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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, evacuation procedures, assembly point, who calls the fire brigade, not using extinguishers unless trained, not propping open fire doors. 

	
	

	Show fire action notice, location of extinguishers, and fire exits.

	
	

	First aid: name(s) of first aider(s), location of first aid equipment (including any AEDs), importance of ensuring that used items are replenished. 

	
	

	Rules on smoking (i.e. no smoking permitted, or use of designated areas and need to ensure safe disposal if smoking is permitted on site). 

	
	

	Show health and safety law poster and Employers Liability Insurance Certificate.

	
	

	The need to report any accidents, incidents (including verbal/physical abuse), near misses, and/or occupational ill health - who to report to and how these are recorded (i.e. accident book, forms, online system etc.). 

	
	

	Hazard/defect reporting e.g. damaged equipment/flooring etc. - who to report to and how. 

	
	

	The need to complete visual checks of electrical equipment before use, and to report (and take out of use) any equipment which is not safe - who to report to and how. Not working on or repairing electrical installations/equipment unless competent and authorised to do so. 

	
	

	Use of computers – provide information on safe use of DSE and ensure that a workstation assessment is completed and recorded for the new starter if they are identified as a ‘user’, and that any identified issues are remedied as soon as possible. 

	
	

	Housekeeping - the importance of maintaining high standards of housekeeping for all work areas, stacking items safely on shelves and racking, not obstructing routes, keeping areas clean.

	
	



	Is the new starter authorised to use any hazardous substances?
Has this been made clear?


	
	

	Safety when using hazardous substances - information about which products the new starter is authorised to use (or not), details of safe use (including items of PPE to be worn), storage, and location of written safety information about the products (i.e. COSHH assessments and safety data sheets). 

	
	

	New starter briefed on the COSHH assessments relevant for their role.


	
	

	Is the new starter authorised to use any power tools or fixed machinery? Has this been made clear?


	
	

	Safety when using power tools/fixed machinery - safe start up procedures, how to adjust guards, not removing guards, items of PPE to be worn, importance of using correct tool for purpose, use of battery or reduced voltage tools, safe close down/lock off procedures. 
Use a separate detailed induction/training sheet for each power tool/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:


	
	

	Work at height - importance of using correct access equipment to access high storage and the importance of checking that steps/kickstools are in good condition before using and sensible footwear. Arrange work at height training for those involved in significant work at height activities.

	
	

	Manual handling - safe lifting techniques and the importance of lifting within personal safe limits, using the available manual handling aids (e.g. trolleys etc.) and asking for assistance where necessary. Arrange manual handling training for those involved in significant manual handling activities.

	
	

	Show the location of welfare facilities – i.e. toilets, changing rooms, showers, kitchen facilities etc.

	
	

	Show the location of the Health and Safety Policy and brief the new starter on the importance of understanding the content and providing feedback to managers on any required improvements that they identify. 

	
	

	Discuss how staff are consulted on H&S matters (e.g. directly, via H&S Reps/Representatives of Employee Safety, H&S Committee etc.) and who they can report any H&S concerns to. 
	
	



	Complete Driver Licence check (for any new starters with driving duties). 

	
	

	Importance of not working (and/or driving/using machinery) under the influence of alcohol or drugs (including any over the counter/prescribed medication that may impair ability). 

	
	

	Rules for safe use of company vehicles and/or driving own vehicles on company business. 

	
	

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

	
	

	List here any PPE which has been issued personally to this staff member:

	
	

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

	
	

	New starter briefed on the risk assessments relevant for their role.


	
	


Add here any particular health and safety rules and requirements relating to specific aspects of the job e.g. work on client sites, construction sites, confined spaces, asbestos, educational visits 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 relevant to my role.




New Starter 





Date 



                      (Print Name)




                      (Signature)
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