RECORD OF FIRST DAY HEALTH and SAFETY INDUCTION
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	Employee Name
	

	Section
	

	Service
	

	Directorate
	


	1. Prior to first day

	Desk and chair, diary, stationery etc provided
	

	Computer, network access, Groupwise set up
	

	Identity Pass, Car Parking Pass etc arranged
	

	Information provided on working hours, location, car parking arrangements, dress code etc
	

	Work plan drafted
	

	Other team members and regular contacts informed of joining arrangements
	

	Pre-employment medical screening arranged (Occupational Health to be informed of any relevant conditions)
	


	2. General

	Corporate Health and Safety Statement of Intent (outline its purpose)
	

	Safety procedures and rules, Section arrangements
	

	Findings of risk assessments, control measures in force
	

	Appropriate documents issued
	

	
	

	3. Hazards

	Reporting procedures for hazards (e.g. report to supervisor immediately who will then arrange for any necessary work to be done)
	

	Requirement to keep walkways, floor, stairs, etc free of obstruction (files, boxes, etc).
	

	Information on safe and correct use of office and other work equipment
	

	Informed of duty to report to Section Head/Line Manager any defects, etc found in furniture, fittings, etc.
	

	
	

	4. Work Equipment

	Details of equipment to be used, what checks are to be undertaken prior to use, how to use it safely.
	

	
	

	5. Machinery

	Details of how to operate it safely, how guards or other safety devices must be used.
	

	How to stop it in the event of an emergency.
	

	
	

	6. Electrical Safety

	Routine checks to be made of electrical equipment before use, check plugs, leads for signs of damage or wear, defective equipment to be taken out of service and report to supervisor.
	

	
	

	7. Use of Display Screen Equipment and Workstation

	Issue ‘self assessment’ checklist
	

	Layout of workstation, how adjust equipment e.g. chair, monitor, etc.
	

	Arrangements for eye sight tests.
	

	Work breaks.
	

	Use of software.
	

	
	

	8. Hazardous Substances (where applicable)

	Always check labels, names, etc on containers before using their contents.
	

	Check safety precautions with supervisor before handling any materials with which you are not familiar.
	

	Details of substances that may be used, safety precautions, First-Aid procedures in event of exposure.
	

	Protective Clothing – what must be used, how and where available (if applicable).
	

	If in doubt – always ask.
	

	
	

	9. Infection Control Procedures (where applicable)

	Procedures for dealing with contaminated material, sharps and bodily fluids.
	

	
	

	10. Personal Safety and Security

	Site Visits (where applicable) – arrangements for logging in and out, arrangements for arranging visits – checking whether there is a known risk of violence, etc.
	

	Need to wear ID at all times.
	

	Arrangements for controlling visitors.
	

	Arrangements for working alone.
	

	Issue and use of personal alarms (where applicable).
	

	Arrangements for interviewing clients, use of panic alarms, etc (where applicable).
	

	
	

	11. Accident Reporting and First Aid

	All accidents (however slight), incidents, dangerous occurrences and near misses must be reported to supervisor and injuries treated by a first aider where appropriate. Outline first aid arrangements, including how to find a first aider, whereabouts of first aid facilities.
	

	Details of all accidents must be correctly recorded in the Accident Book (Form B1510) and on an Accident Incident Report Form – this should be completed as far as possible by the employee and also by the line manager. Information on how to complete and where to find an AIR form provided.
	

	
	

	12. Fire/Bomb Procedures

	Read Fire Instructions Notice.
	

	Indicate where emergency fire extinguishers are located and how to operate.
	

	Indicate what the fire alarm sounds like:
	

	The nearest fire alarm is at:
	

	Emergency fire escape routes are:
	

	Outline fire evacuation procedure
	

	Outline bomb threat procedure
	

	
	

	13. Training Needs

	Previous training or qualifications:  Records checked, etc.
	

	Future training requirements:
	

	
	

	14. Welfare provisions

	Outline provisions for welfare, refreshments including provision of fresh drinking water, toilet facilities, lunch break provisions.
	

	
	

	15. Other Information Given/Or Matters Discussed

	
	

	
	

	
	


	Employee Signature

(Please sign
if understood)
	Date

	Name of Supervisor/Manager

(supervisor/manager
providing induction training)
	

	Signature of Supervisor/Manager

(Please send copy of signed form to

Corporate Human Resources
and retain a copy for your file)
	Date
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