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Health and Safety-First Day Induction Training Checklist
Project Name:
Date:
Trainee Name:
Trainer/Manager Name:
Trainer/Manager Signature:
Trainee Signature:

1. Emergency Procedures
	Item
	Information
	Tick

	Assembly Point
	Show the new starter where the assembly point is located.
	□

	Escape Routes
	Show the new starter where the escape routes are located for their immediate work area. Explain the importance of keeping fire exits clear and fire doors shut (not wedged open).
	□

	Means of Escape
	Ask if the new starter has any disability that would prevent them from evacuating the building on their own. If yes, special arrangements will need to be made.
	□

	What to Do if You Discover a Fire
	1. Raise the alarm—show new starters where the ALARM points are located or how to raise the alarm while on site. 2. Only tackle the fire if it is safe to do so with the nearest equipment. 3. Evacuate the building and report directly to the assembly point and your manager. 4. Phone Emergency Services (999) and give clear details of the address and site of the fire. 5. Familiarise yourself with fire procedures when working on different client sites.
	□

	Evacuation Procedures
	1. The fire alarm may be a bell, siren, or air horn on sites—on hearing it: 2. Use the nearest safe exit. 3. Do not return for personal belongings. 4. Stop machines if safe to do so. 5. Office workers: close all windows and doors if safe to do so. 6. Go to the assembly point and stay there until management tells you it is safe to return.
	□



2. First Aid
	Item
	Information
	Tick

	First Aid Arrangements
	Explain the existing first aid arrangements: 1. How to contact the first aider or appointed person. 2. How to identify the first aider or appointed person.
	□

	Medical Conditions
	Ask if the new starter has any medical conditions that first aiders should be aware of (e.g., diabetes, epilepsy). If yes, provide details.
	□



3. Accident Reporting
	Item
	Information
	Tick

	Accident Book
	Explain where the Accident Book is located. All accidents, no matter how minor, should be reported and entered into the Accident Book as soon as possible. This helps ensure proper investigation and monitoring for trends or underlying issues.
	□



4. Welfare Facilities
	Item
	Information
	Tick

	Welfare Facilities
	Identify and explain the welfare facilities on site (e.g., toilets, break areas). Ensure the new starter knows where they are located and the importance of keeping them clean and usable for others.
	□



5. Health & Safety Policies
	Item
	Information
	Tick

	Policies Overview
	Discuss the following company policies: 1. Smoking Policy 2. Alcohol Policy 3. Mobile Phone Policy 4. Recycling and environmental issues on site.
	□



6. Restricted Areas and Equipment
	Item
	Information
	Tick

	Out of Bounds Areas
	Explain any out of bounds areas or restricted machines (e.g., forklift trucks). Emphasize that all work equipment must be used solely for its intended purpose. Deliberate misuse or tampering with work equipment is prohibited and may result in disciplinary action.
	□



7. Personal Protective Equipment (PPE)
	Item
	Information
	Tick

	PPE Issue and Use
	1. Explain the issue and use of protective clothing, including footwear. 2. Highlight any additional PPE that may be required for specific tasks. 3. Ensure the new starter signs for any PPE issued.
	□



8. Health & Safety Responsibilities
	Item
	Information
	Tick

	Employee Duties (HSWA 1974)
	Outline the basics of the Health & Safety at Work Act 1974, including: 1. Every employee must take care of their own health and safety. 2. Take reasonable care for the health and safety of others. 3. Cooperate with the employer to ensure compliance with legal obligations. 4. Do not interfere with safety equipment. 5. Carry out work as trained.
	□



9. Specific Hazards and Risk Assessments
	Item
	Information
	Tick

	Hazards and Risk Assessments
	The supervisor must explain any specific hazards related to the new starter's duties. Review relevant risk assessments, safe use of equipment, hygiene practices, washing facilities, and the use of uniforms and PPE.
	□

	Common Hazards
	Discuss common workplace hazards to look out for, such as manual handling, slips and trips, moving machinery, sharp tools, and fire risks.
	□




Completion
	Trained By (Name):
	

	Date of Training:
	

	Trainer/Manager Signature:
	

	Trainee Signature:
	





Disclaimer:
This document was created with the assistance of Artificial Intelligence (AI). While the content has been generated and reviewed for accuracy and relevance, it is essential that this document be thoroughly reviewed by a qualified professional before implementation or use. The AI-generated content may require adjustments to ensure it fully aligns with specific legal, regulatory, or organisational requirements. The responsibility for verifying the accuracy and appropriateness of the information contained within this document rests with the user.
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