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New Employee Induction Health And Safety Checklist


	Please note:   This form is to be completed by new employees or employees entering into a different role that may require a review of health and safety factors in the workplace

[bookmark: _GoBack]The University has an obligation to its employees under the Northern Territory Work Health and Safety Act (or relevant State or Territory legislation) to inform employees about health and safety in the workplace.  
As an employee of the University you have an obligation to follow safe working procedures at all times, and to take all reasonable precautions to prevent personal injury, injury to others and damage to plant and equipment.  
Please ensure you complete this checklist with your supervisor in the timeframes stipulated.
Once completed, this form is to be signed and sent to the Safety, Emergency and Wellbeing team of the Office of People and Capability – SEW@cdu.edu.au  A copy is to be retained by the employee.
	Employee details


	Employee Name
	     
	Position Title 
	     

	Faculty/Division
	     
	Campus Location
	     




	First day requirements 

	Details of emergency actions
	N/A
	Yes

	The local emergency arrangements have been explained to me including the location of the following:
	
	

	· The nearest first response firefighting equipment, eg: fire extinguisher, fire blanket, fire hose reel
	
	☐

	· The emergency equipment relevant to my position, eg: isolating electrical switches, gas tap, spill kits relevant to my work area
	
	
☐

	· The nearest first aid officer 
	
	☐

	· The nearest first aid kit
	 
	☐

	· The nearest emergency exits from my work area, and muster areas
	
	☐

	· Any isolating electrical switches and gas taps relevant to my work area

	☐
	☐

	Hazards and work related accident processes

	My supervisor has described the following responsibilities: 

	· Procedures for reporting hazards and unsafe work procedures
	
	☐

	· My responsibility to report all work related accidents, illnesses and injuries on the Accident, Injury and Incident Report form

	
	
☐

	Personal protective equipment 

	My supervisor has:
	
	

	· Provided me with any necessary personal protective equipment (eye protection, hearing protection, lab coats, etc.) and ensured a proper fit
	
☐
	
☐

	· Provided me with the necessary monitoring equipment (radiation dosimeter badges, etc.)
	☐
	☐

	· Discussed with me the correct manner of use, storage and maintenance of the above equipment and demonstrated how to use it
	
☐
	
☐

	· Checked that I am able to carry out my duties in a safe manner

	
	☐



	First week requirements 

	General safety	
	N/A
	Yes 

	My supervisor has discussed the following with me:

	· The Work Health and Safety (WHS) responsibilities of the position including, if relevant, duties in relation to staff supervision
	
	
☐

	· Access to laboratories, workshops, and other specialised facilities
	☐
	☐

	· Correct method of waste disposal eg: chemical, biological
	☐
	☐

	· General safety and housekeeping procedures
	
	☐

	Personal safety

	My supervisor has discussed the following with me:

	· Personal safety including; proper work attire, correct footwear and contact lenses, alcohol / drugs at work, long hair and jewellery in relation to hazardous machinery  
	
	☐

	Specific hazards

	My supervisor has discussed the following with me:

	· Specific hazards that may be encountered and demonstrated safe operating procedures
	☐
	☐
	· Where hazardous substances are used in the course of my work, the supervisor has advised me how to access safety data sheets for these substances
	
☐
	
☐

	· Procedures for risk assessments relevant to my work
	
	☐

	· How to access WHS resources and obtain advice on specific safety topics
	
	☐

	Specific information

	The following information has been provided to me or I have been shown how to access it by my supervisor:

	· An outline of the University’s occupational health and safety structures
	
	☐

	· A list of the members of the ‘Workplace Health and Safety Committee’ (WHSC)  for my area
	
	☐

	· Procedures for resolving occupational health and safety issues
	
	☐

	· The University’s Work Health and Safety Policy
	
	☐

	· The current list of University’s Work Health and Safety processes and guidelines
	
	☐

	· Location of Accident, Incident and Injury Report form on Office of People and Capability website
	
	☐

	Training courses  

	Compulsory courses

	All new staff will automatically be enrolled on Learnline into the following:

	
	☐ Ergonomics in the Workplace
	
	
	☐ Fire Awareness and Emergency Evacuation

	Other training courses available

	
	Safety related training that may be required for specific positions, tasks or locations is available. 

	
	Examples of training include:  Hazardous Manual Tasks; Duty of Care and the Liable Manager; Risk Management; ChemWatch 

	
	Discuss with your supervisor and contact SEW to organise this training.

	Confirmation of completion of H&S Checklist 

	Employee’s signature
	     
	
	
	Date
	     

	Supervisor’s name (print)
	     
	Supervisor’s signature
	     
	Date
	     

	SEW office use only – Follow up action

	     


Return completed form to: SEW@cdu.edu.au
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