Health and Safety: Model Induction Checklist.
For Supply Teachers and Temporary Employees.
Name of Supply Teacher / Temporary Employee:







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


	Information given
	(  or initial Indicate if written information given
	Notes

	Briefing Statement
	Local H&S Policy Summary
	
	Explain County Council safety policy parts I,II and III

Detail local establishment / settings aims and ethos.

	Key Personnel
	· Head of Establishment / Setting
· Health & Safety Manager

· Head of Department

· Leadership Team

· First Aider (s)
· Fire Warden(s)
· Site Manager

· Support Colleagues
· Union Safety Representative
· Other(s)
	
	Give names of essential, key personnel.


	Dealing with Emergencies


	
	
	

	Fire
	· Fire Exits

· Alarm Call points

· Alarm Testing
· Gas isolation / Flammables stores
· Extinguishers
· Evacuation procedure

· Assembly points

· Checking procedure

· Who calls the fire service
	
	Give Site Plan and information.
Walk route if possible



	First Aid
	· Employee arrangements
· Arrangements for students/others

· Pupils and others with special needs
	
	Give details of arrangements.

	 Accident / Incident Reporting
	· AR1 for accidents / incidents

· PVA for Physical / Verbal Abuse of Employees
	
	Give details of forms and where they are available from.


	Hazard / Defect  / Concerns Reporting
	What to do

Who to inform
	
	Explain local arrangements

	Bomb Threat
	What to do
Who to inform
	
	Explain local arrangements.

	Health & Safety Guidance and Advice – Policies and Procedures
	Internal – General / Specialist

County Council Intranet
Help desk

Union – Safety Reps
	
	Give local information

Link to H&S Intranet site*

01865 816464

Give local information

	Risk Assessment
	Key risk assessment information made available and discussed
	
	Explain what risk assessments apply and where they are. Give copies if relevant.

	Behaviour Management Policy
	Key Personnel
Pupils with Special Needs
	
	Supply details.

	Welfare Facilities
	Give details
	
	Show area and nearest employee toilet/rest room facilities

	Site Security / Visitors on site
	Badge system
Local guidance


	
	Explain local arrangements.


Additional Notes:

Signed [Employee]













Date

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





Date

* http://intranet.oxfordshire.gov.uk/links/intranet/cypfhealthandsafety
