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EMPLOYEE TAKE HOME PACK 

1. ALWAYS wear your Personal Protective Equipment E.g. Hardhat, gloves, steel cap boots, ear
plugs, glasses, vests etc. and you MUST have your WHITE CARD on site with you at ALL TIMES.

2. For ANY workplace injury or accident. Ring the office IMMEDIATELY on (02) 9738 1511; where
possible, complete the NASS incident report form and ensure you notify your Supervisor and/or
client.

3. NEVER do anything on site you are not happy, trained / ticketed for or feel uncomfortable with.
Call the NASS Safety department on 0437 513 199 to discuss any concerns. Your Safety is always
our main concern. Please talk to us as we encourage your feedback.

4. Look out for your work mates and other trades. Work as part of the NASS team and ensure your
communication is clear.

5. ALWAYS make sure your hours of work are signed on a Day Docket – ‘No Docket or Signature’
will delay the processing of your pay!  ALL equipment used must be documented on the docket.

6. To submit your daily dockets, please take a clear photo and forward to Allocations Coordinator
email address allocations@nassservices.com.au (Preferred Method). Where email is not
available a photo of your docket must be sent to 0412 354 582 and must be clear.

ALL DAY DOCKETS TO BE SUBMITTED NO LATER THAN 9AM EVERY 
MONDAY MORNING. 

7. Ring 0412 354 582 – Allocations Coordinator at 3pm if your job is finished and you are looking 
for work the next day, OR if you cannot work the next day.

8. If you are sick and cannot attend work, you MUST CALL OR MESSAGE the Allocations 
Coordinator before 5:30am on 0412 354 582 and supply a Medical Certificate. If you are 
absent from work after a long weekend, public holiday or RDO you must also supply a 
Medical Certificate.

mailto:allocations@nassservices.com.au
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DAY DOCKETS 

Below is a sample of how your Day Docket should be completed.  Without a ‘Day Docket’ we cannot process 
your pay or invoice the Customer therefore it is imperative that your ‘Day Docket’ is complete and completed 
correctly. 

 

 
Some Important Points to Remember 
 

➢ Your docket must be signed by the Customer/Client 
➢ It must be clear (NO INFORMATION CROSSED OUT OR SCRIBBLE) 
➢ Remember to take off your ½ hr break from your total hours each day. 
➢ NO LUNCH BREAK will not be accepted. Where this is has been written the half hour will be deducted 
➢ Note all Nass & hired equipment you have used, even brooms and shovels. 
➢ If you are on the same site all week you may use one docket for the whole week – just put the date of 

each day on the side. 
➢ More than one person may be signed for on the one docket, just make sure each person is named for each 

day. 
➢ If you are not returning to the same site the next day, remember to take home your PPE gear (i.e. gloves, 

hard hat) for your next job. 
➢ When you get down to the last 5 dockets in your book ring the office for a new book to be sent out. 

 
At the end of each week you must email your signed day docket to the Nass office. Refer to page 1, Items 6 
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