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Contractor Induction checklist

(Complete a checklist for each new contractor employed by your organisation.  Keep on file)

	Contractors’ name:

	Contract start date:

	Work to be undertaken:

	Supervisor:

	Work environment

	(
	Introduce them to any relevant staff

	(
	Location of running water

	(
	Location of toilet facilities which can be used

	(
	General site layout

	(
	Location of first aid facilities

	(
	Explain emergency procedures

	Job Introduction

	(
	Location of valves/switches/pits/anchor points etc

	(
	Security and access requirements

	(
	Availability of any tools/equipment

	(
	Location of asbestos register/management plan etc

	(
	Site specific hazards discussed

	Site policies & procedures (List all relevant P&P)

	(
	Child protection requirements if relevant

	(
	Requirements for completion of safe work procedures

	(
	Provision of copies of licences, insurance etc

	(
	Requirement to sign in/out and wear company logo

	(
	Requirement to wear PPE

	(
	Height safety and hot work requirements

	(
	Requirement to provide copies of SDS prior to use

	Health & safety (explain)

	(
	WHS policy

	(
	Contractor obligations/required behaviour

	(
	Consultation strategy and how and who to report health and safety issues to (including forms)

	Conducted by:
	Date

	Contractor’s signature:
	Date
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