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Health & Safety Induction Checklist 



Name of New Starter:





Start Date:

	Induction area
	Y/N or N/A
	Initials of Person Providing Induction

	Fire procedure including: raising the alarm, assembly point, who calls the fire brigade, not using extinguishers unless trained


	
	

	Show fire action notice, location of extinguishers and fire exits

	
	

	First aid: equipment location, name of first aider, importance of telling first aider if first aid required, vehicle first aid kits – importance of refilling as required


	
	

	Smoking rules: Only smoking outside, using proper receptacle for smoking materials, not smoking in company vehicles, importance of following client’s site smoking rules when away from office


	
	

	Show health and safety law poster and Employers Liability Insurance Certificate


	
	

	Accident reporting – who to report to, location of accident book, importance of also reporting near misses


	
	

	Hazard reporting eg equipment damage, flooring – who to report to


	
	

	Check electrical equipment for damage before plugging in. Report and take out of use any equipment which is not safe. Not working on or repairing electrical installations/equipment unless competent and authorised


	
	

	Use of computers – check that a workstation assessment has been undertaken if the new starter is using them regularly. Check that they know the main hazards and how to work safely at the computer eg adjusting chair height and that an eyesight test can be paid for on request


	
	

	Housekeeping: Importance of maintaining high standards of tidiness, stacking safely on shelves and racks, not obstructing routes, keeping areas clean


	
	

	Heavier items on lower shelves/racks with lighter/infrequently accessed items on higher shelves


	
	



	Is the new starter authorised to use any chemical or flammable substances?  Yes/No   Has this been made clear?


	
	

	Safety when using flammable liquids: Information about which products the new starter is authorised to use (or not), details of safe storage, location of written safety information about the products


	
	

	Safety when using chemicals: Information about which products the new starter is authorised to use (or not), safety rules for each one, PPE to be worn, location of written safety information about the products


	
	

	Is the new starter authorised to use any power tools or workshop machinery? Yes/No  Has this been made clear?


	
	

	Safety when using power tools/machines including: how to adjust guards, not removing guards, which PPE to be worn, importance of using correct tool for purpose, use of battery or reduced voltage tools

Use a separate detailed induction sheet for each machine except for simple tools


	
	

	List here the tools and machines that the person has been trained in and is authorised to use:

List here the power tools/machines which are accessible but the person is not authorised to use:


	
	

	Access to heights: Importance of using correct access equipment to access high storage and the importance of checking that steps/kickstools are in good condition before using


	
	

	Safe lifting techniques and the importance of lifting within personal safe limits, using the available trolleys and asking for assistance. Show where trolleys are stored. (Arrange manual handling training for those involved in significant lifting activities)


	
	

	Show the toilet and kitchen facilities available and importance of keeping them clean


	
	

	Show the Health and Safety Manual including policy and risk assessments, importance of understanding contents and providing feedback to managers if these require improvement


	
	




	Driver licence check


	
	

	Importance of not working or driving under the influence of alcohol or drugs


	
	

	Rules for safe use of company vehicles


	
	

	Importance of informing manager of any ill health or prescribed medication that could affect ability to work safely


	
	

	List here any PPE which has been issued personally to this person


	
	

	Importance of wearing PPE when required to reduce personal risk and also where required by a client eg hard hat areas, look after personal protective equipment and report loss or damage to Manager


	
	




Add here any particular health and safety rules and requirements relating to specific aspects of the job 


eg work on customer sites, construction sites, confined spaces, asbestos etc.




New Starter’s Declaration



I confirm that I have received the induction described above and that I will assist [Company Name] 


In maintaining a healthy and safe place of work. I have read a copy of the company’s health and safety 


policy and risk assessments.




New Starter 





Date 



                      (Print Name)




                      (Signature)
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Disclaimer





These example forms, checklists and model policies are provided by Hettle Andrews for general guidance on matters of interest.  In making these documents available to a general and diverse audience it is not possible to anticipate the requirements or the hazards of any subscriber’s business.  Users are therefore advised to carefully evaluate the contents and adapt the forms and checklists to suit the requirements of each situation.  Hettle Andrews does not accept any liability whatsoever for injury, damage or other losses which may arise from reliance on this information and the use of these documents.





Copyright of these documents remains with Hettle Andrews and whilst subscribers are permitted to make use of them for their own purposes, permission is not granted for resale of the intellectual property to third parties. 
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