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FOSH Laboratory, Specialist Teaching Space and Field Work Undergraduate & Postgraduate Course Work Documentation Policy and Procedure




Preamble
Faculty of Science and Health Technical Services facilitate the delivery of teaching and learning activities undertaken in laboratories, specialist spaces and in the field. 
To ensure technical staff can effectively support learning and teaching activities it is imperative that technical support requirements are communicated to Technical Services in a consistent and timely manner. 
The following information outlines a framework for streamlining and standardising subject based documentation and purchasing. It is intended that this policy and procedure is introduced for all undergraduate and postgraduate course work teaching and learning activities occurring in laboratories, specialist spaces and field-based (on and off campus) locations from the commencement of the 2023 academic year.
Technical Services intend to support subjects taught across multiple campuses in accordance with the subject requirements articulated by the Subject Convenor. If teaching staff on a particular campus wish to deviate from these requirements then any such deviation must be approved in writing by the Subject Convenor.

Terminology
Staff	
· Primary Support – campus based technical staff member responsible for subject support on their respective campus (including Residential Schools)
· Secondary Support – assist primary when required.
· Lead Technical Officer (L5 or L6) - coordinate documentation with the subject convenor for a subject taught on multiple campuses. Lead Technical Officer will distribute the documentation to Primary Support on each Campus and organise a meeting for all Primary Support to discuss/plan. A Lead Technical Officer may also serve as the Primary Support Technical Officer
· Subject Convenor – Primary responsibility for a subject.
· Nominated Technical Manager:

	Area Technical Manager
	Technical Area
	Nominated School (for administrative tasks outlined under activities and responsibilities) 

	Joe Price
	Wagga - Animal & Field 
	SAEVS (- Enviro discipline)

	Kylie Kent
	AW & PM Area
	SAHESS (+ SAEVS Enviro discipline)

	Jason Poposki
	BA, OR, DU Area
	SNPHS & SRM

	Charmaine Carlisle
	Wagga - Life Science & Health 
	SDMS




Storage of Information and Documents
· Web Site – FOSH Technical Services
https://science-health.csu.edu.au/resources-services/technical-services
Location for all Technical Policies, Procedures, Guidelines and Forms
· S Drive - Technical Services Undergraduate & Postgraduate Folders
S:\Academic\FOS\Technical Services Undergrad & Postgrad Course Work
Location for storing all undergraduate and postgraduate course work subject requirement documentation for the laboratories, specialist teaching spaces and fieldwork activities. All risk documentation e.g. risk assessments, safe work procedures and annual WHS coversheets. Archival information will also be held on the S Drive.

	

Activities and Responsibilities
1) Information updated by  nominated Technical Managers

a) Nominated Technical Manager saves list of subjects taught in the specialist teaching spaces, laboratories and field-based (on and off campus) locations including campus/s, session/micro-session and subject co-ordinator to S:\Academic\FOS\ Technical Services Undergrad & Postgrad Course Work \Subject List
When- by mid-November the previous year (e.g. 2025 for 2026 teaching year)
b) Nominated Technical Manager updates list including all Subject Convenors/Co-ordinators.
When- 	Session 30 & June-July (on campus, residential and micro sessions) – before         		Christmas close down of previous year.
When- 	Session 60 (on campus, residential and micro sessions) – 10 weeks before session 60 commences
When-	Session 90 (on campus, residential and micro sessions) – 10 weeks before session 90 commences

c) Nominated Technical Manager updates S Drive list.
When- 	Session 30 – before Christmas close down 
When- 	Session 60 – 9 weeks before session 60 commences
When-  	Session 90 – 9 weeks before session 90 commences

Note: To ensure Technical Staff are able to effectively support classes it is imperative that Schools provide the Technical Managers with Subject Convenor/Co-ordinator details. In cases where a subject is being assigned to a new staff member (yet to commence at the University) or a yet to be determined sessional academic Schools must provide the details of a staff member who may be contacted in the interim period. 

2) Information Provided by Area Technical Manager

a) Technical Manager’s populate subject list with primary and secondary Technical Team Member and nominate lead Technical Officer (L5 or L6) for subjects taught across multiple campuses.
When- 	Session 30 (on campus, residential and micro sessions) – by the end of November the previous year (e.g. 2025 for 2026 teaching year)
When-	Session 60 (on campus, residential and micro sessions) – 10 weeks before session commences
When-	Session 90 (on campus, residential and micro sessions) – 10 weeks before session commences

b) Technical Managers update their areas Technical Service Information Sheet and save to 
S:\Academic\FOS\Technical Services Undergrad & Postgrad Course Work

When- by the Christmas close down the previous year (e.g. 2025 for 2026 teaching year)


3) Subject Documentation (Attachment 1 – detailed technical tasks summary)

a) Primary Support (subjects taught on one campus) and Lead Technical Officer send out standard email requesting subject information from subject convenor (Attachment 2).
When-	8 weeks, or as close to as practicable for session 30, before session starts (Note- this work may commence prior to 8 weeks out)
b) Lead Technical Officer distributes subject documentation to Primary Support on each Campus and organise a meeting for all Primary Support to discuss/plan (e.g. equipment, consumables, fieldtrips, purchasing).
When-	6 weeks before session starts (Note- this work may commence prior to 6 weeks out)
c) Primary Support (supporting subjects taught on multiple campuses) contact the academic staff member teaching the subject on their campus (attachment 4).
When- 5/6 weeks before session starts (Note- this work may commence prior to 5/6 weeks out)

4) Reflection and Improvement (end of session)
· Primary Support send Academic Feedback Form.
· Primary Support complete Technical Feedback Form.
· Primary Support save feedback forms-
S:\Academic\FOS\Technical Services Undergrad & Postgrad Course Work\End of   Session Review



5) Academic Responsibility
Risk Assessment
As detailed in Attachment 1 Technical Staff are able to assist their academic colleagues as required with the development and/or review of Risk Assessments and associated documentation. All Risk Assessments however must be reviewed and signed by the relevant academic staff and Head of School. 

Whilst Technical Services will make every effort to ensure up-to-date risk documentation is in place prior to the commencement of classes. Classes will not proceed unless an up-to-date and correctly signed Risk Assessment is in place. 
	
Subject Practical Requirements
Technical Staff may assist their academic colleagues with the preparation and review of subject practical requirements however ultimate responsibility for the practical curriculum resides with academic staff.

It is expected that the Lead or Primary Technical Officer is provided with written details of class requirements by the dates noted in the Timeline below.

Practical Class Requirements must include (as appropriate):
· Overview of the activity
· Equipment required and set-up of equipment
· Consumables required
· Animals and/or Plants required
· Participation or otherwise of technical staff in the demonstration of techniques
· Approvals from compliance committees (e.g. ACEC)

Please do not expect technical staff to deduce class requirements from Laboratory Manuals, journal articles.
Failure to provide sufficiently detailed subject information by the dates noted may result in materials not being available and/or classes not being effectively serviced. Additional costs may also accrue to Schools due to the last-minute purchase of material and/or additional casual labour required for rushed set-up and preparation.
 Please note that Technical Staff will not arrange the printing/photocopying of worksheets, workbooks, notes, charts or other written materials required in practical classes.
Reusable class resources that are documented in the requirements will be printed and laminated by technical services and made available each time the subject runs. Printing and all associated costs will be charge to the school.
Additionally, for subjects using Healthier Sim WoWs, please ensure that all documents are saved electronically on the WoW wherever possible.


	ADDITIONAL TASKS TIMEFRAMES
	ASSIGNED TO
	 
	DUE

	List of plants that need to be grown internally for teaching
	Subject Convenor
	 
	End 2nd week November the year before required


	List of cattle requirements
	Technical Manager
	 
	4 weeks prior to session commencing

	Due to large student numbers and/or additional preparation time the practical requirements for some Session Two Microbiology subjects are required at an earlier date.
Session Two subjects include MCR101, BMS338, VSC323 and PSC221.

	Subject Convenor 
	 
	
Session Two requirements to be provided by 24th April.
 



List of Attachments- 
Attachment 1- Technical Tasks Summary (Primary Support and Lead Technical Officer)
Attachment 2- Example of email sent by Lead Technical Officer to Subject Convenor for a subject being taught on multiple campuses and email sent by Primary Technical Assistant/Officer to Subject Convenor for a subject taught on one campus
Attachment 3- Example of email sent by Primary Support to the Academic on their Campus teaching a subject that is taught on multiple campuses (cc the subject Convenor into this email) 
Attachment 4- Undergraduate Teaching Risk Assessment Forms
Attachment 5- Standard Risk Management Controls
Attachment 6- WHS Coversheet
Attachment 7- Technical Requirements Forms
Attachment 8- Technical Team Information Sheets
Attachment 9- Feedback Forms   
Attachment 10- List of on campus, residential and micro sessions
Attachment 11- Procedure for organising cattle practicals for FOSH teaching practicals


Attachment 1 – Technical Tasks Summary
Note- All subject information saved to S:\Academic\FOS\Technical Services Undergrad & Postgrad Course Work
 
Primary Support (single campus subjects) and Lead Tech (subjects taught on multiple campuses):
· Send email to subject convenor (Attachment 2) 
· Meet with subject convenor-
· Review practical requirements including equipment, consumables and travel.
· Review subject RAs and associated documents e.g. SWPs 
· if existing RA has no changes and is less than 5 years old have the academic sign the WHS Coversheet (attachment 6)
· if a revision or new RA is required – assist subject convenor in development.
· Explain student induction requirements – 
· Academic required to work through presentation at the beginning of the first class (including all repeats) in a laboratory or specialist teaching space. At the conclusion of the presentation Academic is required to get all students to sign to sign the WHS Coversheet. When all presentations are complete the coversheet is returned to primary support Technical Assistant/Officer for processing.
· Paperwork filing – 
· Hard Copies- ensure the most recent RA and WHS coversheet is in the relevant teaching space.
· RA Soft Copies- ensure most recent RA and WHS coversheet (by the end of second week of session) is saved to the S drive - S:\Academic\FOS\ Technical Services Undergrad & Postgrad Course Work 
· Teaching Documentation- ensure most recent documentation is saved to the S drive - S:\Academic\FOS\ Technical Services Undergrad & Postgrad Course Work and old information moved to archive folder.

For subjects taught on multiple campuses -Lead Technical Officer, after meeting with the subject convenor, works through WHS and requirements with Primary Support on each Campus. The Primary Support on each Campus emails (attachment 3) the academic teaching on their campus and organises to meet with them and work through documentation. 
· Primary Support – organise equipment, consumables, book travel for subject field trips, organise cattle managed by the CSU Farm (attachment 11) etc. 
· Primary Support – preparation, room set up/ clean up and provide in-class (if required) /field trip support
· Secondary Support- be available to assist primary support as required. This allows for cross skilling in the team.

NOTE- Technical Services intend to support subjects taught across multiple campuses in accordance with the subject requirements articulated by the Subject Convenor. If teaching staff on a particular campus wish to deviate from these requirements then any such deviation must be approved in writing by the Subject Convenor.




Attachment 2 – Example of email sent by Lead Technical Officer to Subject Convenor for a subject being taught on multiple campuses and email sent by Primary Technical Assistant/Officer to Subject Convenor for a subject taught on one campus.
Dear …..
I will be convenor Technical Support for your subject. 
Please find attached-
1) Existing risk documentation – your subject risk assessment (RA) and associated documentation is less than five years old. Please review your RA and if no new hazards have been introduced to your teaching and you agree to follow all controls, please sign the WHS coversheet.
2) Student Induction PowerPoint – please work through this presentation at the beginning of your first class (including all repeats) in a lab or specialist teaching space. At the conclusion of the presentation please get all students to sign the WHS Coversheet. Please leave complete WHS coversheet in the technical office.
3) Subject Requirements – please review your requirements and update as required. Please remember Technical Services does not complete or facilitate printing. Printing needs to be organised within the school and if you are convening a subject on multiple campuses, please ensure you organise for all Campuses.
4) Laboratory/Simulation Manual – please provide a copy of this year’s manual.
5) List of Technical Staff supporting the subject on each Campus.
6) Technical Services Information Sheet.
OR

1) Existing risk documentation – your subject RA and associated documentation is over five years old and requires a major review. To help facilitate this I have attached- 
a) Your existing RA identifying subject specific risks and associated controls.
b) A blank risk assessment form.
c) Current standard controls (i.e. controls that all workers are expected to follow when working in the laboratories and specialist teaching spaces). Read through these and add the ones that apply to your subject.
2) Student Induction PowerPoint – please work through this presentation at the beginning of your first class (including all repeats) in a lab or specialist teaching space. At the conclusion of the presentation please get all students to sign the WHS Coversheet. Please leave complete WHS coversheet in the technical office.
3) Subject Requirements – please review your requirements and update as required. Please remember Technical Services does not complete or facilitate printing. Printing needs to be organised within the school and if you are convening a subject on multiple campuses, please ensure you organise for all Campuses.
4) Laboratory/Simulation Manual – please provide a copy of this year’s manual.
5) List of Technical Staff supporting the subject on each Campus.
6) Technical Services Information Sheet.
If you require further assistance completing this documentation, please let me know.

OR
1) Existing risk documentation – your subject does not have a risk assessment and associated documentation.  An approved RA and associated documentation (e.g. SWPs) is required for all activities undertaken in FoSH facilities and off-campus locations. RAs are valid for five years if no additional hazards are introduced to the activity during that time. RAs are the responsibility of the academic teaching the subject. To help facilitate this I have attached-
a. 	A blank risk assessment form.
b. Current standard controls (i.e. controls that all workers are expected to follow when working in the laboratories and specialist teaching spaces). Read through these and add the ones that apply to your subject.
c. Specific risks and the associated controls specific to your subject need to be added to your risk assessment.
If you require further assistance completing this documentation, please let me know.
2) Student Induction PowerPoint – please work through this presentation at the beginning of your first class (including all repeats) in a lab or specialist teaching space. At the conclusion of the presentation please get all students to sign the WHS Coversheet. Please leave complete WHS coversheet in the technical office.
3) [bookmark: _Hlk101331001]Subject Requirements – please review your requirements and update as required. Please remember Technical Services does not complete or facilitate printing. Printing needs to be organised within the school and if you are convening a subject on multiple campuses, please ensure you organise for all Campuses.
4) Laboratory/Simulation Manual – please provide a copy of this year’s manual.
5) List of Technical Staff supporting the subject on each Campus.
6) Technical Services Information Sheet.
Risk assessment information, subject requirements and laboratory manual should be returned to me by XX/XX/XX.  I have booked a meeting into your calendar soon after this date to catch up. If the date/time doesn’t work, please reschedule.

Regards, …..
Attachment 3 – Example of email sent by Primary Support to the Academic on their Campus teaching a subject that is taught on multiple campuses (cc the subject Convenor into this email)
Dear …..
I will be providing Technical Support for your subject. 
Please find attached-
1) Risk assessment approved by Subject Convenor and HoS. 
2) Please read through the risk assessment and agree to follow all controls by signing the attached WHS Coversheet 
1) Student Induction PowerPoint – please work through this presentation at the beginning of your first class (including all repeats) in a laboratory or specialist teaching space. At the conclusion of the presentation please get all student to sign the WHS Coversheet. Please leave complete WHS coversheet in the technical office.
2) Subject Requirements – the subject Convenor has provided the attached requirements. Please remember Technical Services does not complete or facilitate printing. Please liaise with your subject convenor to ensure printing has been organised for your subject.
3) Laboratory/Simulation Manual – the subject Convenor has provided the attached requirements
4) Technical Services Information Sheet.
It is intended that technical support for this subject is provided in accordance with the requirements articulated by the Subject Convenor. Any deviation from these requirements will require the approval of the Subject Convener.
Details of approved deviations must be provided to me by XX/XX/XX
I have booked a meeting into your calendar to catch up and discuss your classes. If the date/time doesn’t work, please reschedule.

Regards, …..



Attachment 4- Undergraduate & Post Graduate Course Work Risk Assessment and Safe Work Procedure Guides and Forms- Forms and Templates - Faculty of Science and Health
	Form
	Use
	Standard Risk Controls
	Guides

	Generic Risk Assessment form
	This form is to be used for all project/task/activities risk assessments for teaching or research including:
· Laboratory work
· Field work
· Clinical work
· Commercial
	Research Laboratory Standard Risk Controls
Research Fieldwork Standard Risk Controls
Undergraduate & Postgraduate Course Work Standard Controls for Fieldwork
Undergraduate & Post Graduate Course Work Standard Risk Controls for Laboratory & Specialist Teaching Space
	Guide how to write a Risk Assessment

	Hazardous Chemical Risk Assessment form
	This form should be used to assess the risk of all hazardous chemicals
	Refer to Chemical SDS
	Guide how to write a Hazardous Chemical Risk Assessment

	Microbiological Risk Assessment form
	This form should be used to assess the risk of microorganisms
	Refer to safety data sheets
	Guide how to write a Microbiological Risk Assessment

	Safe Work Procedure Template
	This form should be used to develop safe work procedures for equipment and activities. SWPs often accompany risk assessments as an administrative level of control
	 
	Safe Work Procedure Template Guide


ADDITIONAL FIELD WORK FORMS
· FOSH Undergraduate Teaching Field Trip Summary
· Research Fieldwork Summary
· Risk Screening tool for off-campus research community visit activities form
· Risk Screening tool for off-campus research community visit activities Procedure
Attachment 6- WHS coversheet
	FOSH WHS Coversheet – undergrad & postgrad course work

	





Attachment 7- Technical Requirements Forms 
	Basic requirements form

	


	Animal & Field requirements form

	




Attachment 8- Technical Team Information Sheet
	Albury-Wodonga & Port Macquarie Technical Team Information Sheet


	


	Animal and Field Technical Team Information Sheet

	


	Bathurst, Orange & Dubbo Technical Team Information Sheet

	


	Life Science & Health Technical Team Information Sheet

	


	Nursing Technical Support Information Sheet 
	




Attachments 9- Feedback Forms
	Academic Feedback Form – Specialist Teaching Space & Laboratory 

	


	Academic Feedback Form – Field based teaching facilities (Wagga Wagga)
	


	Academic Feedback Form – Fieldwork
	


	Technical Staff Feedback
	



Attachment 10- List of on campus, residential and micro sessions       
Attachment 11- 
	Procedure for organising cattle practicals for FOSH teaching practicals
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Undergraduate & Postgraduate Course Work – WHS Coversheet













Charles Sturt University has a strong commitment to Work Health and Safety. This form records that the academic in charge of a class held in a laboratory, specialist teaching space or off-campus location has completed all essential risk documentation and delivered, during the first class of session, the emergency procedures and undergraduate induction information. 





Risk Assessment: The risk assessment (RA) and associated documentation (e.g. safe work procedures) must be completed for all teaching activities undertaken in laboratories, specialist teaching spaces and off-campus locations. Risk assessments are valid for up to five years if no additional hazards are introduced to the activity during this time, however, they must be reviewed annually.



School: 	

Session:	

Subject:	

RA approval date:

Are there any new hazards 			  yes                                no

since the approval date                               



Additional Information (e.g. fieldwork location and dates):



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



……………………………………………………………………………………………………………







Academic Responsible: I have reviewed the existing risk assessment and it is less than five years old and there are no new hazards.



Name:	





Signature:                					    Date:   



                                                            









Student Induction Declaration:



By signing below, I declare that I have been presented the Faculty of Science laboratories & specialist teaching spaces student induction & emergency procedures.



					

		Student Name:

		Student Signature:
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School:

Session: 

Subject Code: 

Subject Name: 

Subject Coordinator: 

Demonstrators/Tutors Name/s: 



		Week

No.

		Date/s

		Building/room no.

		Practical Requirements -equipment/consumables

(please attach list if insufficient room)



		1

		

		

		



		2

		

		

		



		3

		

		

		



		4

		

		

		



		5

		

		

		



		6

		

		

		



		7

		

		

		



		8

		

		

		



		9

		

		

		



		10

		

		

		



		11

		

		

		



		12

		

		

		



		13

		

		

		



		14

		

		

		



		Prac Exams
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Animal & Field  Prac requiements request.pdf


Faculty of Science 
Internal Practical Requirements Request Form 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Anna Dennis: adennis@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  


DATE LAST REVIEWED: 


This form MUST be completed for each SUBJECT.  A new form for each session is required, even 
if the practicals remain unchanged from the previous year. 


SUBJECT CODE : SUBJECT NAME : 
SESSION : SUBJECT COORDINATOR : 
Timetabled Practical Session Time/s: No of students: 


SUMMARY OF TIMETABLE 


WEEK DATE PRACTICALS LOCATION STAFF 


FACILITIES INDUCTION 
1 
2 
3 
4 
5 
6 
7 
8 
9 


10 
11 
12 
13 
14 


Please complete detailed practical requirements on the following pages. 


PLEASE CONFIRM: 


I have reviewed the risk assessments located on the S-Drive. Numbers: 
Animal Care & Ethics Approval number OR Animal Care & Ethics Not Applicable 
Suitable facilities are available & booked 


Click here for Residential School Form


Click here for Residential School Form







If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Cattle yards - Quinten Flanagan: qflanagan@csu.edu.au  
Sheep practicals - Greg Roberts: grroberts@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Michael Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  


WEEK: PRACTICAL NAME & No: 
DAY: DATE: TIME: 


Faculty of Science 
Internal Practical Requirements Request Form 


FACILITIES INDUCTION 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED FOR THIS INDUCTION? 
If YES please specify below which areas you require assistance for: 


Technical staff review/comments: 







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 1 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 2 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 3 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 4 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 5 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 6 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 9 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 10 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 11 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 12 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 13 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 


WEEK: 14 PRACTICAL NAME & No: 
DAY: DATE: TIME: 


REQUIREMENTS: Please specify quantities/description 
Specimens/Animals Equipment & Consumables 


OTHER COMMENTS 


WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL? 
If YES please specify below what you require assistance for: 


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  


If this form is not received by the due date technical staff MAY NOT be able to attend to your requirements. 
SESSION ONE – End of first week in February    SESSION TWO – End of Second week in June  SESSION THREE – End of third week in October 
All requirements MUST be sent to Joe Price: animalandfieldtech@csu.edu.au with copies to: 
Pre Clinical Centre - Felicity Stanley: festanley@csu.edu.au  
Sheep practicals : Greg Roberts grroberts@csu.edu.au 
Cattle Practicals : Quinten Flanagan qflanagan@csu.edu.au   
Equine Centre or practicals involving live horses – Marion Kater: mkater@csu.edu.au  
Field Requirements - Mick Gentle: mgentle@csu.edu.au
All requirements for the Sutherland laboratories – NaLSH : nalsh@csu.edu.au  







Faculty of Science 
Internal Practical Requirements Request Form 





		SUMMARY OF TIMETABLE

		WEEK: PRACTICAL NAME & No:

		WEEK: 1

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:

		PRACTICAL NAME & No:



		WEEKRow1: 

		DATERow1: 

		LOCATIONFACILITIES INDUCTION: 

		STAFFFACILITIES INDUCTION: 

		LOCATION1: 

		STAFF1: 

		LOCATION2: 

		STAFF2: 

		LOCATION3: 

		STAFF3: 

		LOCATION4: 

		STAFF4: 

		LOCATION5: 

		STAFF5: 

		LOCATION6: 

		STAFF6: 

		DATE7: 

		LOCATION7: 

		STAFF7: 

		DATE8: 

		LOCATION8: 

		STAFF8: 

		LOCATION9: 

		STAFF9: 

		LOCATION10: 

		STAFF10: 

		LOCATION11: 

		STAFF11: 

		LOCATION12: 

		STAFF12: 

		LOCATION13: 

		STAFF13: 

		LOCATION14: 

		STAFF14: 

		SpecimensAnimals: 

		Equipment  Consumables: 

		OTHER COMMENTSRow1: 

		Technical staff reviewcomments: 

		SpecimensAnimals_2: 

		Equipment  Consumables_2: 

		OTHER COMMENTSRow1_2: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1: 

		SpecimensAnimals_3: 

		Equipment  Consumables_3: 

		OTHER COMMENTSRow1_3: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_2: 

		SpecimensAnimals_4: 

		Equipment  Consumables_4: 

		OTHER COMMENTSRow1_4: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_3: 

		SpecimensAnimals_5: 

		Equipment  Consumables_5: 

		OTHER COMMENTSRow1_5: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_4: 

		SpecimensAnimals_6: 

		Equipment  Consumables_6: 

		OTHER COMMENTSRow1_6: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_5: 

		SpecimensAnimals_7: 

		Equipment  Consumables_7: 

		OTHER COMMENTSRow1_7: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_6: 

		SpecimensAnimals_8: 

		Equipment  Consumables_8: 

		OTHER COMMENTSRow1_8: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_7: 

		SpecimensAnimals_9: 

		Equipment  Consumables_9: 

		OTHER COMMENTSRow1_9: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_8: 

		SpecimensAnimals_10: 

		Equipment  Consumables_10: 

		OTHER COMMENTSRow1_10: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_9: 

		SpecimensAnimals_11: 

		Equipment  Consumables_11: 

		OTHER COMMENTSRow1_11: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_10: 

		SpecimensAnimals_12: 

		Equipment  Consumables_12: 

		OTHER COMMENTSRow1_12: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_11: 

		SpecimensAnimals_13: 

		Equipment  Consumables_13: 

		OTHER COMMENTSRow1_13: 

		WILL TECHNICAL ASSISTANCE BE REQUIRED DURING THE PRACTICAL If YES please specify below what you require assistance forRow1_12: 

		Month: [January]

		Year: 

		Subject Code: 

		Subject Name: 

		Coordinator: 

		Session: [ONE (AUTUMN)]

		Session Time/s: 

		Student No: 

		RA: Off

		ACEC: Choice2

		FAC: Off

		Date: 

		Time: 

		PRACTICAL1: 

		Week: 

		DATE1: 

		YES/NO: [NO]

		PRACTICAL2: 

		DATE2: 

		PRACTICAL3: 

		DATE3: 

		PRACTICAL4: 

		DATE4: 

		PRACTICAL5: 

		DATE5: 

		PRACTICAL6: 

		DATE6: 

		PRACTICAL9: 

		DATE9: 

		PRACTICAL14: 

		DATE14: 

		PRACTICAL13: 

		DATE13: 

		PRACTICAL12: 

		DATE12: 

		PRACTICAL11: 

		DATE11: 

		PRACTICAL10: 

		DATE10: 

		ACEC No: 

		RA No: 

		Day: 

		No: 

		DAY1: 

		Time1: 

		DAY2: 

		Time2: 

		DAY3: 

		Time3: 

		DAY4: 

		Time4: 

		DAY5: 

		Time5: 

		YES/NO1: [NO]

		YES/NO2: [NO]

		YES/NO3: [NO]

		YES/NO4: [NO]

		YES/NO5: [NO]

		DAY6: 

		Time6: 

		YES/NO6: [NO]

		DAY9: 

		Time9: 

		YES/NO9: [NO]

		DAY10: 

		Time10: 

		YES/NO10: [NO]

		DAY11: 

		Time11: 

		YES/NO11: [NO]

		DAY12: 

		Time12: 

		YES/NO12: [NO]

		DAY13: 

		Time13: 

		YES/NO13: [NO]

		DAY14: 

		Time14: 

		YES/NO14: [NO]
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Albury & Port Macquarie Technical Team Information Sheet 









Facility Induction

All new academic staff are required to undergo a facility tour and induction prior to teaching in the laboratories and/or the specialist teaching spaces-



Albury- buildings 666, 667, 669 and 715 on the Albury-Wodonga campus and the science facilities located on the Wangaratta campus. 



Port Macquarie-buildings 801 and 802 and Shrec building 3013



The induction will be conducted by a member of the Technical Team. Staff access card will be programmed when the induction and associated paperwork, training etc. is completed.



Technical Support

The Technical Team is responsible for delivering efficient and effective technical services and for the day-to-day management of technical facilities and equipment.  Individual technical staff have a primary area of responsibility and help out across all facilities as required. Team members include:



		Albury Campus

		Primary Area

		Telephone



		Louise McIntosh

		CEW Reception

		02 6051 9299



		Christina Iatropoulos

		Human Anatomy & Allied Health

		02 6051 9080



		Matthew Gill

		Environmental Sciences

		02 6051 9878



		Kylie Kent

		Technical Manager

		02 6051 9842



		Judith McDonald

		Nursing & Allied Health

		02 6051 9137



		Lauren Sheather

		Environmental Sciences

		02 6051 9876



		Marissa Wright

		Specialised Health Education

		02 6051 9446



		Vacant

		Microbiology and Physiology

		



		Annie Boulton

		Nursing and Allied Health

		02 6051 9041



		Mirandah Donoghue

		General Tech

		



		Port Macquarie Campus 

		 

		 



		Amy Barnett

		Nursing & Paramedicine

		02 6582 9475



		Samantha Cook

Jodi Newman

Adrian Lankester

		Nursing & Paramedicine

Microbiology and Physiology

Human Anatomy & Allied Health

		

02 6582 9321

02 6534 1521



		Emelyn Smith

		Paramedicine & Enviro Sciences

		02 6582 9415



		Ben Anderson

		Paramedicine & Nursing

		02 6582 9445



		Vacant

		Environmental Sciences

		02 6582 9319



		Nayah Palmer

		General Tech/ Paramedicine & Nursing

		



		Tiahli Smart

		General Tech

		



		Tracey Michael

		General Tech

		










[bookmark: _Hlk181696965]Please send email correspondence relating to services provided by the technical services team to- AW & PMQ Technical Support  In the subject line please put campus and staff member  the email is for. 



All personal or confidential correspondence needs to be sent to an individual’s email account.

           

Subject information

[bookmark: _Hlk152060512]The Faculty of Science and Health Technical Services undergraduate & postgrad Course Work  S drive  provides staff with a single location for storing, developing and reviewing information relevant to undergraduate teaching in the laboratories and specialist teaching spaces. On this site you can access:



a) Risk Documentation 



An approved risk assessment (RA) and associated documentation (e.g. SWPs) is required for all activities undertaken in FoSH facilities and off-campus locations. RAs are valid for five years if no additional hazards are introduced to the activity during that time, however they must be reviewed annually and reviewed signed off on the FoSH WHS coversheet. RAs are the responsibility of the academic teaching the subject. Technical staff are available to assist if required. 



Current RAs and associated documentation are available at the Faculty of Science and Health Technical Services undergraduate & postgrad Course Work  S drive  If you do not have access to this site, please send access request to AW & PMQ Technical Support   



b) Undergraduate student building inductions 



Academic staff are responsible for the supervision of students during class time and to undertake Warden Responsibilities in the event of an emergency/evacuation. It is important that Academic staff are aware of the emergency procedures and location of assembly points in all areas that you teach.



At each session presenting at the beginning of the first class in a laboratory or specialist teaching space the appropriate undergraduate student building induction. After the presentation, all student are required to sign the FoSH WHS coversheet. Coversheet needs to be left with a technical team member for processing. 



Current PowerPoints are available at the Faculty of Science and Health Technical Services undergraduate & postgrad Course Work  S drive 





c) Practical Requirements 



Academic Staff are responsible for having updated teaching requirements and associated documentation (e.g. lab manuals etc.) in accordance with the FoSH Undergraduate & Postgraduate Course Work Documentation Policy & Procedure 



Filming Practical Sessions



AV equipment (digital cameras & tripods) is available.



Please note digital data collected and downloads is the responsibility of the academic staff member. All cameras are deleted on return. 

 



Practical Exams



Technical support is available for practical exams and can include the setting up of AV equipment (digital cameras & tripods) and standard laboratory/specialist teaching space preparation (all requirements need to be included in your subject requirements document).



Please note digital data collected and downloads is the responsibility of the academic staff member. All cameras will be deleted two weeks after session finishes.    



Equipment



a) Equipment loans-   The Technical Services Team facilitate equipment loans e.g. digital voice recorders and video cameras/tripods, a range of camping and field equipment. Please email AW & PMQ Technical Support      to arrange pick up.  In the subject line please put campus the email is for. 



b) Broken equipment- All equipment will be provided for use in good working order. If you are aware of any item that is not working or is broken in any way at the time of use please notify the Technical Services Team who will arrange repairs/maintenance and return to storage.



c) iPads-  There are iPads available that have a range of apps and are available for use. If you wish to schedule these for teaching please include the request on the Technical Support & Prac Requirements form and identifying the app/s you wish to use. For all ad hoc bookings and requests for additional apps please email AW & PMQ Technical Support 



Please allow sufficient time for technical issues to be dealt with.  



Casual room bookings



Please contact Kylie Kent  before making casual room bookings on the  Albury Campus- Bds666, 667, 669, 715 and Emelyn Smith on the Port Macquarie Campus - buildings 801 and 802,  and Shrec Building 3013

   

Housekeeping



All laboratories, practical rooms and store rooms are maintained in a clean and tidy state. Please ask students to return all equipment to storage and tidy/clean their work areas when their class is finished. This includes putting chairs away in a neat stack out of the way.

  

External Organisations/persons wishing to use/hire FoSH laboratories or specialist teaching spaces

Please contact   Kylie Kent   to organise.



External Organisations/persons wishing to use FoSH equipment

Please email    AW & PMQ Technical Support 

 

 

Please feel free to contact the Technical Team if you have any questions and for further technical information please use the link or QR code below to go the website



Technical services - Faculty of Science and Health
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Animal & Field Technical Services Information Sheet
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The following information is for new and existing academic staff who are supported by Faculty of Science Technical Services Animal and Field Team.

 

1.    Facility Induction

All new academic staff are required to undergo a facility tour and induction prior to teaching in the laboratories and/or the specialist teaching spaces located in buildings 290, Equine Centre, Cattle & Sheep Precinct and Horticulture Area on the Wagga Wagga campus. The induction will be conducted by a member of the Technical Team. Staff access card will be programmed when the induction and associated paperwork, training etc. is completed.

 

2.    Technical Support

The technical services team is responsible for delivering efficient and effective technical services and for the day-to-day management of technical facilities and equipment.  Individual technical staff have a primary area of responsibility and help out across all facilities as required. Team members include:

 

		Name

		Primary Area

		Telephone



		Joe Price

		Manager

		32123



		Felicity Stanley

		Pre Clinical Centre

		34538



		

		

		



		 Kelsey O’Neill

		Pre Clinical Centre

		34021



		Anna Dennis

		Equine Centre

		34519 



		 Wendy Ulett

		Equine Centre

		34542



		To be confirmed

		Livestock & Equine


		34240 / 32323



		Michael Gentle

		Horticulture

		34320



		To be confirmed

		Livestock (sheep)

		34319



		Quinten Flanagan

		Livestock (cattle)

		  32133





Please send email correspondence relating to services provided by the technical services team to- animalandfieldtech@csu.edu.au.  All personal or confidential correspondence needs to be sent to an individual’s email account.

3.    Subject specific support

The Faculty of Science Technical Services, Interact2 site provides staff with a single location for storing, developing and reviewing information relevant to undergraduate teaching in the laboratories and specialist teaching spaces. In this folder you can access:

a)    Undergraduate student building induction powerpoints: These are shown during O week induction tours.

Academic staff are responsible for the supervision of students during class time. It is important that you are aware of the emergency procedures and location of assembly points in all areas that you teach. Documents for each teaching area outlining emergency procedures and undergraduate induction information are available on the Interact2 site. This information is included in the induction process and must be signed by all students before taking part in practical classes.  Academic staff are responsible for ensuring each student has completed the induction process for their subject and storing the signed induction completion form.

WHS Documentation-

A risk assessment (RA) and associated documentation (e.g. safe work procedures) must be completed for all teaching activities undertaken in FoS facilities and off-campus locations. Risk assessments are valid for a period up to five years if no additional hazards are introduced to the activity during this time. However, they must be reviewed annually. The review is formally documented on the Faculty of Science WHS Coversheet.

If there are new hazards identified or the RA is over 5 years old, a new RA needs to be written. Please note completion of the risk assessment is the responsibility of the academic teaching the subject. However, technical staff are available to assist if required.  Please contact the technical team if you require assistance by emailing animalandfieldtech@csu.edu.au

Practical requirements-

The most recent requirements documentation that the technical services team has is available on the interact site for your review.


If the technical services team does not have your specific subject information please email it to animalandfieldtech@csu.edu.au 

4)    Prac exams

Technical support is available for practical exams and can include the setting up of resources and standard laboratory preparation.

If you require help with practical exams please ensure it is included in your practical requirements that are sent to the generic email address.

5)    Private study

Specialist Teaching Spaces - Unsupervised private study is available for undergraduate students to study in building 290 (Pre Clinical Centre). Students are required to follow an established procedure during private study to ensure their safety. This procedure will be circulated to all students during their facility induction.  Access is gained by contacting Joe Price- jprice@csu.edu.au

6)    Casual room bookings

Casual room bookings can be made by emailing opstimetable@csu.edu.au and making your request. Please cc Joe Price into all requests involving Animal and Field.

7)    Housekeeping

All laboratories, practical rooms and store rooms are maintained in a clean and tidy state. Please ask students to return all equipment to storage and tidy/clean their work areas when their class is finished.

 

8)    External Organisations/persons wishing to use/hire FoS laboratories or specialist teaching spaces

Please contact Joe Price to organise.

 

9)    External Organisations/persons wishing to use FoS equipment

Please email animalandfieldtech@csu.edu.au

 

Please feel free to contact the Technical Team if you have any questions.
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		Faculty of Science

Undergraduate Technical Services Information Sheet











The following information is for new and existing academic staff who are supported by Faculty of Science Technical Services Bathurst, Orange and Dubbo Area Team.



1. Facility Induction

All new academic staff are required to undergo a facility tour and induction prior to teaching in the laboratories and/or the specialist teaching spaces located on the Bathurst, Orange and Dubbo campuses. The induction will be conducted by a member of the Technical Team. Staff access card will be programmed when the induction and associated paperwork, training etc. is completed. 



2. Technical Support

The technical services team is responsible for delivering efficient and effective technical services and for the day-to-day management of technical facilities and equipment.  Individual technical staff have a primary area of responsibility and help out across all facilities as required. Team members include:



		Name

		Primary Area

		Campus

		Telephone



		Jason Poposki

		Area Manager

		Bathurst

		84817



		Sarah Strutt

		Nursing & Simulation

		Bathurst

		84499 or 86037 Sim Clinic



		Benjamin Cooke

		Exercise Science

		Bathurst

		84326



		Archana Buttsworth

		Biomedical Science & Nursing

		Bathurst

		84381



		TBC

		Paramedic

		Bathurst

		84435



		TBC

		Paramedic & Nursing

		Bathurst

		TBC



		Steven Cooke

		Chemistry & Pharmacy

		Orange

		57836



		Lisa-Anne Johnson

		Dental Simulation

		Orange

		57553



		TBC

		Microbiology

		Orange

		57848



		Christine McKenzie

		Anatomy

		Orange

		57270



		Karen Gogala

		Agriculture & Chemistry

		Orange

		57591



		Ingrid Stuart

		Biomedical Science

		Dubbo

		57327



		Hannah Ellis

		Nursing

		Dubbo

		57318







Please send email correspondence relating to services provided by the technical services team to TBA-All personal or confidential correspondence needs to be sent to an individual’s email account. 

	

3. Subject specific support

The Faculty of Science Technical Services interact site provides staff with a single location for storing, developing and reviewing information relevant to undergraduate teaching in the laboratories and specialist teaching spaces. On this site you can access:



a) Undergraduate student building induction powerpoints 

Academic staff are responsible for the supervision of students during class time. It is important that you are aware of the emergency procedures and location of assembly points in all areas that you teach. Powerpoint presentations for each building outlining emergency procedures and undergraduate induction information is available on the interact site. Please present this powerpoint at the beginning of every class during the first week of teaching and have one student sign the Faculty of Science WHS coversheet. At the completion of your classes in the first week please leave the coversheet with a member of the technical team for processing.  

b) Subject specific information

· Laboratory Manuals- 

The most recent laboratory manual has been uploaded to the interact site for your review.



If the technical services team does not have your laboratory manual, or do not have the latest version, please email it to  TBA



· WHS Documentation-

A risk assessment (RA) and associated documentation (e.g. safe work procedures) must be completed for all teaching activities undertaken in FoS facilities and off-campus locations. Risk assessments are valid for a period up to five years if no additional hazards are introduced to the activity during this time. However, they must be reviewed annually. The review is formally documented on the Faculty of Science WHS Coversheet. The most recent risk assessment documentation that the technical services team has is uploaded to the interact site for your review.

If there are new hazards identified or the RA is over 5 years old, a new RA needs to be written. Please note completion of the risk assessment is the responsibility of the academic teaching the subject. However, technical staff are available to assist if required.  Please contact the technical team if you require assistance by emailing TBA

· Practical requirements- 

The most recent requirements documentation has been uploaded to the interact site for your review.



If the technical services team does not have your specific subject information please email it to TBA



4) Prac exams

Technical support is available for prac exams and can include the setting up of AV equipment (digital cameras & tripods) and standard laboratory preparation. 



If you require help with prac exams please ensure it is included in your practical requirements in the interact site. 



Please note digital data collected and downloads is the responsibility of the academic staff member. All cameras will be deleted two weeks after session finishes.



5) Private study – SCH Students 

Specialist Teaching Spaces (Bds 1006 and 1014) - Unsupervised private study is available for undergraduate students to practice their clinical skills. Students are required to follow an established procedure during private study to ensure their safety. This procedure will be circulated to all students during their facility induction.



· All areas except anatomy – students to come to laboratories technical office for room availability and access. 

· Anatomy Laboratory – private study is available in the anatomy laboratory when a staff member is in attendance. Days and times will be established at the beginning of each session.

4. Equipment

a) Equipment loans- The Technical Services Team facilitate equipment loans e.g. timing gates, vertec, cpr manikins and training AEDS. Please email TBA  to arrange pick up. 



b) Broken equipment – All equipment will be provided for use in good working order. If you are aware of any item that is not working or is broken in any way at the time of use please notify the Technical Services Team who will arrange repairs/maintenance and return to storage. 

6) Casual room bookings

To organise an unscheduled practice activity or additional assessment for your subject, please use the following steps

Please cc Jason Poposki into all requests for Bathurst, Steven Cooke for Orange, Ingrid Stuart for Dubbo.

 

i. Check that the space is free by reviewing timetable for laboratories and clinical spaces, or contacting the relevant timetable team.

ii. Once you have determined a suitable time and space, contact technical manager jpoposki@csu.edu.au for approval. Include in this request the room, time and equipment form indicating requirements for these sessions.  

iii. Once approval is granted, please complete a casual timetable booking for the space by emailing opstimetable@csu.edu.au . Please ensure that it is only booked for the required period, not the entire session.



7) Housekeeping

All laboratories, prac rooms and store rooms are maintained in a clean and tidy state. Please ask students to return all equipment to storage and tidy/clean their work areas when their class is finished. This includes putting chairs away in a neat stack out of the way.



8) External Organisations/persons wishing to use/hire FoS laboratories or specialist teaching spaces

Please contact Jason Poposki to organise.



9) External Organisations/persons wishing to use FoS equipment

Please email TBA 





Please feel free to contact the Technical Team if you have any questions.
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		Faculty of Science

Undergraduate Technical Services Information Sheet











The following information is for new and existing academic staff who are supported by Faculty of Science Technical Services Life Sciences and Health Team.



1. Facility Induction



All new academic staff are required to undergo a facility tour and induction prior to teaching in the laboratories and/or the specialist teaching spaces located on the Wagga Wagga campus. The induction will be conducted by a member of the Technical Team.  Technical staff will ensure the facilities are open and available for classes and activities scheduled on the timetable.





2. Technical Support



The technical services team is responsible for delivering efficient and effective technical services and for the day-to-day management of technical facilities and equipment.  Individual technical staff have a primary area of responsibility and help out across facilities as required. Team members include:



		Name

		Primary Area

		Telephone



		Charmaine Carlisle

		Technical Manager

		32873



		Jagga Bikshapathi

		Anatomy, Physiology

		32354



		Genevieve Campbell

		Oral Health

		34808



		Myf Clark

		Anatomy, Physiology and Food Science

		34597



		Rujuan Huang

		Biotechnology and Biomedical Science

		32353



		Sajid Latif

		Chemistry

		32354



		Michael Loughlin

		Chemistry and Instrumentation

		32354



		Jack Maloney

		Plant and Soil Science

		



		Erin May

		Microbiology and Biotechnology

		32354



		Jennifer Maybury

		Pathology and Biomedical Science

		32354



		Kylie-Jayne Power

		Nursing and MRS

		32274



		Jordan Saunders

		Nursing and MRS

		32082



		Fiona Schneiders

		Microbiology and Biotechnology

		32354



		Vincent West

		Plant and Soil Science,  Food and Wine Science

		34703



		TBA – Technical Officer

		Biological Sciences

		TBA







Please send email correspondence relating to services provided by the technical services team to lifesciandhealthtech@csu.edu.au with the subject code in the heading.  All personal or confidential correspondence should be directed to an individual’s email account. 



	

3. Subject specific support

The Faculty of Science Technical Services Interact2 site provides staff with a single location for storing, developing and reviewing information relevant to undergraduate teaching in the laboratories and specialist teaching spaces. On this site you can access:



a) Facility specific information

· Undergraduate student building induction powerpoints 

Academic staff are responsible for the supervision of students during class time and during student practice sessions. It is important that you are aware of the emergency procedures and location of assembly points in all areas that you teach. 



Powerpoint presentations for each building outlining emergency procedures and undergraduate induction information is available on the interact site. Please present this powerpoint at the beginning of every class during the first week of teaching and have one student sign the Faculty of Science WHS coversheet. At the completion of your classes in the first week please leave the coversheet with a member of the technical team for processing.





· Facility Manuals



Facility manuals are available in the laboratory and on the interact site for your review.



If the technical services team does not have your laboratory manual, or do not have the latest version, please email it to lifesciandhealthtech@csu.edu.au





b) Subject specific information



· WHS Documentation

A risk assessment (RA) and associated documentation (e.g. safe work procedures) must be completed for all teaching activities undertaken in FoS facilities and off-campus locations. Risk assessments are valid for a period up to five years if no additional hazards are introduced to the activity during this time. However, they must be reviewed annually. The review is formally documented on the Faculty of Science WHS Coversheet.  The most recent risk assessment documentation that the technical services team has is uploaded to the interact site for your review.



If there are new hazards identified or the RA is over 5 years old, a new RA needs to be written. Please note completion of the risk assessment is the responsibility of the academic teaching the subject. However, technical staff are available to assist if required.  Please contact the technical team if you require assistance by emailing lifesciandhealthtech@csu.edu.au

· Hazardous Substance Risk Assessments

· Practical requirements 

Academic Staff are responsible for having updated teaching requirements and associated documentation (e.g. lab manuals etc.) to lifesciandhealthtech@csu.edu.au and the Technical Staff member providing primary support for their subject at least 6 six weeks before session commences. 



The most recent requirements documentation has been uploaded to the interact site for your review.  If the technical services team does not have your specific subject information please email it to lifesciandhealthtech@csu.edu.au 



4. Filming Practical Sessions



Please email requests for filming practical sessions, demonstrations or creation of online teaching material to lifesciandhealthtech@csu.edu.au and the Technical Staff member(s) providing support for the subject.



Teaching spaces used for filming must be booked on the timetable.  Please contact Charmaine Carlisle to request a casual booking.





5 Licences and Certifications

Many of our staff have specific licences and certifications to help facilitate teaching needs including;

· Venepuncture

· Food Safety Handling, Food Safety Supervisor and MSA Chiller Assessment.

· Responsible Service of Alcohol

· Chemcert AQF3

All of our technical staff are first aid trained and certified to respond to a first aid incident.



6 Practical Exams

Technical support is available for prac exams and can include the setting up of resources, equipment and standard laboratory preparation. 



If you require help with prac exams please ensure it is included in your practical requirements that are sent to lifesciandhealthtech@csu.edu.au.





7 Equipment

All equipment will be provided for use in good working order.  If you are aware of any item that is not working or is broken in any way at the time, please notify the technical services team who will arrange for repairs and maintenance of the broken equipment.  Technical staff will also be able to advise if there is spare or alternative equipment that can be utilised in the event of equipment failure.



8 Casual room bookings



To organise an unscheduled practice activity or additional assessment for your subject, please use the following steps

Please cc Charmaine Carlisle into all requests for involving Life Sciences and Health Facilities on Wagga campus, including buildings 10, 30, 263, 268, 283, 289, 400, 404 and 412.

 

a. Check that the space is free by reviewing timetable for laboratories and clinical spaces, or contacting the relevant timetable team.

b. Once you have determined a suitable time and space, contact technical manager Charmaine Carlisle for approval. Include in this request the room, time and requirements.  

c. Once approval is granted, please complete a casual timetable booking for the space by emailing opstimetable@csu.edu.au. Please ensure the booking is for the required period, not the entire session.





9  Timetable changes



Please email any timetable changes for a subject or activity to Charmaine Carlisle and the Technical Staff member(s) providing support for the subject.  





10 Housekeeping



All laboratories, specialist rooms and store rooms are maintained in a clean and tidy state. Please ask students to return all equipment to storage and tidy/clean their work areas when their class is finished.  





11 External Organisations/persons wishing to use/hire FoS laboratories, teaching spaces or equipment



A hire form must be completed for all external organisations and persons using or hiring the laboratories, specialist spaces or equipment.  



Please contact Charmaine Carlisle for more information on facilities, equipment, fee schedules or bookings. 



Please feel free to contact the Technical Team if you have any questions.
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Nursing Technical Team Information Sheet 









Facility Induction

All new academic staff are required to undergo a facility tour and induction prior to teaching in the simulated learning environment (SLE) and/or the specialist teaching spaces (list at end of this document). The induction will be conducted by a member of the Technical Team. Staff access card will be programmed when the induction and associated paperwork, training etc. is completed.



Technical Support

The Technical Team is responsible for delivering efficient and effective technical services and for the day-to-day management of technical facilities and equipment.  Individual technical staff have a primary area of responsibility and help out across all facilities as required. Area Managers and Team Members whose primary responsibility is Nursing include:



		Albury-Wodonga & Port Macquarie Team

		Location

		Telephone



		Kylie Kent (Manager)

		Albury

		02 6051 9884



		Amy Barnett

		Port Macquarie

		02 6582 9475



		Sam Cook

		Port Macquarie

		02 6582 9481



		Annie Boulton

		Albury

		02 6051 9041



		Judith McDonald

		Albury

		02 6051 9137



		 Email-  Albury-Wodonga & Port Macquarie Tech







		Bathurst, Orange & Dubbo

		Location

		Telephone



		Jason Poposki (Manager)

		Bathurst

		02 6338 4817



		Sarah Strutt

		Bathurst

		02 6338 449 or 026338 6037 (Sim Clinic)



		Latoya Williams

		Bathurst

		



		Barbara Whitton

		Dubbo

		02 6885 7329



		 Email- Bathurst, Orange & Dubbo Tech







		Life Sciences & Health Team

		Location

		Telephone



		Charmaine Carlisle (Manager)

		Wagga

		02 6933 2873



		Kylie-Jayne Power

		Wagga

		02 6933 2274



		Jordon Saunders

		Wagga

		02 6933 2082



		Email- Life Science & Health Tech





		

		

		

		

		

		

		





Subject information

[bookmark: _Hlk152060512]The Faculty of Science and Health Technical Services undergraduate & postgrad Course Work  S drive  provides staff with a single location for storing, developing and reviewing information relevant to undergraduate teaching in the SLE and specialist teaching spaces. On this site you can access:



a) Risk Documentation- 



Approved risk assessment (RA) and associated documentation (e.g. SWPs) is required for all activities undertaken in FoSH facilities and off campus locations. RAs are valid for five years if no additional hazards are introduced to the activity during that time, however they must be reviewed annually and reviewed signed off on the FoSH WHS coversheet. 



b) Undergraduate student building inductions 



Academic staff are responsible for the supervision of students during class time and to undertake Warden Responsibilities in the event of an emergency/evacuation. It is important that Academic staff are aware of the emergency procedures and location of assembly points in all areas that you teach.



At the beginning of the first class each session academic staff present the appropriate undergraduate student building induction. After the presentation, all students are required to sign the FoSH WHS coversheet. Coversheet needs to be left with a technical team member for processing. 



Current PowerPoints are available at the Faculty of Science and Health Technical Services undergraduate & postgrad Course Work  S drive 





c) Practical Requirements 



[bookmark: _Hlk209010022]Subject convenors are responsible for having updated teaching requirements and associated documentation (e.g. SLE manuals etc.) in accordance with the FoSH Undergraduate & Postgraduate Course Work Documentation Policy & Procedure . 



Lead technical Officer will coordinate practical requirements with the subject convenor, distribute the documentation to the technical support staff on each campus and organise a meeting for all Primary Support to discuss/plan. This will ensure appropriate flow of information and equity across campuses.



Time tabling - As a courtesy, please inform technical staff of any timetable changes that are made.

Please attempt to book all OSCE’s during the timetabling process for internal classes.



Broken equipment- All equipment will be provided for use in good working order. If you are aware of any item that is not working or is broken in any way at the time of use, please notify the Technical Services Team who will arrange repairs/maintenance and return to storage.



Housekeeping- All areas, SLE, practical rooms and storerooms are maintained in a clean and tidy state. 

· Please ask students to return all equipment to storage and tidy/clean their work areas when their class is finished. This includes putting chairs away in a neat stack out of the way.

· Please ensure students recycle consumables as per instructions from technical staff, specifically NO NEEDLES, but also includes ensuring students do not just put all rubbish into recycle tubs. Please make them accountable and encourage good practice before they finish class.

   

Please feel free to contact the Technical Team if you have any questions and for further technical information please use the link or QR code below to go the website



Technical services - Faculty of Science and Health



[image: A qr code with a few black squares

AI-generated content may be incorrect.]

Bookable Simulation Spaces- 



		Campus 

		Building

		Room Number

		Common Name

		Number of Beds

		Capacity



		Albury

		666

		204-206

		Simulation ward

		6

		16



		

		666

		216

		Simulation ward

		6

		16



		

		715

		142-143

		Debrief room

		n/a

		32



		Port Macquarie

		801

		3032

		Simulation Ward 

		8

		32



		

		801

		3040

		Task Trainer Room

		3

		9



		

		801

		3035

		Debrief room

		n/a

		32



		Bathurst

		1293

		104-107

		Nursing Skills Ward

		4

		16



		

		1293

		103

		Nursing Skills Ward

		4

		16



		

		1293

		109

		Nursing Skills Ward

		4

		16



		

		1293

		xx

		Nursing Skills Ward

		4

		16



		

		1455

		104-107 

		Sim Centre Nursing

		6

		24



		Wagga Wagga

		10

		208

		Nursing Skills Ward

		8

		32



		

		10

		248

		Sim Clinic

		8

		32



		

		30

		227-229

		Homeroom

		1

		12



		Dubbo 

		902

		111-113

		Nursing Skills ward

		4

		16



		

		902

		114

		Debrief Room

		0

		32
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		Specialist Teaching Space & Laboratory Classes



		Please provide feedback on how your subject went this session.



		Session:



		Subject Code:



		Campus:

		Staff Member:



		Equipment:

Was the equipment satisfactory?



What changes, if any, could be made to the equipment list to improve this subject?



Was any equipment broken or lost? If so, what was the item/s?



		Facility & specialist teaching space:

Were the teaching spaces booked for this subject appropriate?



What changes, if any, could be made to improve the teaching space



		Technical Support:

Was there adequate technical support for this subject?

Were rooms set up as request?

Were consumables available as requested?



		Risk mitigation:

Did any accidents/incidents occur during this subject?



Were additional hazards identified that need to be added to the risk assessment? If yes, what are they?





		Practical Number: 

		Suggested modifications:



		1

		



		2

		



		3

		



		4

		



		Add weeks as required

		



		Other comments/suggestions:
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		Wagga Wagga Field Based Teaching Facilities 



		Please provide feedback on how your subject went this session.



		Session:



		Subject Code:



		Campus: Wagga Wagga

		Staff Member:



		Equipment:

Was the equipment satisfactory for the subject?



What changes, if any, could be made to the equipment list to improve this subject in the future?



Was any equipment broken or lost? If so, what was the item/s?



		Field based teaching facilities: 

Were the teaching spaces booked for this subject appropriate?



What changes, if any, could be made to improve the teaching space?



		Technical Support:

Was there adequate technical support for this subject?

Were facilities set up as request?

Were consumables available as requested?



		Risk mitigation:

Did any accidents/incidents occur during this subject?



Were additional hazards identified on this subject that can be added to the risk assessment? If yes, what are they?





		Practical Number 



		Suggested modifications:



		1

		



		2

		



		3

		



		4

		



		Add weeks as required

		



		Other comments/suggestions:
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		Fieldwork 



		Please provide feedback on how your subject went this session.



		Session:



		Subject Code:



		Campus: 

		Staff Member:



		Students:

How many students did you expect to attend?



How many students attended?



Did the students enjoy the fieldtrip overall (e.g. as gauged by their comments, participation in activities etc.)?



Were there any comments of note made by the students about the fieldtrip? If so, what were the comments?





		Equipment:

Was the equipment satisfactory for the subject?



What changes, if any, could be made to the equipment list to improve this subject in the future?



Was any equipment broken or lost? If so, what was the item/s?



		Vehicles & Transport logistics:

Were the vehicles booked appropriate?



Were the transport logistics/arrangements suitable for the purposes of the fieldtrip?



What changes, if any, could be made to improve vehicle and transport logistics?



		Catering:

Did the participants enjoy the food provided?



Were adequate amounts of food provided during the fieldtrip?



Were attendees with specific dietary requirements well catered for?



What changes, if any, could be made to improve catering on this fieldtrip in the future?



		Accommodation:

Was the accommodation appropriate for the fieldtrip?



What changes, if any, could be made to improve accommodation?



		Program:

Was the program appropriate for this fieldtrip (e.g. too complex or too relaxed)?



Was the location appropriate for this type of fieldtrip?



What changes, if any, could be made to improve the program?





		Risk mitigation:

Did any accidents/incidents occur during this subject?



Were additional hazards identified that need be added to the risk assessment? If yes, what are they?





		Staff:

Was there adequate academic and technical staff for this fieldtrip?



Did this fieldtrip require staff to work overtime?



What changes, if any, could be made to improve staffing on future fieldtrips?



		Other comments/suggestions:
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		Technical Staff



		Please provide feedback on how the subject you supported went this session.



		Session:



		Subject Code:



		Campus:

		Staff Member:



		Requirements:

Did you receive requirements at an appropriate time?



Did the academic staff member make themselves available to discuss subject delivery? 



		Facility & specialist teaching space:

Were the teaching spaces booked for this subject appropriate?



What changes, if any, could be made to improve the teaching space?



		Technical Support:

Was there adequate workload allocated for this subject?



		Risk mitigation:

Did any accidents/incidents occur during this subject?



Were additional hazards identified on this subject that can be added to the risk assessment? If yes, what are they?





		Practical Number:



		Suggested modifications:



		1

		



		2

		



		3

		



		4

		



		Add weeks as required

		



		Other comments/suggestions:
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PROCEDURE FOR ORGANISING CATTLE PRACTICALS FOR FOSH TEACHING PRACTICALS.



Background 

The cattle herd is ‘owned’ by the CSU Farm. The Farm Manager is responsible for the general welfare of the cattle and the purchase/sale of cattle. 

The Farm provides the Faculty of Science and Health with cattle for teaching purposes.

Once the cattle enter the FOSH cattle yards, for teaching, the animals become the responsibility of the FOSH Animal & Field Technical Team.

Communication with the Farm

It is the responsibility of the assigned Technical Officer- within to communicate with the Farm Manager regarding the provision of cattle for teaching. The following process with be used.

1. In accordance with the FOSH Laboratory, Specialist Teaching Space and Fieldwork Undergraduate and Postgraduate Course Work Documentation and Procedure, Schools will provide the Technical Team with class practical requirements (including details of the number, breed and attributes of animals required). The Team Manager will take appropriate follow-up action if requirements are not provided in a timely manner. 

2. At least 4 weeks prior to the commencement of session cattle practical requirements will be emailed to Farm Manager. If academic staff have failed to provide the necessary detail to the Technical Team, the Farm Manager will be notified of the delay. 

3. These practical requirements will be accompanied by an Excel sheet document with an easy-to-read timetable of practicals in table form, with subject name, numbers and description of the type of cattle requested, and the academic responsible.

4. It is expected the Farm Manager will communicate any concerns they may have at least two weeks prior to the relevant class

5. It is expected that if the Farm Manager is away on leave, then this information will be relayed with a contact number for this person, for emergencies.

Provision of Cattle 

The Farm Manager will ensure that the required cattle are moved to the FOSH yards at least, 30 minutes before class commences. 

The responsible Technical Officer and Academic Staff member will make an assessment as to whether the cattle provided are in accordance with the requirements communicated to the Farm. Any discrepancies or concerns will be communicated to the Farm Manager as soon as possible following the conclusion of the class. If the animals are unsuitable for the class the Farm Manager will be notified by mobile phone immediately so alternative animals may be provided.



At the conclusion of class, the Technical Officer will move the cattle into the back yards for collection by the Farm. Technical Staff may move the animals to an alternate location if requested by the Farm Manager and able to do so.





The Animal & Field Team staff may assist the Farm to bring the cattle the FOSH yards if Farm staff are unable to do so and will require the use of the farm side by side vehicle. This needs to be prearranged by the farm manager with the technical staff the day before class and is dependent on technical staff availability.



Any injuries to stock whilst in the care of the Animal and Field Team must be reported to the Farm Manager as soon as possible. All required records must be maintained by A&F staff for ACEC compliance.



Signed: Joe Price

Manager, Animal & Field Technical team



Signed: James Stephens

Farm Manager

CSU Commercial Farm
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