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The full content of this template is available for download to your shopping cart. 

Example content: 

Name ____________________________ Position _____________________ 
Date of Commencemen  __________________ Location _____________________ 
Name of person providing the Induction ____________________________________ 
 
 
  Please tick  
  yes no comments: 
1. Welcome employee [  ] [  ]  
     
2. Introduce employee to Manager, 

Supervisor and co workers 
[  ] [  ]  

     
3. Explain work tasks and provide job 

description 
[  ] [  ]  

     
4. Tour of the Workplace    
  Location of toilets/amenities           [  ] [  ]  
  First Aid Kits [  ] [  ]  
  Lunch room [  ] [  ]  
  Canteen [  ] [  ]  
  Supervisor’s office [  ] [  ]  
  Noticeboards [  ] [  ]  
  Evacuation instructions [  ] [  ]  
  Names of Employee HSR, First 

Aiders, Wardens 
[  ] [  ]  

     
5. Explain    
 • Health and Safety Policy [  ] [  ]  
 • Hazard reporting procedure [  ] [  ]  
 • Issue Resolution Procedure [  ] [  ]  
 • Injury Reporting procedure [  ] [  ]  
 • Work Cover claims procedure [  ] [  ]  
 • Evacuation procedure [  ] [  ]  
 • Rehabilitation Policy [  ] [  ]  
 • Sexual Harassment Policy [  ] [  ]  
 • etc [  ] [  ]  
     
6. Arrange for employee ID [  ] [  ]  
     




