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Induction Checklist

	
	SOUTHAMPTON CITY COUNCIL
	

	
	CORPORATE HEALTH AND SAFETY INDUCTION CHECKLIST
	

	
	Employee

	Job Title
	

	
	
	

	
	Start Date 
	Directorate
	

	
	
	

	
	Section
	Date commenced

	

	
	By the end of the induction period, the new starter must have an understanding of the following. Indicate each by: ☑ satisfactorily covered; or N/A not applicable. 
Key points to be covered are given in italics underneath each individual aspect.

	

	1.
	HEALTH AND SAFETY RESPONSIBILITIES AND ARRANGEMENTS
	

	a.
	Employee’s own health and safety responsibilities.
	

	
	Not to put themselves or others at risk, follow health and safety rules and procedures, cooperate with the Council and never intentionally misuse anything provided for health and safety reasons
	

	b.
	Management of health and safety within the Council.
	

	
	The Chief Executive having overall responsibility for the Health and Safety Policy
	

	c.
	Management of health and safety locally.
	

	
	Overall responsibility vested with Headteachers/ Director/Head, local health and safety policy, and health and safety committee or similar meeting, role of Health and Safety Coordinator.
	

	d.
	Sources of information
	

	
	Provide the employee with any details of where they can get further information on health and safety, i.e. Staff Stuff
	

	e
	Arrangements for consultation
	

	
	Inform the employee of the arrangements in place to consult with all employees on H&S issues, i.e. Union (or other) employee Health and Safety Representation
	

	2.
	FIRE SAFETY AND EMERGENCY EVACUATION
	

	a.
	Action to take on hearing the fire alarm.
	

	
	Evacuation alarm sound, exit and fire route(s), fire assembly point(s), fire action notices, not to use lifts, when safe to re-enter building (instructed by Fire Marshalls).
	

	b.
	Action to take if discovering a fire.
	

	
	Sound fire alarm, location of alarm call points, confirm with Security, not to take any personal risks, location of fire fighting equipment.
	


	c.
	Safety of disabled people.
	

	
	Personal Emergency Evacuation Plans (PEEP), their purpose and how they function. If any difficulty evacuating is raised by the employee a PEEP must be completed to ensure suitable arrangements are in place to assist them if required.
	

	3.
	ACCIDENTS INCIDENTS, HAZARDS AND VIOLENCE
	

	a.
	Reporting accidents, incidents and violence
	

	
	Council’s Procedure for reporting of: Accident & Incidents and Violence and Abuse. The importance of reporting all incidents (inc. near misses) and where to find forms on Staff Stuff.
	

	b.
	Reporting of hazards
	

	
	A hazard has the potential to cause harm, action to take if discovering a hazard (who to report to locally). Ignored hazards become accepted practice.
	

	c.
	Violence awareness
	

	
	Is the new starter at any increased risk of violence and abuse? Do they interface with the public? Do they handle cash? Do they require awareness training? If so, specific training will be required
	

	4.
	WORKING ENVIRONMENT
	

	a.
	Local heating/cooling controls, ventilation/ventilation controls/desk fans, lighting arrangements, blinds
	

	5.
	FIRST AID AND EMERGENCY ASSISTANCE
	

	a.
	Local arrangements for first aid.
	

	
	Local first aid personnel, details posted throughout each building, first aid assistance also available from Town Sergeants in Civic buildings
	

	b.
	Obtaining emergency assistance.
	

	
	Local arrangements for obtaining emergency assistance from Town Sergeants, other staff, police
	

	6.
	WORKPLACE GENERAL HEALTH AND SAFETY
	

	a.
	Housekeeping and access
	

	
	Maintaining clear access routes (reducing trip hazards and ensuring clear means of escape) and access to safety equipment, properly disposing of rubbish.
	

	b.
	Council’s Smoking Policy.
	

	
	Smoking prohibited in all workplaces (inc. vehicles) under the Council’s control. Smoking prohibited while on duty
	

	c.
	Welfare facilities.
	

	
	Location of toilets, personal belongings storage area and washrooms, reducing risk of cross-contamination or cross-infection
	

	d.
	 Risk assessment.
	

	
	Purpose of risk assessment, when it must be carried out, staff involvement and staff made aware of findings
	

	e.
	Display screen equipment (DSE).
	

	
	Workstation assessment, importance of correct workstation set up, posture and breaks from DSE use, DSE health and safety training, DSE eye test protocol.
	

	f.
	Hazardous and dangerous substances.
	

	
	COSHH assessments and safe working procedures, material safety data sheets, safe storage and disposal,

emergency arrangements (e.g. spillage, over-exposure),consider need for specific COSHH training
	

	g.
	Personal protective equipment and clothing.
	

	
	When required, user compatibility (i.e. proper fit), maintaining equipment (checks and storage) and replacing damaged equipment
	


	h.
	Work equipment/machinery safety
	

	
	Types of equipment and hazards (entanglement, projectiles), and ensuring safety (authorised personnel, guarding, safe working procedures, maintenance). Noise, Hand arm/whole body vibration.
	

	i
	Electrical safety.
	

	
	Safety of portable appliances (visual checks prior to use, test labels, portable appliance testing and maintenance), defective equipment taken out of use and reported, restrictions on using own equipment.
	

	j.
	Out of hours and/or lone working.
	

	
	Subject to risk assessment, procedures for accessing, occupying and vacating facilities, solitary working policy, accounting for solitary workers, lone working system
	

	k.
	Harassment and bullying
	

	
	Harassment and bullying policy, role of Harassment Advisers, when and how to approach
	

	l
	Manual Handling
	

	
	Risk assessment, training, systems of work, weights, handling equipment, rules about not lifting objects unless trained and equipped to do so, individual capability.
	

	m
	Young Persons
	

	
	If the person is under 18 the risk assessment has to take into account the person’s immaturity and any special risks to a young person (working hours, limitations)
	

	n
	Safety Representatives
	

	
	Role of Trade Union Safety Representatives, identity of relevant Safety Representative
	

	o
	Wellbeing
	

	
	Support available – Employee Assistance Programme (EAP)
	

	7.
	OCCUPATIONAL HEALTH
	

	a.
	Role of occupational health in the workplace
	

	
	Effect of work on people’s health and people’s health on their work, advising on the prevention of ill-health,

rehabilitation (e.g. through risk assessment) and health promotion
	

	b.
	Occupational health involvement and accessing the Occupational Health Unit
	

	
	Self-referral, advice sought by manager because of health concerns, referral triggered by criteria of the Council’s Managing Sickness Absence Policy
	

	8.
	HEALTH AND SAFETY TRAINING
	

	a.
	Identification of health and safety training needs
	

	
	A wide range of topics are offered by the Corporate Health and Safety Service (display screen equipment, general health and safety, manual handling, stress management, manual handling, asbestos, COSHH, risk assessment) or specifically arranged training may be appropriate for particular activities. It is important to note any specific job-related skills that need to be acquired or enhanced through training. Such training will contain important health and safety elements.
	

	9
	EMPLOYEE HEALTH
	

	a.
	Employees have to inform their manager of any health issue which may be related to their work as soon as symptoms arise.
	

	
	
	

	b.
	Inform the employee of any requirement for health surveillance associated with their job.
	


	
	Agreed health and safety training to attend:
	

	
	
	

	
	Confirmation that the health and safety induction has been satisfactorily completed

	

	
	Please print name

	Please print name

	
	

	
	Inductee signature

	Inductor signature
	Date
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