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1. Purpose

The purpose of the induction is to establish a standardised process to ensure that all
personnel, visitors, and contractors receive adequate induction into safety rules, policies, and
procedures. This helps promote a safe working environment and ensures compliance with the
organisation’s management system and document control requirements.

2. Safety Guidelines

These comprehensive guidelines ensure a safe, respectful, and effective environment for all
candidates and staff. Please read and adhere to every point to support your learning and well-
being.

1. Use of Facilities: You may use all centre amenities, including toilets, catering areas,
and rest spaces. Smoking is only permitted in designated outdoor areas at the back of
the building. Food and beverages are not allowed in laboratory or examination rooms;
consume refreshments only in the cafeteria or other designated areas.

2. Staff Roles and Support: At the start of your course, you will be introduced to key staff
members and their roles. Always know whom to approach for academic, administrative,
or safety-related questions. Staff are available to support you at all times.

3. Course Materials and Copyright: All necessary materials (textbooks, notes, and NDT
equipment) will be provided. These materials are copyright-protected and must not be
copied or removed without permission.

4. Daily Schedule and Attendance: Training and examination sessions begin at 8:00 a.m.
unless otherwise arranged. Attendance must be recorded daily using the attendance
sheet in the admin office. Absences without valid documentation may result in your
Certificate of Attendance not being issued. Promptness is required for all start times
and after breaks.

5. Use of Electronic Devices: Mobile phones and smartwatches must be stored in the
provided lockers upon arrival for examinations, and may only be accessed during
scheduled breaks. The use of audio or video recording devices during training or exams
is strictly forbidden.

6. Surveillance and Exam Integrity: The training centre is under continuous CCTV

surveillance for safety and exam integrity. Examination activities are closely monitored,
and you will be briefed on all relevant protocols before your exam.
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7. Personal Protective Equipment (PPE) and Safety Compliance: All candidates must
wear appropriate PPE, such as gloves, goggles, and face masks, which will be provided.
You must supply your own enclosed safety shoes. Adherence to PPE and health and
safety procedures is mandatory; failure to comply may result in removal from practical
areas and participation at your own risk.

8. Questions and Ongoing Support: You are encouraged to ask questions at any time
during training. Staff will clarify whom to approach for specific issues, and support is
always available

9. Emergency Procedures: You will receive a briefing on emergency protocols and
evacuation routes at the start of your course. In case of emergency, follow staff
instructions and proceed calmly to the designated assembly point. Do not re-enter the
building until cleared by safety personnel or the Fire Warden.

10. Training Coursework and Conduct: All assighments, coursework, homework, and self-
study are required components of your training. Complete and submit all work as
directed by your lecturer. Academic honesty and compliance with all instructions are
expected and shall be maintained throughout the course.

11. Feedback and Complaints: At the end of your course, you will be invited to provide
feedback. For urgent or major concerns, please contact the front desk or your lecturer
immediately for prompt resolution.

3. Safety Rules

These safety rules are mandatory for all candidates, staff, and visitors. Strict adherence is
essential to maintain a safe training and examination environment.

1. General Conduct: Always follow all published safety rules and the instructions of staff
to prevent accidents and incidents. The use of unauthorised flammable, hazardous, or
dangerous materials is strictly prohibited.

2. Chemical and Substance Control: Do not remove any substances, chemicals, or
materials from the practical laboratory or training areas. Handle all chemicals and
substances only as directed by staff.

3. Personal Protective Equipment (PPE): Appropriate PPE and clothing (such as footwear
and eyewear) must always be worn as required by the identified hazards. If you are
unsure about what is needed, ask your lecturer, instructor, or invigilator. PPE provided
by the centre must be returned after your training or examination session.

4. Machinery and Equipment Use: Do not operate any machinery, tools, or devices
unless you have received permission and instructions from a lecturer, instructor, or
invigilator.
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Faulty or Damaged Equipment: Immediately report any malfunctioning or damaged
equipment to your lecturer, instructor, or invigilator. Do not attempt to fix or use faulty
equipment yourself.

Personal Devices: The use of personal electronic devices in training areas is only
permitted if specifically authorised by a lecturer, instructor, or invigilator.

Incident and Injury Reporting: Report any accident, near miss, injury, or hazardous
situation immediately to a staff member. Early reporting is essential for prompt action
and preventing further incidents.

First Aid and Medical Emergencies: If you require first aid, notify your lecturer,
instructor, invigilator, or the front desk immediately. The centre does not provide oral
medication; only certified medical practitioners (doctors or pharmacists) can prescribe
or administer medication. In medical emergencies, always seek assistance from staff or
designated safety personnel.

Emergency Evacuation: In the event of an emergency requiring evacuation, follow all
instructions from staff, safety personnel, or the Fire Warden. Proceed quickly and
calmly to the designated assembly area. Do not re-enter the building untilitis declared
safe by authorised personnel.
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On-site First Aiders and Fire Wardens:

Michael Taylor Operations Manager 0409 376 859
Tony Woods RTO Manager 0410655130
Dean Mallaburn Technical Training Manager 0402 321 483
Muster Location: Adjacent to letterboxes (front of the building)

Food: Complimentary tea, coffee, biscuits and cold water available

Basic kitchen necessities available (incl. fridge and microwave)
Next door is a Café, Kebabs, Red Rooster and Ampol Truck Stop.

What to Bring: Stationery — pens, pencil, eraser, torch and ruler.
Course material — will be provided during the course

Details of the person reading and understanding the information

Full Name:

Course or Examination Title:

Date:

Record of student understanding of briefing content:

| confirm that | have read and understand the following information and will abide by the
guidelines, and that | have been advised on whom to contact should | have any questions or
concerns, or should | need to report an event such as an accident or equipment malfunction.

Signature of Candidate:

Date:
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