School of Social Sciences New Staff Health and Safety Induction Checklist
Listed below is a checklist of health & safety matters. These matters should be covered as soon as possible after your start date. You should complete the checklist with your line manager and return it to the School Safety Advisor when complete.
1. Health and Safety Policies					         Date       Initials      SSA Initials
a. Received a copy of the University H&S Policy or told where to find it				 
b. Received a copy of the School/ Directorate H&S Policy or told where
to find it											
c. Checked understanding of contents, with resolution of any language or
cultural issues										
d. Given names of individuals with safety responsibilities						
e. Given an explanation of employees responsibilities with regard to the 
health & safety policies									

2. Fire Safety							         Date        Initials      SSA initials
a. Informed of the action to take in the event of a fire including: 
exit locations, fire evacuation routes and assembly points, and 
any alternative routes										
b. Informed of the correct method for calling the fire brigade					
c. Showed the location of fire alarm call points and how to activate them				
d. Informed of the day and time of weekly building fire alarm test					
e. Showed the location of fire extinguishers and which to 
use as appropriate noting that staff are advised not to tackle fires					
f. Explanation of non-use of lifts in a fire								
g. Identification of any disabilities or difficulties in responding
To an emergency evacuation which may result in further planning 
of a Personal Emergency Evacuation Plan (PEEP) with line manager				

3. Housekeeping						          Date       Initials      SSA initials
a. Explained the reasons for maintaining a tidy work area						
b. Explained the reasons for safe practices in office environments					
c. Explained the reasons for maintaining clear access including 
hazards caused by obstructions- using extinguishers as door stops etc				
d. Explained the procedures for dealing with common causes of accidents, 
e.g. trips, slips etc										

4. Accidents and Abnormal Occurrences				          Date       Initials       SSA initials
a. Explained the accident reporting procedure and its importance					
b. Informed of the location of Occupational Health							
c. Informed of the location of the nearest first aid kit and contact details
for first aiders										
d. Explained the action to take in case of injury to self or others					
e. Explained the procedure for reporting and dealing with ‘near misses’
and any other occurrence which could have resulted in 
injury or illness										



5. Smoking							        Date       Initials       SSA initials
a. Explained the University smoking policy including the ‘5 metre’ rule				

6. Risk Assessment						        Date       Initials        SSA initials   
a. Explanation of all relevant risk assessments and where
they are kept given										
b. Explained the general requirements for risk assessment in work					
c. Explained the importance of conducting a display screen work area 
Self-assessment (details of this on the web pages)						

7. Safety Advisers, Representatives, and committee		      Date	      Initials         SSA initials
a. Introduced to the Head of School and the Head of School Admin					
b. Introduced to the School Safety Adviser (SSA)							
c. Introduced to a Trade Union Safety Representative						
d. Explanation of the function of the Health & Safety committee given				

8. Occupational Health						      Date         Initials        SSA initials
a. Completed and returned the Pre-employment Health checklist					
b. Explanation of the need to attend O.H for statutory health surveillance
(if applicable)										
c. Informed of the procedure of reporting ill-health							

9. Health & Safety Training Requirements				      Date         Initials        SSA initials
a. Explanation of the Health & Safety training available given					

10. Electrical Equipment						     Date           Initials       SSA initials
a. Informed of the procedures when new equipment is obtained					

To be completed by the new member of staff:
I agree that I have been given all relevant information covered by the above list
[bookmark: _GoBack]Name (Block capitals)				Discipline Area
												
Signed						Date
												

To be completed by the line manager/ appointed person
I confirm the above named has received safety induction training as indicated on this checklist
Name (block capitals)				Signed				Date
												

To be completed by the School Safety Adviser
I confirm that I have been introduced to the above member of staff
Name (block capitals)				Signed				Date
												
