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The Health and Safety at Work Act (HSWA) places a general duty on the County Council to provide the information, instruction, training and supervision that is necessary to ensure you can perform your tasks safely and without endangering yourself and/or others. This duty begins with the first contact with you as an employee, which is your Induction.

Your Health and Safety Induction will cover the arrangements for Health and Safety management at Nottinghamshire County Council and more locally within your area.  This will ensure that as a new employee you are aware of the risks resulting from work activities and establish the means by which those risks are avoided or minimised.

The Health and Safety Induction should be a two way communication process and will be recorded on the Health & Safety Induction Checklist. A copy will be kept by your line manager and by yourself. The information contained in the induction should be reviewed by your line manager if there is a significant change to your workplace and the updated information passed on to you and other employees.  

What happens when I start?

Your Line Manager is responsible for ensuring that you receive your Health and Safety Induction. This checklist has been devised to supplement the Corporate Induction Process.  This Procedure and Checklist incorporates the topics to be included in your Induction, but may need to be supplemented with procedures and documents specific to your job, Service and workplace.

The Health and Safety Induction process will also identify your Health and Safety training needs and requirements should be reviewed on an annual basis through the EPDR Process.
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SR74: NCC Health and Safety Induction Checklist

Name……………………………………
        Job Title………………………………………
Department………………………………             Start Date…………………………………………

Team…………………………………….
        Line Manager……………………………………..

This Health and Safety Induction will be carried out by your Line Manager and should be completed within two weeks of your starting date.  

Your Line Manager should sign the completed copy of this checklist (Part 6 “Declaration”) by the end of your third month. A copy of this checklist should be kept by you and your line manager

	1. Emergencies and Fire Arrangements
	Yes
	No
	Comments

	
	
	
	

	Have you been informed of the correct procedure to follow if a fire is discovered or the fire alarm rings?
	
	
	

	Have you been shown the local break glass call points, fire escape routes and fire exits in your working area/station
	
	
	

	Has the fire assembly point been shown to you? Has the role of the Fire Wardens (where relevant) been outlined to you?
	
	
	

	Have you been shown the location of the fire extinguishers and fire blankets and been informed that only trained people should operate fire extinguishers?
	
	
	

	If you need assistance to evacuate the workplace, have you agreed a Personal Emergency Evacuation Plan?
	
	
	

	
	
	
	

	2. Welfare Facilities, First Aid and Reporting of Incidents and Accidents
	Yes 
	No
	Comments

	
	
	
	

	Have you been shown the location of the toilets, washing facilities, kitchen and rest areas, lockers, and any other facilities?
	
	
	

	Has the location of the nearest first aid box and first aid room (if provided) been pointed out to you?
	
	
	

	Have you been informed of the local first-aiders, their location and how to contact them?
	
	
	

	Has the accident/incident reporting procedure been explained to you and how to report an incident including ‘near-misses’ via the Wellworker system?
	
	
	

	My line manager has explained, and I fully understand, the Health and Safety information detailed above in Sections 1 and 2.

Employee Signature:                                                                                            Date:

Line Manager’s Signature:                                                                                   Date: 


Parts 1 and 2 should be covered by your Line Manager on your first day

Parts 3 to 5 should be covered within two weeks of your starting date
	3. Health and Safety Policy and Information
	Yes 
	No
	Comments

	
	
	
	

	Has the Health and Safety Policy (available on H&S Website) and departmental local rules been explained to you? Policy Statement
	
	
	

	Have corporate and local employee and line management roles and responsibilities been explained to you? H&S Pages
	
	
	

	Has the location and content of local sources of H&S information (E.G. guidance, instructions, risk assessments, inspections) been explained to you?
	
	
	

	For more H&S guidance and information, view NCC’s Health and Safety web pages 

	

	4. Risk Assessments and Training
	Yes
	No
	Comments

	
	
	
	

	Have the following points been discussed with you, where applicable to your role:
	
	
	

	· General workplace health and safety (housekeeping, safe storage, security, local rules)?
	
	
	

	Other hazards and H&S standards relevant to the role – please list below:

E.G. Display Screen Equipment, Manual Handling, Hazardous Chemicals, Electricity, Violence & aggression, Lone working, Work at Height, Vehicles, Plant & equipment
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	· 
	
	
	

	Are there any specific H&S training needs for this job? (This should be discussed and approved during Supervision and EPDR process). Please refer to the H&S Core Competency Matrix and H&S Learning and Development Booklet for available courses corporate health and safety learning and development programme [PDF 1.35MB].  Please book via the Learning and Development System (LDS).  E-learning courses on Display Screen Equipment, Fire Safety, Lone Working and Manual Handling are also available for those with computer access.
	
	
	

	If this job requires employees to attend health surveillance (e.g. hearing tests) has this been explained to you and relevant appointments made?
	
	
	

	
	
	
	

	5. Personal Protective Equipment (if relevant)
	Yes
	No
	Comments

	
	
	
	

	Have you been informed of any activities for which personal protective equipment or other safety equipment is required to be worn and why it must be used?
	
	
	

	Have you been issued with the necessary personal protective equipment (PPE) and has its appropriate use, storage and maintenance been explained?
	
	
	

	Has the procedure for reporting defective or damaged PPE and obtaining replacements been outlined to you?
	
	
	

	
	
	
	

	6. Declaration
	
	
	


I certify that the above Health and Safety Induction subjects have been fully explained by my Line Manager; any necessary training required has been identified and recorded via the EPDR procedure. I understand as a member of staff I have a personal responsibility to attend any necessary Health and Safety Training which is required in my role and to ensure that I fully comply with the Health and Safety Policy at all times. Any concerns or queries I have should be directed to my Line Manager as quickly as possible.


A copy of this checklist should be kept by your Line Manager and yourself.




Line Manager Signature:………………………………………………….
Date:………….

Employee Signature:………………………………………………………
Date:………
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