Orientation Procedure
New Employees and Employees in New Positions

Check off each item as you discuss it with the new employee. 

Once completed, file in the employees HR file.
	Orientation Tasks:
	Assigned To:

	· Review company health and safety policy; give examples and reasons for each rule
	Supervisor

	· Tour yard/shop, including washrooms and water-facilities
	Supervisor

	· Identify location of first aid kits, medical facilities, fire extinguishers
	Supervisor

	· Identify location of fire exits
	Supervisor

	· Review yard/shop emergency evacuation plan & meeting place
	Supervisor

	· Explain policy regarding lunch and break periods
	Supervisor

	· Identify where to keep personal belongings (i.e. clothes, personal tools, lunch)
	Supervisor

	· Review personal protective equipment:

a. Employee provided

b. Company issued

c. Why personal protective equipment is required
	Supervisor

	· Review procedure for reporting unsafe conditions and jobsite hazards
	Supervisor

	· Review procedure for near miss, non-injury accident
	Supervisor

	· Review accident reporting policy and form
	Supervisor

	· Explain disciplinary policy
	Supervisor

	· Introduce equipment, tools, and other hazards that employee will be working around.  Employee must receive training or demonstrate competence before attempting to use, operate or otherwise handle unfamiliar tools and equipment
	Supervisor

	· Provide schedule for any legislated training
	Supervisor

	· Get Health + Safety Policy Signoff and any other applicable signoffs
	Supervisor

	Employee Name:
	
	Signature:
	

	Supervisor Name:
	
	Signature:
	

	Date:
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