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G ALl  Site Induction Policy and Procedure
158 Lindum Road, Lytton

Site Working Hours

o Main Office: Monday 7:00 AM - Friday 4:00 PM

e Yard: Monday 5:30 AM - Friday 4:00 PM

« Where less than two persons are on site at any one time, isolated worker
procedures must be in place:

o Worker to have reviewed and will follow the Isolated Worker Risk Assessment.

o A pre-arranged plan must be in place for another Team Member to perform
periodic (hourly or other time frame appropriate for the nature of the work
being performed) check-ins via phone call or text message.

o A Team Member must be allocated for review of CCTV on site at periodic
intervals to ensure the safety of the isolated worker. If in the event that the
worker cannot be confirmed safe via CCTV, the worker will be contacted
directly via phone call or text message.

o If the worker cannot be contacted at any pre-arranged check-in intervals or
confirmed safe via CCTV, the Team Member must attend site immediately
and/or call 000 to attend site if necessary.

o After-Hours Operations: The warehouse may operate after hours where
operationally necessary. Ensure that isolated worker procedures are followed
where applicable.

« Clocking In/Out: All employees must clock in and out at the site office daily.

« Sign In/Out: Employees, contractors, storage clients, and visitors must sign in/out
using the Team Portal at the main door/reception.

Site Access & Security

o Access to gates, offices, and warehouses is controlled via a login alarm system,
PIN system, or lock code.

o Our external security parthner monitors security.

« For security issues, contact IT Support: itsupport@teamtransport.com.au or 1300
138 326 (Mitchell Couchman / Liam Creer).

« After-hours access is restricted to approved employees and visitors. Contact your
manager or IT for access permissions.

Site Safety & Workplace Health & Safety (WHS)
« WHS Officer: Tony Erhardt | 0447 011 341 | terhardt@teamtransport.com.au
« Safety Policies: All personnel must comply with TTL's safety policies. Policies can
be found in the Safety, Health & Environment Handbook or at:
https://teamtransport.com.au/resources-forms/
« Incident Reporting: Report all incidents/accidents immediately to your direct
manager and the risk team at risk@teamtransport.com.au
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Warehouse & Yard Safety
« Visitor Protocol: Visitors must contact the on-site supervisor before entering the
warehouse or yard.
« Walkways & Equipment: Follow marked walkways and be alert around operating
machinery.
o Forklift Exclusion Zone: Maintain a minimum 3-metre exclusion zone from
operating forklifts. If breached, forklift operations must cease immediately.

Personal Protective Equipment (PPE)
« Mandatory: High-visibility clothing or vests and enclosed shoes in the
warehouse/yard.
« Steel-capped boots: Required for work in the yard (both on foot and when
operating forklifts).

Drugs & Alcohol Policy
o Drugs and alcohol are strictly prohibited on-site.
« Random drug and alcohol testing is conducted. The full policy is available at:
https://teamtransport.com.au/resources-forms/

First Aid & Emergency Response
« First Aid Kits: Located in the main office (rear door shelf) and sick bay (off kitchen
area).
« Fire Warden: Stephanie Fowler | 0481 256 619 | sfowler@teamtransport.com.au
« Fire & Evacuation Procedures: Follow fire evacuation diagrams on-site. In case of
fire:
o Activate the Manual Call Point & call 000.
o Report the fire to WHS or your direct manager.
o Evacuate to the designated area and await instructions.
o Fire extinguishers and hoses are available on-site and should only be used by
trained personnel
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General Site Guidelines

Parking
« Staff parking is to the left after the sliding gate. Reverse parking is
recommended.
« Heavy vehicles also use entry and exit roadways - always remain
vigilant.

Kitchen & Amenities
« Keep lunchrooms and restrooms clean. Dispose of rubbish properly
and clean spills immediately.
« Report any maintenance issues to the risk team.
Smoking
« Smoking is only permitted in the designated smoking area outside
the sliding gate. Use provided ashtrays.
Office & Workstations
« Maintain a clean workspace. Do not leave dirty dishes. Keep
walkways clear.

TRAFFIC MANAGEMENT PLAN

General Traffic Rules
« Speed Limit: 8 km/h on-site.
« Be aware of moving vehicles, plant, and pedestrians at all times.
« PPE must be worn at all times.
« Onsite bathrooms and lunch facilities are available for staff, contractors, and
visitors.
Warehouse Traffic Rules
« Drivers: Stop at the stop sign at the yard entrance and await instructions.
« Parking: Park in designated loading zones only.
« Safety Zone: Drivers must remain in the Driver Safety Zone (DSZ) under the
warehouse awning while trucks are being loaded.
« Always watch for moving vehicles, plant, and pedestrians, especially around blind
spots and corners.
e Ensure 3 meter exclusion zone from operating forklifts
Truck & Trailer Parking
« Park in designated areas only while on site
e Reduce speed if necessary to minimize dust.
« The gate is locked overnight. Keys will be issued as required.
Smoking
« Smoking is only permitted in the designated smoking area outside the sliding
gate. Use provided ashtrays.
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TRAFFIC MANAGEMENT PLAN
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Induction Acknowledgment

| acknowledge that | have received and understand the Team Transport & Logistics
Site Induction Policy and Procedures for 158 Lindum Road, Lytton.

Inductee Name: Date:

-\

Inductee Signature:
| confirm that | have facilitated the delivery of this induction.
Inductor Name: Date:

Inductor Signature:

Attachments/Annexures

Fire & Evacuation Procedures

TTL Safety, Health & Environment Handbook
Traffic Management Plan
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https://www.linkedin.com/team-transport

Please take a moment to visit our

Team's social media pages. g ‘ :



https://www.facebook.com/teamtransportandlogistics
https://www.linkedin.com/team-transport
https://www.linkedin.com/team-transport
https://www.instagram.com/teamtransport/

