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V.2 Need help?

It you need help using Support Worker Connect,
th|S 9U|de |S a gOOd p|ace to Start If you are having any issues or need help with

anything covered in this guide, please contact the
Link Help desk - 1300 164 802

We will outline:

« How to access and log in
« What you will use Support Worker Connect for
« How to use the Document Centre

(find, view, download and print documents)

« How to access and get support for My Kiosk, eLearning and the Uniform

PO t’ta | Button not working? Visit this link:
https://ccalvarycare.sharepoint.com/SitePages/Support.aspx

You can view additional support resources and the introductory training video
on the Support Worker Connect Support & Training page.
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Support
Worker

Connect

AcCcessing Support
Worker Connect

] Office 365

Work or school, or personal Microsoft

a nt

Go to:
WWW.supportworkerconnect.com.au

1. Enter Email Address

5

If prompted to log in, use the same Username and

||:ma:ro
0 Password you use for your Calvary Email.
Keep me sgned in 2 Enter Password
77 J\ : Can'tlhccess your account?
UI‘:N 1 ﬁ %}.,‘Ar,! Donfhave an account assigned by your work or school?
£
s B® Microsoft

Support
Worker

Connect »
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UsIing someone
else’s computer

If you are not using your own
personal computer, tablet or
smartphone, then you need to
ensure you take some extra
precautions.

Unless you are using your own
personal device (and know that this

will be kept secure) DO NOT tick
the ‘Keep me signed in’ check box.

] Office 365

Work or school, or personal Microsoft account

|Emai| or phane

Password

et Connect

o Keep me signed in

Can't acocess your account?

Dont have an aconunt assigned by your work or schonol?

Sign in with a Microsaft account

& Office 365 L S o B A CCC Admin Sera
My accounts x

() Calvary Worker COP

CCC Admin Service Centre

RSB el
. -
4

yF R It's nearly time to change your clocks oot O

Ei Daylight saving ends 2nd April

Email ¢J Declaration

Send and receive emails, view Submit your weekly worked
your schedules, newsletters, hours
memos and important updates

~

It's also a great time to remind clients to have their smoke detector batteries tested!

FIND OUT MORE >

B Document

View Policies, Procedures,
and How-To Guides, inclu
Support Worker Manua

== elearning & My Kiosk 4 uniform
Access your mandatory training View your payslip and update Order your Calvary unifi
and general interest courses personal details. ID badge and view dress «

When you have finished using
Support Worker Connect you will
need to sign-out.

To sign out, click on your name (in
the top right corner of the screen)

Then, click ‘Sign out’ from the drop
down menu.
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Resources avallable on
Support Worker Connect

Your new Support Worker Connect provides a ol il

one-stop-shop to access all your current and new o
Employee Resources. You only need to remember Q) calvary W Connect o
the one link www.supportworkerconnect.org.au e

. . : . o It's nearly time to change your clocks
Note: You will still have separate login details for
elLearning, My Kiosk and the Uniform Portal. But ; 9
there are hints on each of these pages and help on

4

‘)\‘

how to get support logging in if needed. Email ¢J Declaration B Documents
Send and receive emails, view Submit your weekly worked View Policies, Procedures, Forms N ew D ocume nt Ce N t re
your schedules, newsletters, hours. and How-To Guides, including
memos and important updates Support Worker Manuals
Existing Applications
== elearning & My Kiosk ' Uniform
Access your mandatory training View your payslip and update Order your Calvary uniform,
and general interest courses. personal details. ID badge and view dress code.
. L -
Paise () ‘I Employee Benefits (.} Website Help Support
R ewa rd S a n d R e CO g n I t I O n Nominate a co-worker or team for Benefit from salary packaging, How-to guides, video and
doing a great job! special offers & employee assistance support contacts

Need help? Call Link Help Desk 1300 164 802
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The New
Document

. Documents

View Policies, Procedures, Forms
and How-To Guides, including your
Support Worker Manuals.

Click on this box on the
homepage to access the
Document Centre

et Connect

Centre

Click on each tab to change how the

documents are grouped: Group by
Topic/Group by Document type

Click on the word ‘Topic’ next
to the Group to show a list of
documents related to that group.

Click on document title
to view the document.

P—— ot
COgE ) Document Centre

# Back to horge

A B 7 Chislodreyisd. (g

_[ Browse by topic \[ Browse by document typs\

Chick Topae below to browse by topic.

# Topic : Client - Care Plans and Care Procedures (10

@ Tepde : Emalls and Technelegy (6

# Topic : Emplayee - Benefits, Recognition and Uniforms (7)
@ Tople : Employes - Conduct and Performanca (7]

4 Topic : Employee - Leave, Details & Availability (5

i Tople : Employes - Polica Chacks (3

# Topic : Support Worker Manuals (10)

# Tople : Wark Health & Safety (WHS) (1)

Need help with Document Centre?

How-to guide: Support Worker Connect User Guide

Technical help: Contact the Link Help Desk on 1300 164 802 or

email coclink@calvarycare.org.au

Unable to access a link within a

document?

These documents may contain links to other reference documents

one of these links, you may see an érror message saying "can not
open page”.

If you would like access to that doucment, please contact your
Service Centre on 1300 797 522,

Document queries: Contact your Service Centre on 1300 7597 522.

that are not accessible via Support Worker Connect. If you click on

Frequently used Manuals

= Support Waorker Policy and Procedures Manual
et Support Worker Workplace Health and Safety (WHS) Manual
=l Support Warker Email Manual

= Safe Use of Chemicals in Home Care

Frequently used Forms and Checklists
] Application for Leave

n Incident and Concern Farm

[ | Support Worker Availability Reguest Form

B Work Health & Safety (WHS) Checklist

Use the list of frequently used

documents to quickly access

your key resources.

W =
Ve
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Downloading
OMNYE

Printing ano
Documents -

PDF documents will open in a new

& Maps CCabonry Core sharepobeem SharedDocuments Safe £ N20e N20Chermaals RN N20Home N 0Care gt p-ac wwmtm-mf_j & ccabarpcare shavegont com

¢ Goto Favertes Help

() Calvary

Safe Use of Chemicals in Home Care

Cleaning materials provided by clients in the home are many and varied, and may be HAZARDOUS. Clients are
provided a list of hazardous products and non-hazardous products in their Calvary and Me - Client Information
booklet and Support Workers are required to use only Non Hazardous Products.

browser tab (close this when done
reading the document).

REFERENCE

Version 3.0
CCID223239

CALVARY COMMUNITY CARE
Function: WHS process management & control

Some products are considered hazardous by Safe Work Australia when they contain certain ingredients such as
sodium hypochlorite, sodium chloride, sodium hydroxide, glycol ether or glycolic acid.

The below list provides examples of cleaning products that are considered hazardous, as well as offering non-
hazardous alternatives. This is not a comprehensive list and, if unsure, always contact the Service Centre prior to use.

An attempt has been made to provide an example of a ‘branded’ product as well as a ‘generic’ (less expensive)
product. Calvary Community Care does not recommend any particular brand of cleaning product. The following list
should not be considered a complete list nor a recommendation for specific brands.

HAZARDOUS PRODUCTS

The menu allowing you to Print and
Save only appears when you move

Do not use unknown or unlabelled chemicals

Hazardous Product )

your mouse cursor to the bottom of
the screen

Links within documents have been left in for
reference, but they will not work.

If you would like a copy of a document
linked or included in the references please
contact your Service Centre.

Links not working?

et Connect

Click to Save

Click to Print

&« -

el

(&

o httpn ¢ shasegont.com

P-ac mmm“ &) ccabarycaresharep

File tdt Goto Favortes Mep

BEQ 00 *r 900 m- R @ w

() Calvary

Safe Use of Chemicals in Home Care

Cleaning materials provided by clients in the home are many and varied, and may be HAZARDOUS. Clients are
provided a list of hazardous products and non-hazardous products in their Calvary and Me - Client Information
booklet and Support Workers are required to use only Non Hazardous Products.

REFERENC

Version 3.0
CCID223239

CALVARY COMMUNITY CARE
Function: WHS process management & control

Some products are considered hazardous by Safe Work Australia when they contain certain ingredients such as
sodium hypochlorite, sodium chloride, sodium hydroxide, glycol ether or glycolic acid.

The below list provides examples of cleaning products that are considered hazardous, as well as offering non-
hazardous alternatives. This is not a comprehensive list and, if unsure, always contact the Service Centre prior to u

An attempt has been made to provide an example of a ‘branded’ product as well as a ‘generic’ (less expensive)
product. Calvary Community Care does not recommend any particular brand of cleaning product. The following lis
should not be considered a complete list nor a recommendation for specific brands.

HAZARDOUS PRODUCTS

Do not use unknown or unlabelled chemicals

| Non-Hazardous Alternatives

‘kl ;.L' azardous Froduct

If you’re not able

to get the menu to
appear, try pressing
the F8 key on your

keyboard (this works
on PC and Mac). This
will make the menu
appear at the top of
the screen.
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Printing and Downloading
Documents - Word

T YOUu don’t have Word installed on your computer, T e ———— YT B Word documents will open in the same browser tab (click
Back on your browser when done reading the document).

you will still be able to View & Print with no issues. (=

If you don’t have Word installed on your computer,
. : : P To Save the document, click the “..."
ed|t|ng a Word document will be done in an €) Application for Leave s, icon and then the ‘Download’ option.

(.'Il\lf\ CALVARY COMMUNITY CARE

alternative application (e.g. Word Pad on PC and o T

1. Mease complete the LEAVE DETALY section Below and hand 1% your Managet for sparove
2. Applications for leave must Be spprowed and submtted to Payrol ot leest & weeks prior
nedto b

Pages on a Mac). In these cases your document can e fer e i ety o oo
. . . Name Poaition Service Contre B T P i tth d t, | k th P [ t
still be edited, but some of the formatting may look Fr S — e g I P Ehe Clamens, el e i

*Plesss prowdie curtent demals of emad, phone or PO 0T e 10 MoW COTITUNCEE Ion Suring extended perocs of eewe

different. e _ e

+4]

Your normal Print Settings screen

: K3
Annudl Ledve [Christmat/New Year) 0O Annualleawve [ o n e
T o s should load, at which point follow | = : |

t 1 : o - e 1 foeee = 1

Personal (Not Fit)** (o | Medical cert dicaste [ O | the normal Steps you use to prlnt a . ‘ =2 { ; — fo e | !')o(umcﬂt.
Personal (Carers)** Q Medical certificate [ ; — o =
Compassionate [ Q . Total Howrs | | Total Hours [ Other . | d OC U m e nt. L - - <
Jury Duty ' O | Tored Mowss ' Total Hours Other . Jury Receige O
Other ' 0 . A A '

S¢ SEPOTNgG SOCUMABISTION 5 ANQUNAS for Peviana, Toners LAsve OACENT 30 § Pudel AOUO0y

Dates Requested: yrote el duei First day of leave Last day of leave
o L Ohumman Naw Tew
day eave Last day of leave
Full Time Employees: My leave inchodes doys @ hours per day
Casual* /Pant Time Employees: | My leave inchodes total hours for the period

T Cotul Empiopees watl AT D 00 v DAE J00ne 304 Dol One EN0ouraped 20 IAe 't v [hew ACOTS 000 wetitewy

Payment In Advance: Payment 1or Arvnual Leave 3nd Long Service Leave 5 useally made inthe normal ey Cycies bt in

If the normal Print Settings screen
does not load, click the ‘Open a
printable PDF of your document’ and
then follow the steps listed above on

Link ; King? Links within documents have been left in for how to print a PDF.
INKS NOT WOrking: reference, but they will not work.
If you would like a copy of a document

linked or included in the references please
contact your Service Centre.

e supportworkerconnectorg.au
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Accessing elLearning, My Kiosk
and the Uniform Portal

Click the button on the A Each application page will have
relevant application

== elearnin . -
9 a hint on what your username is

and information on how to reset
your Password if needed.

Calvary eLearning lets you access page to access My Kiosk

your mandatory training as well . -
as general interest courses. eLearning or the Un iform
portal.

Note: My Kiosk, eLearning and
the Uniform Portal will have
separate username and password
information (this is the same for
all Calvary employees).

My Kiosq Resources

¥ Uuniform

Order a Calvary uniform, ~ Back to home

ID badge and view dress code, PPy R
My Kiosk is your selffserve payroll portal where you can view payslips, training and view leave balances, Go to hitpsi//mykiosk.calvarycare.org.ay

Username: Your username is your 7 digit employee number e.q. 1812345
y g PI0) G

Password: You can reset your password from My Kiosk.

a My Kiosk @ Log into your

payroll portal

View your payslip and update
personal details, Need help with My Kiosk?

Each application will have a User
Guide providing more detailed

e How-to guide: My Kiosk User Guide O

If your internet browser asks you to confirm if you want to access the My Kiosk portal when you click ¢ Technical help: Call your Service Centre on 1300 797 522 and ask to speak to the Payroll Team |nformat|on about hOW to use |t
Thet’e iS an lnformatlo N pag e this button, please click OK ¢ Payroll queries: Call your Service ( ?:e on 1300 797 522. Your Service Centre will investigate
and follow up with the Payroll departhent if necessary.
that has been created for s =)

. . e curren is trying to open a site on your intra (l()"ok )
SLQ]?mm% I\/JIEy|I/<|OSk and the Vo want o sl The best support contacts will be
erm Fertal iy isted on each application page.

Click on the box on the (Yo (R ]

homepage to access each O o Securit
. . . . ®/ you dont trust the cumrg

application information page. ‘ epending on your security

Settings you may get a pop-up

‘Security Warning’. Click ‘Yes’ to
proceed to the application.
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