Induction Checklist

	EMPLOYEE'S NAME:

	POSITION:

	MAIN TASKS

	Minimum Qualifications and Experience for this position are:

	Education / Qualification:

	Experience:

	Main Tasks:

	Skills Requirements:

	Reporting Requirements:

	OHS INDUCTION REQUIREMENTS
	Carried out at Induction
	If No – date to be covered

	
	Yes (tick)
	No (tick)
	

	Requirements of the OHS Act and Regulations
	
	
	

	Duties of employees (OHS Act 2000)
	
	
	

	OHS policy & procedures including OHS manual
	
	
	

	Accreditation (Standard 4)
	
	
	

	Continuous Improvement in Occupational Health & Safety
	
	
	

	Safety Policy and Roles and Responsibilities
	
	
	

	Resident Safety
	
	
	

	Dug & Alcohol Policy and Smoking Policy
	
	
	

	Workers Compensation, rehabilitation & return to work policy
	
	
	

	Hazard Reporting & Accident/Incident reporting
	
	
	

	Description of specific workplace hazards
	
	
	

	Evacuation procedure (fire and other emergencies)
	
	
	

	First Aid/Health & Safety procedures & committee
	
	
	

	Resident Behaviour - stress, aggression
	
	
	

	Safety reviews and inspection of fire safety equipment – conducted by Fire Safety Officer
	
	
	

	Correct lifting methods & manual handling
	
	
	

	Protective clothing / footwear / gloves
	
	
	

	Storage and handling of hazardous substances
	
	
	

	Material Safety Data Sheets (MSDS)
	
	
	

	Infection Control & Hygiene
	
	
	

	Housekeeping and Equipment maintenance
	
	
	

	Health & Safety training, including housekeeping audits
	
	
	

	Electricity, gas, water/ Maintenance procedures including tagging system
	
	
	

	Conflict Resolution
	
	
	

	Sexual Harassment
	
	
	

	Use of Equipment
	
	
	

	Staff training manual given to new employee
	
	
	

	Explanation of “buddying” system
	
	
	

	Comments:

	

	

	

	I have discussed and confirm that I understand all the above requirements:

	Employee Signature:
	Date:

	Induction Carried out by:
	Date:


** Please note this list is not exhaustive – each facility would need to look at their organisation, structure and work practices and amend accordingly
