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Check List Crèche Training
	Training Items – To be completed with a ‘buddy’.
	Date Completed
	Initial When Completed
	Comments

	Tour of Crèche in detail, including reception area files, cupboards, toy storage and location of all related files.
	
	
	

	Phone answering, security and other important contact numbers.
	
	
	

	Lost Property Management
	
	
	

	Review promotional documents for staff and student Crèche Services so you understand the service.
	
	
	

	Discuss the differences in Crèche Service for gym members
	
	
	

	Review and understand 2.4.3.2 Crèche Bookings, Work Instruction
	
	
	

	Review and understand 2.4.3.21 Crèche Daily Procedure, Work Instruction
	
	
	

	Review and understand 2.4.3.16 ECU Sports Sun Protection Guidelines, Work Instruction
	
	
	

	Review and discuss Accident / Incident Reporting. Complete an Accident / Incident form and submit to Occupational Health & Safety Representative as a test.
	
	
	

	Complete Emergency Evacuation Training Check List and submit to Centre Administrator or Supervisor
	
	
	

	Review and become familiar with all Crèche related forms and documents found at https://secure.ecu.edu.au/fas/procedures/search.php
	
	
	

	Identify original files for craft documents and learn how to use the photocopier.
	
	
	

	Review group fitness timetable – understand how this effects the daily operation of the crèche.
	
	
	

	Familiarise yourself with the terms and conditions of the ‘Self-assessment Form’.
	
	
	

	Complete EpiPen and basic Allergy alert training
	
	
	

	
	
	
	

	Additional Comments / Feedback
	
	
	


	Please sign when completed all sections and training items and return to your supervisor.



	Signature Staff Member: ____________________________________  Date: ___/___/____



	Signature Supervisor/Trainer: ________________________________  Date: ___/___/____
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