Health and Safety: Model Induction Checklist.




For Department Specialist.
Name of Employee:







Date:
Name of person(s) carrying out induction:
	Topic


	Information given
	(  or initial Indicate if written information given
	Notes

	Art & Design
· H&S Guidelines

· Safety in Practical Studies (S)

· Make it Safe (P)

· COSHH Assessments

· Emergency Arrangements
· Manual Handling

· Employee PPE

· Risk Assessment
· Student PPE

· Safety rules for students
	
	
	Model Policy for Art & Design in Secondary Schools
www.nsead.org/hsg/index.aspx
Fire/first aid/others
Own coat

Equipment/area/activity/process/operations/
people/pupils


QCA – Coats / bags



	Design Technology
· DATA Guidelines

· COSHH Assessments

· Emergency Arrangements

· Electrical Safety

· Machinery Safety

· Manual Handling

· Employee PPE
· Risk Assessments
· BS4163

· Student PPE

· Safety Rules for Students
	
	
	Model Policy for Design Technology in Secondary Schools
Model Policy for Design Technology in Primary Schools
http://web.data.org.uk/data/index.php
Fire/first aid/others
Own coat/goggles/ear defenders – check suitability, correct fit and condition
Equipment/area/activity/process/operations/
people/pupils
QCA – Coats / bags

	Drama
· H&S Guidance

· First Aid

· Manual Handling

· Electrical Safety

· Risk Assessments
· Work at Height
· Safety Rules for Students


	
	
	User visual checks / annual testing
Equipment/area/activity/process/operations/
people/pupils
QCA – Coats / bags



	ICT
· DSE Guidance
· First Aid
· Manual Handling
· Electrical Safety
· Risk Assessments
· Safety Rules for Students
	
	
	User visual checks / annual testing

	PE
· BAALPE Guidelines

· Manual handling

· Fire

· First Aid

· Equipment

· Risk Assessment

· Safety Rules for Students

	
	
	PE Policy for Secondary Schools
PE Policy for Primary Schools

	Science
· CLEAPSS Guidelines
· COSHH Assessments including fume cupboard ventilation
· Isolators in each laboratory

· Fire Arrangements
· Moving and storing of chemicals and equipment

· Ionising radiation

· Electrical Safety

· Non ionising radiation

· Spillage Kits

· First Aid

· Manual handling

· Employee PPE

· Risk Assessments

· Student PPE

· Safety Rules for Students
	
	
	Secondary School Science Policy
Primary School Science Policy
Appropriate chemicals, LEV checks and maintenance

User visual checks, annual tests

Suitability, correct fit, check condition
Correct fit


Additional Notes:

Signed [Employee]













Date

Signed [Head of Department}











Date

Signed by inductor [on behalf of the Head of Establishment / Setting]





Date

