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School: _________________
Induction of Gateway Students

The following checklist ensures that all students are made to feel comfortable in the workplace.  Once completed it must be signed by the student to show that they are able to perform their required function with confidence and not endanger themselves or any other person.  

1. A guided tour of the company’s premises has been given and clear instructions 
as to the area where the student will work.
				
2. Introduction to the student’s immediate supervisor who will be responsible for their
training and ongoing supervision.
				
3. All ‘no-go’ areas have been explained and all areas that a student is required to 
work in or go to have been identified.  This includes toilets, lunchroom and any 
other area that the student may have occasion to visit.	

4. The company’s evacuation plan has been shown and the student is familiar with 
the evacuation signal and knows where the assembly point is. 

5. All safety/protection equipment required to perform the job, when it must be worn
and where it is kept has been explained.			

6.	The location of the first aid kit has been shown and the company’s procedures 
	for reporting accidents have been explained.

7.	Arrangements have been made to provide constant supervision until such time as 
	the person doing the training is satisfied that the student is competent and capable
	of performing the task required in a safe manner.

8.	Standard Operating Procedures (SOPs) to be read and explained before 
	commencement of any new task.

9.	Operation of forklift, company and customer vehicles is prohibited.		
							
	I have received training in all of the above areas and have a clear understanding 
	of all the points noted.


Student name: 					Trainer name: 				

Signed: 							Signed: 					

Date: 								Date: 						

To complete the induction process, the student must complete the questionnaire below.


1. Who is the health and safety officer?

2. Where is the first aid kit located?


3. Where is the evacuation assembly point?


4. What is the procedure for reporting injuries in the workplace (who do you report it to and where 
	is the injury recorded)?   
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