HSE Induction Record Form


Name:
Position:


Date of commencement:
Location:

Person providing familiarisation


Manager: 


	Action
	Yes
	NA
	Comments

	Welcome and introduce employee to manager, supervisor & co-workers
	
	
	

	Explain work tasks and provide Job Description
	
	
	

	Tour of work area including:
	
	
	

	Location of toilets/amenities
	
	
	

	Location first aid kits
	
	
	

	Location lunch room
	
	
	

	Location Supervisor’s office
	
	
	

	Location noticeboards (particularly HSE noticeboard)
	
	
	

	Names of HSR, First Aiders, Wardens
	
	
	

	Explain
	
	
	

	Hazard reporting procedure (Online system and/or manager)
	
	
	

	Injury reporting procedure (online system)
	
	
	

	WorkCover procedure (return to work information on HSE notice board)
	
	
	

	Evacuation procedure (i.e. emergency evacuation area, evacuation map location)
	
	
	

	Area specific Safe Operating Procedures (SOPs)
	
	
	

	Explain environmental values in the company (recycling, save energy/water…)
	
	
	

	Provide work related equipment (including Personal Protective Equipment)
	
	
	


Please present to the Employee the HSE Induction then sign the below acknowledgment. A HSE Induction Manual will be send to the employee after completion.
Declaration:

I _____________________________________,

                                 (Please print name clearly)

Of

  ______________________________________,



          
 (Company name)
1.  HAVE READ AND UNDERSTOOD THE EMPLOYEE HSE INDUCTION AS DESCRIBED TO ME DURING MY INDUCTION TRAINING;

2. I UNDERTAKE TO FOLLOW ALL REASONABLE INSTRUCTIONS OF MERCEDES-BENZ AS STATED IN THIS MANUAL AND ASSOCIATED MATERIALS; AND

3. I ACKNOWLEDGE THAT IF I FAIL TO FOLLOW ANY OF THESE INSTRUCTIONS MY WORK HERE AND/OR MY COMPANY’S CONTRACT MAY BE SUSPENDED PARTLY / WHOLLY OR TERMINATED.

SIGNED:
__________________________     

DATE:
___________  

Person providing Familiarisation: 
signed:
date:

Manager: 
signed:
date:
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