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This checklist provides examples of what could be covered in workplace specific training for workers.

If you mark any NO box on the checklist, you need to take action to make your workplace safer.
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Person who completed checklist: (annually or when there is a change to the workplace):

	Name

	Position / Title:
Company/Workplace:

	Item covered 

	Have you checked the competencies and qualifications of inductees? 


	
	Yes
	
	No

	Have you discussed and clearly stated the procedures for reporting incidents,  injuries and hazards?
	
	Yes
	
	No

	Have you discussed the workplace safety rules?
	
	Yes
	
	No

	Has the person been taken through relevant safe work method statements for the tasks to be performed? 


	
	Yes
	
	No

	Is specialised equipment required and have they been trained to use the equipment?
	
	Yes
	
	No

	Do people have the correct PPE available e.g.

· Hard hat 
· Safety glasses 
· Safety boots
· Long sleeve shirt, and 
· High visibility vest.
	
	Yes
	
	No

	Have you shown the person what to do in an emergency and identified the location of the:
· assembly point and evacuation route
· closest medical facility
· contact details of emergency services, and 
· provisions for emergency communications.
	
	Yes
	
	No

	Have you shown the person where all relevant fire fighting equipment is located for example fire extinguishers and hose reels?
	
	Yes
	
	No

	Have you explained the workplace security procedures? 
	
	Yes
	
	No

	Have you introduced the person to the Health and Safety Representative?
	
	Yes
	
	No

	Do they have any further questions or need clarification on any points or topics?
	
	Yes
	
	No
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CHECKLIST 010





WORKPLACE SPECIFIC INDUCTION





Worker’s name:





Employment start date:





� HYPERLINK "http://www.act.gov.au/accesscbr" �www.act.gov.au/accesscbr�
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