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	Health and Safety Induction Checklist

	Name:
	
	Job Title:
	

	Department:
	
	

	Start Date:
	

	Accident and Hazard Reporting
	Yes
	No
	Comments

	Explain: -

· Procedure for the reporting of an accident/incident.
· Location and use of accident book
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	COSHH
	
	
	

	Explain Policy 

· Staff are not permitted to bring in chemicals from home.

· Any chemicals kept in classroom must be locked away when not in use.
	[image: image6.wmf] 

 


	[image: image7.wmf] 

 


	

	Communication & Consultation on Health & Safety
	
	
	

	Explain:-

· Formal channels of communication 
within the school, e.g. meetings, safety 
Committees or other forum where Management 
meet with employee reps (union or otherwise)
· Identify Union / non union appointed Safety Representative explain who they are and how they can be contacted
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	Display Screen Equipment (DSE) 
	
	
	

	If a new starter is to use DSE as a significant and essential part of daily work (> 1hr continuously) perform a workstation assessment and provide suitable equipment/furniture as appropriate. 
Issue DSE Self Assessment 
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	Date:           /              /

	Fire & Emergency Procedures
	
	
	

	Explain:-

· Frequency of fire drills (termly)

· How to raise the alarm in the event of an emergency

· Evacuation procedure

Show:- (Walk the Route )
· Emergency exit routes, alarm call points
· Assembly point

If new starter has a disability or may need assistance to evacuate in an emergency, is a Personal Emergency Evacuation Plan (PEEP) required?
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	First Aid Provision
	
	
	

	Explain:-

· Names and locations of First Aiders 
Show:-

· Where to go for first aid assistance

· Location of first aid boxes/equipment 
Copy of first aiders in Induction Pack
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	Health and Safety Policy Statement
	
	
	

	Provide new starter with copy of  H&S policy and summarise its contents, particularly:-

· Responsibility of governing body, Headteacher, managers

· Employers & Employees Duties under health & safety legislation

· Participation of employees 

Copy of Policy in Induction Pack
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	Housekeeping Arrangements & Defect Reporting
	
	
	

	Explain:-

Principles of good housekeeping, particularly

Fire safety

· Storage of combustibles

· Signing in & out system

· Keeping corridors & exit routes clear of obstructions

Electrical safety

· Regularly checking for obvious faults such as loose wires

· Not using obviously defective

 equipment and procedures for taking  out of service
· How to identify an appliance that has been PAT tested and the frequency of testing.

Note that staff must not bring any electrical item of equipment to the workplace unless authorised by Premises Manager
General workplace safety

· Avoiding trip-hazards, e.g. cables, wires, boxes in main foot-traffic routes

· Keeping workplace clean & tidy as far as possible
· Procedure for reporting any building /maintenance defects and concerns relating to health & safety.
STAFF MEMBER GIVEN ACCESS TO BK CONNECT  - SHOWN HOW TO REPORT ANY PREMISES ISSUES
	[image: image18.wmf] 

 


	[image: image19.wmf] 

 


	

	Infection Control
	
	
	

	Explain Principles of good hygiene

· Gloves

· Hand washing gels

· Using yellow bins
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	Job Specific Training Needs
	
	
	

	Discuss specific training needs with new starter to identify additional training or instruction s/he may need e.g.:-

· Manual handling

· Use of specific machinery

· Specialised work activities

· Risk assessments

Familiarise new starter with equipment and machinery that s/he will commonly use
Determine whether any specialised training or instruction is necessary and arrange as necessary 
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	Lone Working/Personal Safety
	
	
	Lone working means work carried out unaccompanied or without immediate access to assistance.

	Explain school procedures for lone working 

Work involving significant risks (e.g. work at height) not to be undertaken whilst working alone. See Lone Working Policy
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	Medicines
	
	
	

	Explain:-

School policy and DoE “”Supporting Pupils with Medical Conditions in Schools”
Only nominated persons should administer medications
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	Include any other special staff training requirements, such as staff who are trained in the use of Epi-pens, storage arrangements etc

	Offsite visits
	
	
	

	Explain: -

School procedures and EVC’s role.
All Offsite Visit activities must be risk assessed using relevant forms; these assessments are monitored and reviewed by the head of school.
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	Risk Assessments
	
	
	

	Explain and/or show as appropriate:

· Principles and location of school risk assessments

· Site/premises hazards

· Procedures for safe systems of work

· Lone working – reporting/buddy systems

· New & expectant mothers risk assessment (if applicable)

· Determine whether new starter has any health, medical or mobility  issues that could affect his/her safety at work or safety of others

If so, record a ‘special’ risk assessment  

detailing how these needs will be catered for on a daily basis and also in an emergency.
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	Wellbeing 
	
	
	

	Explain systems in place within school for responding to individual concerns (e.g. performance management. Wellbeing Team
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	Work at Height
	
	
	

	Detail restrictions on staff using steps and ladders.
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	Workplace Facilities


	
	
	

	Show:-

· Tour of workplace.
· Toilets

· Kitchen

· Tea/Coffee/Drinking Facilities
· Staff/rest room
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	Return questionnaire at on the back page.




	I confirm that the above health and safety induction information has been provided and explained to me and I fully understand my responsibilities towards health and safety.

	Name of Employee:


	

	Job Title:


	

	Employees Signature:


	

	
	

	Managers Name:


	

	Position:


	

	Managers Signature:


	

	Once the employee and manager have signed the form to say that the induction process has been completed the form must be placed upon the employees personnel file.
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