[bookmark: _GoBack]Health and Safety Induction Record

Please ensure items below have been discussed with new staff member, post graduate student or visiting worker and sign once the induction session is completed.
The signed record can either be stored in hard copy or scanned and stored electronically.

	Topics for review with all new staff / visiting workers / etc. 
Information regarding Health & Safety can be found on the H&S Intranet, URL: 
http://www.sussex.ac.uk/hso/
	Confirm

	Basic legal duties of the University & its employees / those working in University
	

	The University’s Health, Safety and Wellbeing Policy
	

	Local policy and guidance
	

	Information on school/service health & safety organisation, including consultation arrangements, communication arrangements, safety committee or management meetings where H&S is discussed
	

	Emergency Procedures: first aid / fire safety / hazardous spills / threats / evacuation procedure / PEEPs
	

	Duty of workers to risk assess/read assessments and follow controls (including the use of PPE where relevant)
	

	First Aid / accident & near-miss reporting & investigation arrangements
	

	Occupational Health Arrangements
	

	Information on safe use of DSE / Ergonomic issues
	

	Information on specific risks (e.g. lab work, machinery, lone working, fieldwork, etc.)
	

	Health and safety training needs assessed
	

	University and local policy re young persons / children
	

	University and local policy re new & expectant mothers
	

	University and local policy re driving at work policy, i.e driving licence, insurance, MOT certificate disclosure
	




	Induction Sign Off
	Sign
	Date

	
	
	

	New member of staff/student/visiting worker
	
	

	
	
	

	Staff member conducting induction
	
	



