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Office Induction Form 

 

Office Location 18/401 Pacific Hwy, Artarmon NSW 2064 

Authorised by Farshid Manesh Date 07/10/2025 

Reviewed by Frank Manesh Date 07/10/2025 

 

A. Key Staffs in the Office 

Position Name 

Business Director Frank MANESH 

Operations Director Farshid MANESH 

Accounts Manager Sahar MANESH 

Systems and HR Coordinator Adriana MANESH 

Junior Project Engineer Shing Yam IP 

 

B. First Aid – Accident/Incident and Hazard reporting procedure 

 All accidents/incidents or injuries must be reported to your immediate supervisor 

immediately.  

 Isolate hazards or get someone to act as a spotter until reports and measures are in place. 

Hazards in this office may include but are not limited to:  

 Electrical shock  

 Falling objects  

 Falling from heights  

 Manual handling  

 Protruding objects  

 Psychosocial hazards 

C. Evacuation Procedure 

In the event of a site evacuation, the following will occur: 

 Use the most direct and safest route to the assembly point. 
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 The assembly area is located just outside the stairs in the external parking area between our 

office building and the neighbouring car showroom. 

 The Office Coordinator is to perform a head count at the assembly area. 

 If the Office Coordinator is not on site, then the nominated representative shall perform the 

task as the Office Coordinator. 

 Nobody is to leave the assembly area unless they have been instructed to do so by the Office 

Coordinator or his representative. 

Some reasons to evacuate may include but not limited to  

 Personal injury to workers or public  

 Gas leak  

 Fire or explosion  

 Damage to services such as electrical or water  

 Bomb threat  
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D. Office Rules 

Office Safety Rules 

Report all injuries to the nominated First Aid Officer or Office Coordinator. 

Alcohol and drugs are not permitted in the office and persons under the influence will not be 
allowed in the office. 

Animals are not permitted in the office. 

Fighting will not be tolerated. 

Direct any queries to the Directors. 

Disputes concerning Safety or Environmental matters should be directed to the Directors. 

Persons found stealing from office face instant dismissal and the matter referred to the police. 

Observe any health and safety directions by Directors. 

Zero tolerance on Sexual harassment.  Instant dismissal depending on severity. 

Know your "obligations" under Workplace Health and Safety legislation. 

 

Housekeeping 

Work stations and amenities are to be kept clean and tidy at all times. 

Access ways MUST be kept clean and free from obstruction at all times.  

Materials are to be stacked so they cannot fall or roll and kept tidy so they cannot cause injury. 

 

Electrical 

Don't use substandard or damaged electrical equipment or equipment that is not tagged 
correctly. All electrical equipment must be on an Earth Leakage Devise (RCD) and tested before 
each use by the user. Leads must not be put in place where they can be damaged or in Water 
/Mud etc. Double adaptors are prohibited. 

 

E. Policies and Objectives 

In cases of non-compliance, breaches may result in verbal or written warnings, suspension, 

termination of employment or contract, reporting to authorities, or legal action. 
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Safety Objectives 

 

Quality Objectives 

 

Environmental Objectives 

 

 

I _______________________________ accept my responsibilities in the office in relation to safety 

and environment. I acknowledge that I have been inducted to Sydney Contracting Engineers’ 

policies, objectives, targets and procedures. 

 

Signature _______________________________  Date _______________________________ 
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