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SITE INDUCTIONS
The purpose of carrying out an induction is to ensure the Employee and/or Contractor has been appropriately inducted to the specific property. This is an opportunity to advise relevant persons of the site layout, procedures in the event of an emergency and to obtain any relevant information such licenses and/or insurance details. Furthermore identification of known hazards may be brought to the attention of the Employee and/or Contractor. Typically upon completion of the induction, the Employee and/or Contractor will sign to confirm that a brief induction has been undertaken. Please note, inductions may vary depending on the property and workplace. This procedure may be adapted to suit individual requirements.

Induction Procedure

Management or a member of the committee will:

· Outline the purpose of the induction.

· Emphasize the commitment to general safety.

· Provide basic information on relevant legislations and body corporate by laws that may affect the Employees or Contractors tasks at the property.

· Advise Employee or Contractor on any specific emergency procedures related to the property. 
· Advise persons of the predetermined Assembly Area.

· Advise the Employee or Contractor on how to report injuries or hazards. Ensure that all injuries are completed on an incident report form.

· Discuss any known hazards with the Employee or Contractor.

· Obtain copies of relevant insurance details and licenses.

· Where appropriate and relevant, conduct a brief walk through the facility with the Employee or Contractor.
Note: If the Contractor or Employee carries out routine tasks at the property site, it is recommended that induction process be carried out once a year. Likewise, if conditions change, regular site inductions may be required. Keep Records!
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