Westerway Raspberry Farm  Induction Checklist

Worker’s Name/Number: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .
Employment Start Date: . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ……….
Position / Job:      Seasonal Employee
Workers Signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .

Inducted by – (Name/Signature): . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Date: . . . . . . . . . . . . . . 
Explain the farm:

( the structure

( the type of work

List and introduce the key farm people:

( manager / owner

( supervisor 

( co-workers

Explain employee employment conditions:

( notification of sick leave or absences

( out of hours enquiries and emergency procedures

( time recording procedures

( work times and meal breaks 

( Children on farm 

Explain employee pay:

( pay arrangements ( cheques paid fortnightly )
( rates of pay  (piece work rate)
( superannuation 
( taxation and any other deductions (including completing the required forms)

Explain the farm workplace health and safety administration: 

( consultative and communication processes

( Incident/Hazard/Near Miss reporting procedures, including where to find reporting forms

( roles and responsibilities

( workers compensation claims process and rehabilitation

Show your farm work environment:

( car parking

( eating facilities (not in field)
( smoking (not in field - butts in rubbish bags)
( wash and toilet facilities

( Farm Roads (20km speed limit)
Explain farm policies and procedures on:

( equal employment opportunity 

( quality management

( no sexual harassment

( no violence/bullying/obscene language
( no drug and alcohol misuse 
Show your farm workplace health and safety environment:
( emergency procedures, exits and fire extinguishers
( first aid facilities

( personal protective equipment (sunscreen)
( Appropriate work clothing (sun/rain smart)
Explain Farm training:

( first aid and OH&S training

Explain Farm security:

( for each worker and for their personal belongings

( procedures for the workplace buildings
( safe arrival to work 

FOOD SAFETY

To ensure food safety, employees should:
( Wash, dry and sanitize hands after using the toilets

( Sanitize hands each time they re-enter the field (after lunch or smoking break)
( Not bring pets or animals on the farm

( Not bring glass or ceramics on the farm
( Avoid bringing peanut products (and wash hands thoroughly if peanuts have been touched)
( Should not spit or sneeze in the direction of fruit
( Not pick fruit that has been in contact with the ground

( Not pick up fruit which has been spilt on the ground

( Cover wounds or abrasions coming in contact with fruit (with blue band-aids)

( Not wear lose jewelry to work (ear rings to be covered with blue band-aids)
( Visually inspect each punnet to check for quality and foreign objects

( Keep fingernails short
Additional Requirements:

- No picking will occur when temperatures exceed 35oC. Generally there will also be no picking in the rain. Pickers have their own discretion to work in other conditions, depending upon how their bodies are impacted by the weather. 
- It is of absolute importance that pickers inform the Westerway Raspberry Farm when they are feeling unwell (either stomach or cold/flu) and especially if they suspect they may have Hepatitis
- Please take your stickers home with you and bring them back the next day.
- It is of absolute importance that pickers need clean hands. Packers must wash and sanitize their hands after using the bathroom and after breaks. 

- 3 written warnings will be issued for breaches of personal safety or food safety standards before an employee cannot continue working on the farm

 ( HAVE YOU WATCHED THE SAFETY VIDEO
( Questions?
Other:

…………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………..…………………………………………………………………………………………………………………………………………………………………………………………………………………………….………………..
