EARLY CAREER CHECKLIST

QUALITY & SAFETY ESSENTIALS WHEN STARTING A NEW ROLE

As an OT, you need to be mindful of the quality of the care you are providing, as well as the
physical and psychological safety of your clients, yourself and your colleagues. Ensuring the
quality and safety of your services demands ongoing and constant attention and will be
something that you should consider throughout your entire career.

This check list covers some foundational quality and safety considerations and is intended to
be a general guide only. The checklist should compliment the orientation processes in your
organisation, which will likely include additional requirements not included on this list (such as
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mandatory training and/or a graded transition to clinical work). There may also be specific ” k
things to consider relevant to your practice area or context. .

It would be most helpful to work through the checklist in a supported way as you transition into [+ /

anew role. For example, you could use the checklist to guide discussions with your supervisor or

B

manager, or work through it with your peers. If you are unsure about anything, ask your

manager or supervisor for help.

Prepare for clinical supervision. Supervision is essential
for all early career therapists. You can complete OTA’s

for information on setting up good
supervision or advocating for supervision if it’s not
available in your workplace.

Understand your obligations under the

, the and

. You can refer back to the these documents to
help guide you in challenging situations.

Know the AHPRA registration standards, including your
continuing professional development (CPD)
requirements. You can complete OTA’s

to help you.

Know your obligations under the
. You can watch
& ask about privacy policies in your
organisation.

Understand legislation and/or quality and safety
frameworks relevant to your practice (eg. NDIS
Commission standards, National Principles of Child Safe
Organisations, mandatory reporting etc). Your
supervisor will be able to help you with this.

Understand the principles of the

Know your requirements for record keeping. Your
organisation might have a documentation framework
to follow, otherwise you can research common
documentation methods such as SOAP notes. Watch

and review the OTA which
cover the basics of record keeping from a legal
perspective.
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Read and understand your organisations policies and
procedures and use them- they are there to help you.

Meet with your manager to define & document your scope of
practice. It is good practice to set an upfront agreement with
your workplace around the clients that you have skills and
capability to work with (consider things such as, your area of
practice, assessments & interventions you are skilled in, the
client complexity you can manage, & the intensity of
supervision and support available to help you). As you build
skills and confidence in your practice you can review your
agreed scope of practice. The

will be a useful reference.

Learn your organisations emergency procedures & incident
reporting procedures. This includes responding to events
such as medical emergencies, client falls, or aggravated
clients.

Know procedures for working on your own or doing home
visits (if relevant) including the processes for managing risks
to your own personal safety.

Understand the pathways to ask for help if you need it,
including in-between supervision sessions.

Make an effort to meet and get to know your team- including
clinicians from other professions. This will help you to build
your professional network (which is one of your most valuable
resources as a healthcare professional!) and to work in a
collaborative, multidisciplinary way to achieve the best
outcomes for your clients.

Communicate your learning needs and your CPD goals so
your workplace can support your ongoing development.

All OTA resources linked in this checklist can be found along with more information and resources on the Early Career Launchpad



https://otaus.com.au/publicassets/725829df-2503-e911-a2c2-b75c2fd918c5/Occupational%20Therapy%20Scope%20of%20Practice%20Framework%20(June%202017).pdf
https://otaus.com.au/publicassets/725829df-2503-e911-a2c2-b75c2fd918c5/Occupational%20Therapy%20Scope%20of%20Practice%20Framework%20(June%202017).pdf
https://otaus.com.au/member-resources/early-career-launchpad/supervision
https://www.occupationaltherapyboard.gov.au/Codes-Guidelines/Code-of-conduct.aspx
https://www.occupationaltherapyboard.gov.au/Codes-Guidelines/Code-of-conduct.aspx
https://www.occupationaltherapyboard.gov.au/Codes-Guidelines/Competencies.aspx
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fotaus.com.au%2Fpublicassets%2F73509493-3865-ed11-9475-005056be13b5%2FOTA%2520Code%2520of%2520Ethics.pdf&data=05%7C02%7CSarah.Jones%40otaus.com.au%7Cf9496ef7fa6848629b1c08dc421eced0%7C9b6a04b701de41d8a3536301224e344e%7C0%7C0%7C638457947288030332%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=V1cHffNPyRcZPzlLCaJutwtVVDDoGCZW2qOBc7tUaio%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fotaus.com.au%2Fpublicassets%2F73509493-3865-ed11-9475-005056be13b5%2FOTA%2520Code%2520of%2520Ethics.pdf&data=05%7C02%7CSarah.Jones%40otaus.com.au%7Cf9496ef7fa6848629b1c08dc421eced0%7C9b6a04b701de41d8a3536301224e344e%7C0%7C0%7C638457947288030332%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=V1cHffNPyRcZPzlLCaJutwtVVDDoGCZW2qOBc7tUaio%3D&reserved=0
https://otaus.com.au/member-resources/early-career-launchpad/requirements-standards
https://otaus.com.au/member-resources/early-career-launchpad/requirements-standards
https://otaus.com.au/member-resources/early-career-launchpad/requirements-standards
https://www.oaic.gov.au/privacy/the-privacy-act
https://www.oaic.gov.au/privacy/privacy-guidance-for-organisations-and-government-agencies/health-service-providers/guide-to-health-privacy
https://www.oaic.gov.au/privacy/privacy-guidance-for-organisations-and-government-agencies/health-service-providers/guide-to-health-privacy
https://otaus.com.au/member-resources/early-career-launchpad/resources#MB-privacy
https://otaus.com.au/member-resources/early-career-launchpad/resources#MB-privacy
https://www.safetyandquality.gov.au/our-work/open-disclosure/the-open-disclosure-framework
https://www.safetyandquality.gov.au/our-work/open-disclosure/the-open-disclosure-framework
https://otaus.com.au/member-resources/early-career-launchpad/resources#MB-record-keeping
https://otaus.com.au/publicassets/42288525-88ce-ed11-947b-005056be13b5/MBL_OTA_RecordKeepingForOTs_Factsheet_Mar2023_02.pdf
https://otaus.com.au/member-resources/early-career-launchpad

