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HEALTH AND SAFETY INDUCTION TRAINING CHECKLIST
This checklist is designed to assist in health and safety induction training. Please take the time needed to go through the following with your new member of staff. Where applicable, ensure that you cover the domestic and safety details listed below.

	Company Name:

	


	Employee Name

	


	Job Title

	


	Department

	


	Location

	


	Start Date

	





Please explain the following to the employee. Place an ‘X’ in the relevant boxes and state ‘N/A’ where not applicable.
	Local Facilities

	X

	
Welfare and amenity provision

	

	
Identify no smoking areas and smoking areas

	

	
	

	
	

	Health and Safety Policy and Information

	X

	Check that the individual understands their responsibilities under law. 
For example, to co-operate with employer, follow procedures, safe systems of work, etc

	

	
Health and Safety – What you should know poster

	

	
Health and safety policy of the organisation

	

	Work specific health and safety topics, including risk assessment, issue of Person Protective Equipment (PPE), etc 
Explain that further job specific training will be given
	

	
Line managers responsibility for health and safety

	

	
Role of the health and safety rep/advisor

	

	
Arrangements for consultation with employees

	

	Role of maintaining safe plant, premises, and equipment 
Include who to report defects to

	

	
	

	
	

	Accident/Near Miss/Hazard Reporting

	X

	
Where to find the report form and accident book

	

	
Who to report to

	

	
Reiterate the importance of reporting all accidents/ near misses and hazards

	

	
	

	
	

	Fire Safety

	X

	Stating the difference between a fire and a security alert

	

	What it sounds like 
Plus, any visual indications i.e. flashing beacons

	

	
When it is tested

	

	
Nearest fire exit routes and how they are marked

	

	
Fire assembly point locations

	

	
Who the Fire Evacuation Wardens are

	

	
How to raise the alarm if discover a fire

	

	
	

	
	

	Please detail any other additional information provided


	












	Health and Safety Induction Training Checklist
Confirmation Record


	I acknowledge that the information detailed in the health and safety induction checklist above has been provided and that I have been given the opportunity to ask for clarification on any matters I do not fully understand.



	Employee Name:                                                                        Signature:


	Induction completed by:                                                            Signature:


	Date:




Both the employee and the member of staff completing the induction should retain a completed copy of this document for the employee file and employee training records file.
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