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Introductory Notes 
This checklist must be used during induction of all new workers.  Topics 1, 2 & 3 must be addressed during the first 2 
days at work.  The other topics must be addressed prior to engagement in related work – this is expected to be within 
the first four weeks of commencement.  Each check-box should be ticked-off and the induction signed by the worker 
and the supervisor when completed.  A copy of the completed WHS induction checklist should be kept locally by the 
supervisors 
 

TOPIC 1 - Emergencies (please tick) 
 Shown location of nearest fire exits 
 Explain the location of the emergency assembly point 
 Explain the emergency alarms system for the work area (alert, evaluation tones etc) 
 Advise first aid kit location  

 
TOPIC 2 - Safety Personnel details for the work area  (please tick)  
 Work Health and Safety Advisor – WHS Unit  JCU Staff – Work Health & Safety – Contacts  

 Health and Safety Representative JCU Staff – Work Health & Safety – Contacts – Health 
Safety Representatives  

 Safety Support Officer – WHS Unit  JCU Staff – Work Health & Safety – Contacts 

 First Aid Officer for building   

 Fire Warden for building     Online Fire & evacuation Program  

 Security Services   

  



WHS Induction Checklist – All New Staff 

 
Work Health and Safety INDUCTION CHECKLIST  
(To be completed during four weeks of employment / transfer) 
WHS-PRO-CHK-004a  

Note: This checklist supports the WHS-PRO-004 WHS Training and Competency Procedure  

 

Version: 20-1 Approval Date:  2/6/2020 Next Review Date: 2/6/2023 Page 2 of 6 
 

TOPIC 4 – Work Health & Safety Management (please tick) 
 Show location of JCU WHS website 
 Location of JCU WHS Policy and Procedures 
 Explain WHS Policy and WHS Responsibilities Procedure  
 Explain WHS consultation, documents and processes  
 Explain the requirement and methods of reporting incident, injuries, illness and hazards using Riskware 
 Identify further training needs and risk related/job specific training – (see topic 8) 
 Explain relevant Standard Operating Procedures (where relevant)  
 Advise location of Safety Data Sheets (where relevant)  
 
TOPIC 5 - Work Area Specific Procedures and Requirements (please tick.  Add as required)  
 Screen based equipment 
 Laboratories and workshops 
 Machinery and equipment 
 Use of vehicles 
 Waste disposal procedures or products  
 Provide and discuss proper use and care of PPE  
  
  
  
TOPIC 6 - Job Specific Hazards and Controls (please tick) 
 Discuss the main Work Health & Safety risk associated with the job 
 Provide information about health and safety work procedures relevant to the job 
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Induction of new staff – Explanatory notes for Work Health & Safety 
Checklist 
 
WHS Induction Process 

• The supervisor is responsible for induction of new worker and especially for ensuring that the new 
worker completes the WHS Induction Checklist. 
 

• The supervisor and the new worker are responsible for completion of the training plan.  
 

• Some Colleges / Divisions may have their own WHS Induction Checklists, which can be used to complement 
the WHS Checklist. 

 
Delegation of Induction Process 

• Supervisors can delegate to other worker’s responsibility for the aspects of the induction process: 
however, the supervisor remains responsible for ensuring that the worker completes the process. 
 

• Worker’s who have delegated authority to conduct the aspects of induction must have the relevant 
technical expertise where necessary. 
 

• Where there are special hazards in the area, the person delegated as responsible for the induction 
must be familiar with those hazards. 
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JCU Work Health and Safety Training Needs Analysis – All staff  
The list below represents a selection of the Work Health and Safety training offered at James Cook University that 
may be required to carry out work safely and efficiently.  
 
Additional qualifications and safety training may also be required as part of workers role requirements and workplace 
activities.   
 
Task Specific Training related to particular jobs/tasks in defined areas of the University is to be coordinated & 
facilitated by local areas eg.  Safe Operating Procedures, forklift training and records maintained locally. 
 
Safety training required should be discussed regularly by the supervisor and will depend on worker’s experience, prior 
training, qualifications, and the nature of work activities.  
  
This training need analysis must be completed by the supervisor with all workers at commencement and reviewed as 
part of performance management reviews or as work activities change at JCU.   
 
Note: A worker may need training that is not available centrally. In this case the supervisor must identify and arrange 
suitable training in consultation with the WHS Training Communications Advisor.  Some courses listed below will incur 
a cost ($). 
 
To register for Work Health & Safety training through My HR Online.  Session overviews including dates, times and 
location of training can be found on the WHS Training and Induction web page.  Contact the WHS Training and 
Communications Advisor if you have any questions.    
 

Safety Training Training is required/ 
Recommend for 

Required Delivery Mode 
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