INDUCTION (Health and Safety)

It is essential that any new employee is given clear information in regard of any hazard that may affect them from their work activities and the workplaces in which they are working.

The checklist below is designed to assist line managers in ensuring that all necessary information is communicated to the new employee and that formal evidence of this communication is confirmed.

The checklist will not cover all eventualities in all workplaces and as this is a word document it can be customised to include additional information or reduced to remove information that is not relevant to the employee’s duties.

Where any individual issue is not relevant to the employee the letter N/A should be inserted into the box at the end of each question.

The checklist can either be accessed via this link or printed off and completed by the new employee

