




Off-Site Induction Checklist

Instruction: Complete this checklist to identify and assess the risks that employees/workers are exposed to while working off-site. Complete for each site and consult with employees/workers during this process.

	Name of person completing the checklist: 
	

	Date checklist completed: 
	

	Employer
	

	Host employer [employer of the workplace/site you are working at]
	

	Location: 
	

	1. Who is the Manager in charge of the workplace you are at for that day?

	

	2. If there is an incident in the workplace or you have WHS concerns, who can you report to?

	

	3. Have you undergone a formal induction into the workplace/site you are currently working at?
	|_| YES
	|_| NO

	4. Where is the first aid kit located in the event of an injury?

	

	5. Is there a register of injuries book where an incident can be recorded?
	|_| YES
	|_| NO

	6. Where is the assembly point for this workplace/site in the event of an evacuation?

	

	7. Are there evacuation plans and procedures displayed in the event of a fire?
	|_| YES
	|_| NO

	8. Are you aware of the closest emergency exit to where you are conducting your work activity?
	|_| YES
	|_| NO

	9. Have you completed a risk assessment/inspection of your work area to identify any hazards or risks?
	|_| YES
	|_| NO

	10. Is the required equipment available and in good working order (eg no frayed electrical leads) to enable you to conduct your work in a safe manner?
	|_| YES
	|_| NO




	Action required:   [Address all questions that have a NO or unsatisfactory response]

	

	

	

	

	

	

	




	Date actions completed: : 

	Name:  
	Position:  

	Signature:



Return Completed form to: [Insert Position (e.g. CEO/Director/Owner)]
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An overview

This Off-Site Induction Checklist Template for employees who work off-site/or on client sites this
induction checklist can assist them in identifying the site safety rules and WHS measures implemented at
the site e.g. emergency arrangements; first aid facilities. The induction checklist should be used as part of
the employee’s induction into the workplace.

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.





