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ECU GROUNDS SERVICES WORKPLACE INDUCTION
It shall be the responsibility of the campus Senior Gardener to ensure that a work place induction is provided for any/all new staff or labour hire/agency personnel undertaking work for ECU Grounds upon arrival and prior to the commencement of duties.
1. Name:										
2. Job/position description: 										
3. Location/Campus:										
4. Sign in:
· Grounds sign-in book (daily requirement)
· Facilities Management Office (FMO):
a. Car parking permit (and parking location)
b. Identification badge 
5. Work times – Start and Finish, Morning Tea, Lunch
6. Facilities and work area orientation
· Grounds area, work shop, first aid box, yard, ablutions, etc
· Campus medical suite location
· Campus map provided
7. Contact number of Senior Gardener – mobile, office
8. Provide information/instruction on FMMS Job tickets		
9. Personal Protective Equipment: 		ECU Supply:	Personal supply		N/A
· Safety boots 
· Gloves 
· Safety glasses 
· Sun hat 
· Hard hat 
· Ear muffs/earplugs
· Other (specify)	
10. Note potential work hazards:
· Weather conditions (temperature, rain, inclement weather)
· Tools/equipment/machinery/vehicles in use
· Other vehicles on campus
· Chemicals
· Contaminated soil 
· Other (specify)
SIGNED:	Senior Gardener:  									
Inductee:  										
						  Date:  					
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