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This checklist provides examples of what could be covered in workplace specific training for visitors who may enter an operational construction zone.

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 

	Has the visitor signed in at the site office or a record made of their presence at the workplace? 


	
	Yes
	
	No

	Have you shown the visitor what to do in an emergency including:
· How to contact help at the workplace, and

· How an emergency is raised 
	
	Yes
	
	No

	Have you shown the visitor the location of the emergency assembly point and evacuation routes?
	
	Yes
	
	No

	Have you shown the visitor the location of the first aid facilities/juts and how to obtain treatment or assistance? 


	
	Yes
	
	No

	Have you explained to the visitor what to do if you become separated? 


	
	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

	Does the visitor know how to wear the PPE correctly?
	
	Yes
	
	No

	Have you identified the major hazards and no-go zones at the workplace? 
	
	Yes
	
	No

	Do they have any further questions or need clarification on any points?
	
	Yes
	
	No
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CHECKLIST 011





VISITOR INDUCTION





Visitor’s name:





Date Checklist completed:





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