


The purpose of conducting inductions into your workplace is more than just skills training.  Inductions allow employers to identify with employees the goals and values of the business, discuss expectations and policies and procedures set by the company, it can assist new starters to settle into the workplace more effectively and will ensure the necessary skills have been obtained to carry out the work safely and effectively.

Even if new workers have been carrying out similar positions on other farms, you can not assume they have the information necessary to perform their duties 

In establishing an induction into your organisation it is imperative that consultation take place with the workers to ensure that all risks and hazards are identified appropriately.

Inductions can be broken down into three segments these are:

· General Induction

· Site Specific Induction, and 
· Task Specific Induction (Training).

General Inductions

General inductions will allow the employer to discuss with new employees the policies and procedures of the company, such as clothing requirements, drug and alcohol policies, bullying and harassment guidelines.

Site Specific Induction
Site specific inductions should be conducted by a responsible person such as a supervisor/team leader who has a knowledge of the identified hazards located at the site.  Relevant things that should be discussed with the new employee would be locations of first aid equipment and first aid trained staff, emergency evacuation procedures and muster points. Locations of identified hazards such as overhead powerlines, traffic hazards and locations of all safe operating procedures and Safety Data Sheets (SDS) should also be discussed with the new employee.

Task Specific Induction

Task specific induction must be carried out for each duty performed by the employee.  Carrying out task specific inductions allows the employer to communicate with the new employee any identified hazard associated directly with the task being performed.  Task specific induction allows the employer to identify that the new employee has been correctly trained in the use of the equipment so as to eliminate/minimise the risk of health and safety to the individual and others. Task specific inductions may include for example, safe use of vehicles, correct operation of plant and product handling techniques.   
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	Induction Checklist

	General Induction
	Date
	Initials

	1.
	Have you outlined the company’s policies and procedures?

· Smoking

· Uniform

· Bullying and Harassment policies

· Drug and Alcohol policies

· Occupational Health and Safety policies
	
	

	Site Specific Induction
	Date
	Initials

	1.
	Introductions and roles of individuals

· Management

· Supervisors

· Colleagues
	
	

	2.
	Tour of Workplace

· Amenities, toilets, crib rooms 

· Working Areas
	
	

	3
	Emergency procedures 

· Who to contact in an emergency

· First Aid Stations and Officers 

· Evacuation Procedures and muster points
	
	

	4
	Occupational Health and Safety standards 

· Procedures for reporting incidents

· Introduction to PPE and availability

· Hazardous chemicals (including location of SDS)

· Manual Handling Procedures
	
	

	Task Specific Induction
	Date
	Initials

	1.
	Work vehicles and motorcycles 

· Awareness of maximum speed limits 

· Appropriate training and competencies for individuals

· Vehicle maintenance completed

· Pre-start checklists 

· Appropriate PPE
	
	

	2.
	Use of Hazardous Chemicals

· Appropriate PPE

· Substance Data Sheets

· Label and Storage 

· Control of incidental spills
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