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Student/tutor site visitor induction checklist 
Company details 
	Company name
	

	Site location
	

	Contact details 
	

	Working hours
	


Emergency arrangements 
	Evacuation routes
	Insert map / description 

	Assembly points 
	Insert location

	Fire alarm alert and procedure
	Insert details

	First aid locations 
	Insert details 

	Emergency contacts 
	Site manager:
First aider: 


Site-specific hazards
	Site-specific hazards
	[This is what is happening today on site, and these are the hazards to be aware of]



Site rules 
	Site rules
	· Personal Protective Equipment (PPE) students are required to wear:
· [Insert details]
· Areas students are not allowed to enter
· [Insert details]
· Actions not allowed: 
· [Smoking, mobile phone use, photography without permission]






Welfare and visitor responsibilities.
	Welfare
	Toilets and rest facilities: [Insert locations]

	Visitor Responsibilities
	· [Sign in and out at reception]
· [Follow instructions from the site host]
· [Stick to designated areas]
· [Wear PPE at all times]
· [Observe and comply with safety signage]
· [Do not put yourself or others at risk]
· [Never tamper with equipment]



Acknowledgement
I confirm that have listened to the induction talk, and that I have read and understood this checklist, and agree to comply with all site rules.

Visitor Name:	
College Name:	
Signature:	
Date:	

hbf.co.uk/Partner-a-College
image1.png
Partner ‘
HBF a College




