


Contractor Induction Checklist

Instruction: Complete when conducting an induction of a new contractor or new employee engaged by an existing contractor working on site. Induction is to be conducted on or prior to commencement, and annually thereafter. 

	Contractor name: 
	

	Date commenced: 
	

	Job title 
	

	Department
	

	Supervisor
	

	
	YES
	NO

	1. Organisation overview and site tour
	[bookmark: Check1]|_|
	|_|

	2. Company OHS/WHS policy and procedures
	|_|
	|_|

	3. Injury reporting and first aid facilities
	|_|
	|_|

	4. Who to contact for first aid and location of first aid kit
	|_|
	|_|

	5. How to report a hazard/OHS/WHS concern
	|_|
	|_|

	6. Emergency procedures (assembly point, exits, contacts)
	|_|
	|_|

	7. Consultation arrangements established, contractor advised of, and included in, company’s consultation arrangements
	|_|
	|_|

	8. Specific job task and safety considerations
	|_|
	|_|

	9. Safe operating procedures (plant & equipment)
	|_|
	|_|

	10. Safe work method statements (contractors)
	|_|
	|_|

	Conducted by:
	Date:

	I have received and understood the Induction Program
Employee/Contractor signature: 

	Signature: 
	Date:



Return Completed form to: [Insert Position (e.g. CEO/Director/Owner)]
	Position to make diary entry made for annual induction: 

	Date for next induction:
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An overview

Use this Contractor Induction Checklist Template as part of inducting contractors on your company’s site
safety requirements. When using contractors, employers have a duty to provide information on the site
safety requirements and explain all work processes that could pose a risk to the health and safety of a
contractor.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





