
Appendix A

HBAAC Access and Security Agreement
The employee/contractor stated below has received approval to be issued Hawke’s Bay Air Ambulance Centre (HBAAC) keys and security codes in order to perform their job and related duties at the HBAAC.  In signing this form, the employee/contractor understands and agrees that they may be held responsible for any liability issues related with the issuance or replacement of these keys. They agree that a lost or stolen key will be reported to the Designated Manager immediately. They agree that they will not share personal security codes and passwords with anyone.  

All keys must be returned upon the completion of employment/contract or earlier, if requested by Skyline Aviation Ltd.  A hold may be placed on the employee’s/contractors records and/or payroll if keys are not returned.  

The employee/contractor understands and agrees that keys will be used for work purposes only and will not be loaned or transferred to others who are not authorized by Skyline Aviation to use the keys.  It is illegal to duplicate HBAAC keys.

The employee/contractor agrees to be vigilant and proactive on any security concerns and that all security doors and gates are kept closed unless the door is supervised. If they are the last to leave the HBAAC that they check all doors and windows are secured and alarm set on leaving the building.

The employee/contractor understands that inappropriate use of keys may result in disciplinary or legal action.

The Manager will hold information on your door access code in a secure place. 

They understand that security cameras are in 24/7 use throughout the building, carpark and apron areas and all images are recorded and held on computer files.

Keys Issued

Key Number


Date Issued: 

Date Returned
 _____________        _____________
          ________     

   ________

                               _____________
          ________

   ________

  
                     _____________
          ________

   ________



           
Keypad Door Access:  

Unrestricted












Front door






Hangar/hallway






Ambulance gate

Ambulance bay





Inward goods





Hangar doors





Hangar door remotes

Employee Name (Please Print): _________________________________________________________

Employee Signature:_____________________________________________ Date: _______________

Manager Name (Please Print): ________________________________________________________

Manager Signature:____________________________________________  Date: _______________

Appendix B

HBAAC Hangar Door User Guide

The main hangar door system is a major tool in making the HBAAC function well. The doors are the only way for our aircraft to get in and out of the hangar. They open up with ease at the push of a button and close just as easily and can be activated by remote. 

The doors are also one of the most dangerous things in the hangar. Each door weighs approximately 3 tonnes and each steel counter weight weighs 1.5 tonne. The middle bay door is 20 metres wide and the two side doors are 18 metres wide. There are no load sensors on the doors which means they will not stop if they come into contact with an object. A 3 tonne door is capable of cutting an aircraft in half.

The doors are electrically driven using cables and counter weights. They can be manually lifted or lowered with the pull chain (takes approx 30 minutes). The doors are serviced every six months. 

Safety features

As a safety measure there is a single beam sensor between each doorway. The door will not operate while this beam is broken. If the beam is broken while the door is in transit the door will stop and then go back up. The beam is 1 metre above the floor. 

The doors are very quiet and unable to be heard above engine noise. When the door is in motion, orange hazard lights flash on the outside of the building to alert people that they are in motion.  

A red ‘Danger Zone’ is marked out below each door. No object is ever to be left in this zone as the door may be triggered down at any stage. The ‘Danger Zone’ is for transiting only.  

A red ‘emergency stop’ switch shuts off power to the door and stops it when placed in the off position.  

Operation 
Only trained staff are to operate the doors!  

There are four positions from which the door can be activated.

1) Control panel beside the door

2) Button control beside the power board 

3) Aircraft remote controls

4) External keypad

The operation of the door is covered in practical training. 
Only approved trainers are to give instruction on door operation.


To Cover:

Safety features






Manual mode











Auto Mode











Positions of which you can stop door



Emergency stop










What happens when power comes back on


Resetting of relay










Use of pull chain










Keypad operation










Remote operation










Power board operation





Training given to:
………………………………………..
Training given by:
…………………………………………

Date:  ……………………

Sign once competent: 
Date …………………….



Instructor: …………………………………     
Student: …………………………………. 
Tractor Rating

Name:






Instructor:









· Features and controls 




· Dangers







· Hangar Door  

· Clearance

· Markings 

· Tow bar use

· Connections

· Towing capacity

· Aircraft turning limits

· Towing speeds 

· Towing on apron

· Lights

· High vis vest

· Radio 

· Demonstration  

· Practice

· Evaluation 

Assessed Competent  
Y/N 

Instructor sign: 




Date 




Trainee sign:






Appendix C   
Skyline Aviation Limited - Email and Internet Use Policy

1
Purpose of the policy

The purpose of the email and internet policy is to provide employees of Skyline Aviation Limited with:

(a)
a clear understanding of why email and internet access is provided;

(b)
how the email and internet may and must not be used;

(c)
how and when email and internet may be monitored by Skyline Aviation Limited; and

(d)
the likely course of action should email or the internet be misused.

2
Applicability of the email and internet policy

This email and internet use policy applies to all personnel of Skyline Aviation Limited, including all employees and contractors.

3
Purpose and use of email

3.1
The primary reason for providing email access is to improve the efficiency of communications between staff and clients of Skyline Aviation Limited.

3.2
The use of email should be driven by this objective. Specifically, use of email should be primarily limited to business-related matters.

3.3
Please ensure that a hard copy of all business related external emails is kept.

3.4
Although we expect there will be a limited amount of personal email usage, the email must not be used for sending and/or receiving an excessive amount of personal messages. In particular, sending and receiving personal messages with large attachments should be avoided.

4
Prohibited use of email

4.1
In order to meet its statutory obligations and avoid legal liability, Skyline Aviation Limited requires personnel to utilise the email system in a responsible and ethical manner.

4.2
For the avoidance of doubt, the following activities are strictly prohibited while using email, both during and outside working hours:

(a)
using email:

(i)
for private commercial purposes; 

(ii)
to make personal financial gain; and/or

(iii)
for illegal or undesirable purposes;

(b)
intentionally sending or forwarding emails:

(i)
containing pornography;

(ii)
that are offensive and/or discriminatory in content;

(iii)
that contain content that is abusive, defamatory, threatening or harassing in nature; 

(iv)
that breaches any copyright law;

(v)
that contain information that is sensitive or confidential to Skyline Aviation Limited; and/or

(vi)
that do not reflect well on Skyline Aviation Limited; and/or

(c)
accessing email from another PC. Personnel are not to access email from a PC/logon other than that assigned to them without the express permission of either the assigned user of that PC/logon, or Skyline Aviation Limited management. 

4.3
The author/forwarder of an electronic message will be held responsible for its content. As such, if personnel receive such written or pictorial material from another source (externally or internally), the email should be deleted immediately and the source advised not to send further material of that nature. Receipt of such information should be reported to management.

4.4
This policy is to ensure that the likelihood of discriminatory or sexual harassment complaints occurring is minimised, and to ensure that statutory requirements and standards are maintained. 

5
Skyline Aviation Limited’s access to emails

The privacy of email users is to be respected by both management and employees of Skyline Aviation Limited. However, all information accessed, introduced or stored in the system is the property of Skyline Aviation Limited, which reserve the right to access electronic mailboxes, including, but not limited to, the following instances:

(a)
where a network or system failure occurs, the company may read their correspondence;

(b)
where there is a matter of urgency, for instance, if the user is absent for a prolonged period of time due to illness or other causes; and/or

(c)
from time to time, where the company is seeking to ensure that the email policy is being adhered to; and/or

(d)
where Skyline Aviation Limited reasonably believes that there is a disciplinary matter to be addressed, a specific individual’s email may be monitored and reviewed. It is not the objective of Skyline Aviation Limited to unreasonably intrude on the personal affairs of personnel and, in such a circumstance, the Directors must first approve access.

6
Internet and intranet use

6.1
Purpose and use 

6.1.1
The internet is provided as an information source tool relating to the business needs of the company. It allows for quick and timely research and access to information to aid our competitive advantage.

6.1.2
The use of the internet and intranet should be in accordance with the above objective. Specifically, use of the internet and intranet should be limited to business related matters.

6.1.3
The company will permit a strictly limited amount of personal internet usage. Any such use should be kept to a minimum and only accessed outside of normal working hours.

6.2
Prohibited use 

6.2.1
In order to meet its statutory obligations, avoid legal liability and maintain secure information, the company requires staff to access the internet in a responsible and ethical manner.

6.2.2
For the avoidance of doubt, the following activities are strictly prohibited while using the internet, both during and outside working hours:

(a)
accessing websites and/or downloading any materials:

(i)
containing pornography;

(ii)
being software of any kind (including screensavers);

(iii)
that incur charges, without prior proper authority to do so;

(iv)
that support illegal activities;

(v)
that involve “chat” rooms;

(vi)
that are offensive and/or discriminatory in content;

(vii)
that contain content that is abusive, defamatory, threatening or harassing in nature; 

(viii)
that consume excessive memory, central processor time or hard disc storage space;

(ix)
that breach any copyright law;

(x)
that do not reflect well on the company; and/or

(b)
hacking (use of software to gain unauthorised access to services on computer system);

(c)
excessive inactive connect time to the system; and/or

(d)
discourtesy to other users of the company’s intranet facility.

6.2.3
This policy is to ensure that the likelihood of discriminatory or sexual harassment complaints occurring is minimised, and to ensure that statutory requirements and standards are maintained.

6.2.4
From time to time, certain members of staff may find it necessary to receive information or access websites in a manner that would otherwise breach this policy. It is anticipated that this would occur where such material would be topical to a specific piece of work (e.g journalism). When this is necessary, the user should obtain authority from the IT Management Team prior to accessing such sites.

7
Non-compliance with the email and internet use policy

7.1
Misuse of email and internet access and non-compliance with this policy is a serious concern to Skyline Aviation Limited.

7.2
Misuse, non-compliance or undertaking of prohibited activities may be regarded as serious misconduct and disciplinary action will follow. Depending on the nature of the misconduct, it may result in removal of an employee’s email and/or internet access or even dismissal from Skyline Aviation Limited.
Instructor Sign-off________________________    Employee Agree __________________

Date____________________

Appendix D  Skyline Aviation Ltd – Mobile and Desk Telephone Use Policy

1
Purpose of the policy 

The purpose of the Mobile Phone and Desk Telephone Use Policy is to provide employees of Skyline Aviation Limited with:

(a) guidance on the use of mobile and desk telephones

(b) the circumstances and conditions for personal use 

2
Applicability of the Mobile Phone and Desk Telephone Use Policy

This Mobile Phone and Desk Telephone Use Policy applies to all personnel of Skyline Aviation Limited including all employees and contractors.

3
Purpose of Mobile Phones and Desk Telephones 

• Mobile phones and desk telephones are provided to enable staff members to perform their duties and to conduct the business of Skyline Aviation Limited.

• The use of desk telephones for toll calls is permitted for business purposes so long as consideration is given to the following: 

− Is this the most effective and efficient method of communication? 

− Are alternative methods of communication (e.g. email or fax) just as efficient and more cost effective? 

• Local calls made from desk landline phones are totally at the discretion of the staff member and it is the responsibility of each staff member to ensure calls are appropriate to their work and are conducted expeditiously. Private local calls are permitted without charge to the staff member provided they are conducted in an expeditious manner and do not tie up lines required for Skyline Aviation Limited business. 

• Skyline Aviation Limited recognises that, from time to time, employees may need to contact family while they are on business, due to travel delays or similar. It is expected that these calls will be brief and employees should use their discretion. Skyline Aviation Limited will pay for the cost of these calls, and will monitor the volume for reasonableness. All other private calls from mobile phones should be identified on the mobile phone bill and paid in full including the correct GST cost. 

Instructor Sign-off________________________    Employee Agree __________________
Date____________________

Appendix E - Staff Induction – ‘Welcome to the Best Aeromedical Provider Company in New Zealand’

Managing Director - briefing

Employment Agreement

Please ensure you have very carefully read through the detail of your terms and conditions of employment, so you have a good knowledge of the company’s expectations.

If you have any queries ask the relevant person.

Following Instructions and ‘getting the job done’

It is essential that when you have been asked to undertake a job or attend to any responsibility that has been assigned to you that you;

· Understand the instruction thoroughly. Aske there and then if you don’t!

· Always complete it in the timeframe required

· Don’t forget to do any assigned task

· Be absolutely pedantic about record keeping and attending to relevant requirements on time every time.

· For repetitive jobs ensure that you have your week/day planned so that such tasks are automatically done. Management repeatedly having to remind staff to do their job is not conducive with individual progression in the company and could lead to disciplinary action.

Keeping it tidy

· Keep your work place clean and tidy and clean up after yourself in the kitchen.  It is your responsibility.

· Observe the dress code at all times and present yourself well personally groomed and deodorized when at work or in the aircraft. 

· Always present for duty in clean clothes, well pressed shirt and tie on.

· Caps are not to be worn in the aircraft or on any mission but can be worn whilst at the base or other occasions

Communication

When you are rostered on you must:

· Have your telephone fully charged and turned on ring (not just vibrate)

· Be ready to  commence the mission well within the prescribed timeframe, pre-fight checks and ready to go 100% of the time

· Be suitable rested so you can complete your duty requirements. If you are on a night shift you must be adequately rested so you can complete a full shift in that duty period. That’s your responsibility.

· Please ensure that all communication devices are used only for business purposes in accordance with the company policy

Turning up late or rushed is a huge safety compromise and is not accepted. Be prepared!

Safety

In particular;

· Study all aspects of the Company’s Exposition.  It is your work ‘bible‘ and you need to know your way around it and make yourself fully conversant with all aspects particularly as they relate to your roles.

When operating the tractor and moving aircraft either inside the hanger or elsewhere;

· Ensure the tow bar is fitted correctly

· Operate in the slow mode

· Engage the 4wd function when moving the King Airs in particular

· Never exceed the nose wheel limitations and if you do report it immediately  to the chief pilot and or maintenance controller and placard the aircraft as Not Serviceable

· Never leave an aircraft or any item underneath any door under any circumstances

· Take it slowly at all times

· When towing aircraft to Flight Care go very slowly and be mindful if you try to stop in a hurry kinetic energy will take over! Always engage 4 wheel drive to give added traction and braking

· Always check wing tip clearances and any obstacles that may be behind the aircraft before you move it.

· Watch out for helicopter blades as they often protrude

Take it very slowly and super carefully at all times

Ground Power Starts

Ensure you are well briefed and understand the requirements and safe operation. 

In particular:

· Follow instructions to the letter

· Do not answer your phone until the gear is back in the hanger and the aircraft has departed

· Do not be distracted by any other event

· Keep completely clear of the propellers at all times even when not in motion

· Watch for the pilots instructions and follow them 

· Know where the fire extinguishers are if you needed one in a hurry and what the procedure is if there was a fire at start up.

General

The company developed processes and procedures for most things that we do.

They need to be followed and followed carefully. If you do not understand anything ask, do not presume.

Whether it be handling an aircraft or undertaking responsibilities in the work place, do not decide that you know better and make your own changes to the way the company has prescribed.

If you have an idea which you believe could improve the way in which we operate or you have a safety concern follow the right process in bringing it to the company’s attention.

Confidentiality

Please be sure that you understand the full extent of your contractual commitment to ensure confidentiality is observed at all times

In particular there will be occasions when you will be asked questions about the company, our personnel and our overall operation etc. by others in the industry.

No one is authorized to disclose any matters about our business, the way we operate ,our systems policy’s  , procedures, our clients, staff or any plans etc. we may have. To do so puts our business at risk, and the future of all staff in addition to the fact that you will be in breach of your employment agreement. 

If in any doubt about responding to anyone’s request for anything to do with our company refer them to me.

Gossip in the industry is rife and we will not be part of it, as a result of breaches from within the business.

If you have anything to report of significance please let me know directly.

Our Aircraft

The company has a zero tolerance for any behaviour which is inconsistent to our operational procedures and best safety practises.

Any ‘cowboy ‘ antics of any sort will result in immediate suspension of flying duties and other work pending the outcome of an investigation. NZCAA will be fully informed of the investigation.

 If the allegation is supported expect the most severe of disciplinary action.

In the event that you see or do anything which could compromise the safe operation of our aircraft it is incumbent on you to report it to the company as prescribed in the Exposition.

After every flight make sure it is checked, cleaned and readied for the next flight in the way you would expect it to be when you undertake the next mission.

Failure to do so could compromise the welfare of a patient through avoidable delays and put at risk our customer relationships.

Client relationships

Our clients are our only means of operating and sustaining a good business that enables us to employ staff and get a return on our investment.

They are always to be treated with the highest level of respect. Under no circumstances are staff to argue or enter in to any situation which may damage our relationship with our clients, patients, their families, flight teams or OSJ staff.

This does not mean we compromise safety or patient welfare but simply always address issues in a totally professional manner. 

Unresolved issues which you consider may escalate must be referred to the managing director (or my appointee) with contact details of client and brief outline of the issue and your ideas of resolving it.

Complaints (from patients, families, flight nurses patients, families, flight nurses, OSJ staff and clients es,OSJ staff  and clients)

Any complaints must be referred to the managing director via email immediately after they occur.
Irrespective of the circumstances.  It is not acceptable for me to hear second hand!

A full and honest detail must be provided in writing to me.

Looking after our patients, families, flight nurses, OSJ staff  and clients

The success of the business and the future of everyone who is employed by the company is only as good as the service the company provides to its clients.

Patients, flight teams and customers (our passengers) of the company are to be treated with the utmost respect and professionalism at all times.

The patients are to be personally managed, supervised and assisted by the pilot/s from the time they arrive in the ambulance to the time they are loaded in the ambulance at the other end.

In particular:

· Assist in the unloading from the ambulance on to the lifter and make sure the stretcher is tied down every time

· Patients who are seated on the lifter must be steadied by an attendant at all times and assisted all the way to the point they are seated.

· Assist patients up the flight stairs to ensure they are safe. Do not just stand there watching someone struggling.

· Treat everyone we transport as if they were a close member of your family.

· Pilots are held responsible for the loading and unloading from the company’s perspective so don’t be casual about it.

· Treat all family members with dignity and respect irrespective of how they may be reacting to the circumstances. Remember this is always a stressful time for the patient and their families. Have compassion which means you may need to ‘bite your tongue’ at times!

The company has a zero tolerance for any discourteous treatment of any of our passengers.

Do not presume that someone else is looking after it, get in there and do it! Passenger safety is your job!

Company Philosophy

We need everyone to be proud of the service we provide, our fellow staff, aircraft, facilities and the culture and principals of our Mission Statement.

We want everyone to love the work they do and have a passion for the job.

As the managing director my door is always open and everyone is free to come and have any discussion they wish to have with me in confidence (if that is required).

I need your feedback and ideas of improvements you may see worth consideration. Email me in the first instance is best for me with your thoughts.

If you feel you are not being treated fairly by the company or other staff I want to know.

If you prefer to drop me a note that’s fine and I can follow up from there

We strive to be the most professional, courteous, safe, best value, and customer focused air ambulance provider in NZ. 

Our ability to achieve that rests very much with our team.

Again welcome and enjoy your time with us.

Mike Toogood  

Safety underpins everything we do and we will not compromise.

Employee Induction Review / Feedback

	

	

	

	

	

	

	

	

	

	

	

	


Induction completed 

Induction Supervisor:





 
Date:




Employee___________________________________________          Date _____________



































































�

































































�





�









































�





�









































�





�






























































1
2

