
Worker Induction Checklist
Small Business Safety Templates
Complete this checklist for every new worker on their first day. Keep the signed copy in the employee's personnel file.

Worker details
	Store name
	

	Employee name
	

	Start date
	

	Induction completed by
	

	Date of induction
	



Topics to cover
	Topic
	✔
	Notes
	Date
	Initials

	Health & Safety Policy explained (commitment, responsibilities)
	☐
	
	
	

	Emergency procedures (fire, earthquake, robbery, medical)
	☐
	
	
	

	Evacuation routes and assembly point shown
	☐
	
	
	

	First aid kit location and trained first aiders introduced
	☐
	
	
	

	Hazard reporting process (how to report, who to tell)
	☐
	
	
	

	Incident / near miss reporting form explained
	☐
	
	
	

	Store risk register overview (main hazards)
	☐
	
	
	

	Slips, trips and falls prevention (housekeeping, spill response)
	☐
	
	
	

	Safe manual handling techniques
	☐
	
	
	

	Hazardous substances (cleaning products, PPE required)
	☐
	
	
	

	Aggressive customer / robbery response procedure
	☐
	
	
	

	PPE requirements (if relevant to role)
	☐
	
	
	

	Safe use of ladders, trolleys, and other equipment
	☐
	
	
	

	Contractor and visitor safety rules (overview)
	☐
	
	
	

	Worker engagement — toolbox talks, suggestions, meetings
	☐
	
	
	



Sign-off
	I confirm that the above topics were covered and understood.

	Employee signature
	

	Date
	

	Manager / trainer signature
	

	Date
	



Disclaimer: This template provides general guidance only and does not constitute legal advice. ShopCare Charitable Trust accepts no liability for its use. You are free to copy, distribute and adapt this material as long as you attribute it to ShopCare Charitable Trust.
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