HEALTH AND SAFETY INDUCTION CHECKLIST

Note: Temporary staff should also receive an induction on health and safety

	School:
	

	Name of staff member:
	

	Job title:
	

	Date of joining:
	

	Name of mentor/buddy:
	

	Name of line manager:
	


	DAY ONE

	Topic
	Cover these issues
	(when done

	Fire and evacuation
	· Action to take in the event of fire

· Location of call points

· Location of assembly point

· Identity of Fire Wardens

· Identity of the Emergency Co-ordinator

· The role of staff in general

· The role of the staff member concerned
	

	First aid
	· Location of first aid box

· Identity of first aiders

· Procedure for summoning first aid
	

	Welfare facilities
	· Toilets

· Staff room

· Dining hall

· No smoking policy

· Breaks
	

	Security
	· Security procedures

· Security codes

· Security access cards

· Visitor procedures

· Contractor procedures
	

	Other
	· Emergency contact details

· Car parking arrangements

· Housekeeping

· Occupational health arrangements

· Staff meetings

· Sickness absence procedures
· Traffic management on school site
	


	WITHIN FIRST WEEK

	Topic
	Cover these issues
	(when done

	Job safety
	· Run through relevant risk assessments

· Instruct on safe systems of work

· Carry out DSE Workstation assessment

· Issue of personal protective equipment/clothing (if applicable)

· Instruct on any prohibitions

· If employee under 18 discuss any special arrangements, i.e. supervision, prohibitions

· Cover pupil/student safety issues
	

	Incident reporting
	Incident reporting procedures for:

· employee incidents;

· work related incidents for non employees;

· non work related incidents for non employees
	

	Personal safety


	· Lone working procedures
	

	Health and safety policy and procedures
	· Explain and show the employee:

· the school’s H&S policy, departmental safety policies (if applicable) and health and safety procedures; and

· the WBC H&S policy and how to access the WBC H&S Manual for Schools
	


	WITHIN FIRST MONTH

	Topic
	Cover these issues
	(when done

	Monitor and review


	· Review first month with employee

· Confirm their understanding of arrangements in place
	

	Training needs
	· Discuss relevant training programme for employee

· Identify suitable timescales to complete training programme
	


The Headteacher should ensure this form is completed and signed within one month of the new employee commencing their employment at school.  A signed copy of this form is to be retained by both the Headteacher and employee.

Employee: ……………………………………………………………….

Headteacher: ……………………………………………………………

Date: ……………………………………………………………………..
WBC Health and Safety Manual for Schools

Training and competence


