H THE UNIVERSITY OF

Health and Safety induction Checklist
To support line manager discussion with a new team member on day one
This checklist can be adapted to suit the local workplace and job requirements
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Please send completed form to Human Resources Management (HRM@waikato.ac.nz) for filing

Employee name

Date

The workplace

Work area, toilet, eating and drinking facilities

Work times and meal breaks

Health and safety information on internet including H&S policy
Building access and egress, including afterhours if applicable
Parking, vehicle use, traffic flows
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Emergency management

Emergency instructions, including local alarms

Location of emergency equipment, exits and assembly area
Names of local wardens

Location of first aid kit

Names of local first aiders (listed in Waikato phone book)
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Employee participation

Name of Health and Safety Representative(s) (listed in iWaikato)
Local information pathways (meetings, noticeboard, emails, bulletins)
Code of Conduct

Job requirements
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Safe work procedures (as applicable to job role)

Local hazards and controls relevant to the staff member’s specific job
Workstation set up using assessment tool on iWaikato

Key/card access and meaning of any safety signs/symbols

Purchasing approval process to control hazards

Waste management and recycling

Safe use/storage/maintenance and disposal of equipment/hazardous materials
Approval process for off-campus activities

Location of safety clothing/equipment
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lliness and injury

UoW self-manages all ACC claims; report all claims to Health & Safety Services
Injury and illness reporting policy (work and non-work)

How to notify an absence and leave entitlements

Health monitoring and vaccinations, if required

Other important actions/comments

| confirm that | have understood the health and safety content set out above

Employee signature
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