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SITE SAFETY INDUCTION PROCEDURE

Introduction:
Start by welcoming new employees and contractors to the company.
Explain the importance of site safety and the company's commitment to maintaining a safe working environment.

General Safety Guidelines:
Provide an overview of the company's safety policies and procedures.
Emphasize the importance of adhering to safety rules and regulations.
Explain the consequences of non-compliance, including disciplinary actions or termination.

Personal Protective Equipment (PPE):
Detail the PPE requirements for working on scaffolding sites.
Explain the proper use, maintenance, and storage of PPE.
Highlight the importance of wearing high-visibility clothing, hard hats, safety boots, and other relevant protective gear.

Scaffolding Safety:
Explain the key principles of safe scaffolding practices.
Discuss the importance of properly erected and inspected scaffolding structures.
Emphasize the need for competent personnel to supervise scaffolding erection and dismantling.

Fall Protection:
Describe the fall protection measures that must be implemented on scaffolding sites.
Discuss the use of guardrails, harnesses, and other fall arrest systems.
Explain the importance of inspecting fall protection equipment regularly.

Access and Egress:
Explain the proper methods of accessing and exiting scaffolding structures.
Discuss the use of ladders, stair towers, and other approved access equipment.
Emphasise the need to maintain clear and unobstructed access paths.

Material Handling:
Provide guidelines for safe material handling on scaffolding sites.
Discuss the importance of securing materials to prevent falls.
Highlight the risks associated with overloading scaffolding platforms.

Hazard Identification and Reporting:
Educate employees on identifying and reporting hazards promptly.
Explain the procedures for reporting unsafe conditions or near-miss incidents.
Encourage open communication and the use of reporting channels.

Emergency Procedures:
Provide an overview of the company's emergency procedures.
Explain evacuation routes, assembly points, and emergency contact numbers.
Discuss specific considerations for emergencies involving scaffolding.

Site-Specific Safety:
Address any additional safety measures or procedures specific to the site.
Discuss any unique hazards or challenges present on the site.
Ensure employees and contractors understand the site-specific safety requirements.

Questions and Discussion:
Allow time for questions, clarifications, and discussion.
Encourage employees to actively participate and share their concerns or suggestions.

Sign-off and Documentation:
Ensure all attendees sign an acknowledgment form to confirm they have received and understood the site safety induction.
Maintain proper documentation of the site safety induction for record-keeping purposes.


WHO MUST BE INDUCTED INTO OUR PROJECTS?

A safety induction should be provided to individuals who are new to a workplace or environment and need to be informed about the safety procedures and guidelines. This typically includes:

New employees: Any new employee joining an organization should receive a safety induction to familiarize themselves with the safety policies and protocols.
Contractors and subcontractors: Individuals or companies working on a project or providing services on a temporary basis should also receive a safety induction to ensure they understand the safety requirements and can work safely in the environment.
Visitors: People who are visiting a workplace or facility, such as clients, suppliers, or guests, should be given a safety induction to make them aware of any potential hazards and safety procedures they need to follow.
Volunteers: If there are volunteers involved in any capacity, they should also be provided with a safety induction to ensure their safety and the safety of others.

It is essential to provide a safety induction to anyone who enters a workplace or environment to promote a culture of safety and reduce the risk of accidents or injuries.

WHY MUST THEY BE INDUCTED INTO THE PROJECT?

Safety inductions are necessary for several reasons:

Awareness of hazards: By providing a safety induction, individuals become aware of potential hazards present in the workplace or environment. They learn about specific risks, such as machinery, chemicals, or other physical hazards, enabling them to take necessary precautions to prevent accidents or injuries.

Understanding safety procedures: Inductions familiarize individuals with the safety procedures and protocols that must be followed. They learn about emergency evacuation plans, first aid procedures, use of personal protective equipment (PPE), and any other safety measures relevant to the environment. This knowledge equips them to respond appropriately in case of an emergency or potential danger.

Compliance with regulations: Safety inductions ensure compliance with legal and regulatory requirements. Many jurisdictions mandate that employers provide safety training to employees and visitors to maintain a safe working environment. By conducting safety inductions, organizations demonstrate their commitment to fulfilling these obligations.

Risk reduction: Safety inductions aim to minimize the risk of accidents, injuries, and potential harm to individuals. By providing comprehensive information on safety practices, individuals are better prepared to identify and mitigate risks, enhancing overall safety in the workplace or environment.

Promoting a safety culture: Safety inductions play a crucial role in establishing a safety culture within an organization or environment. By prioritizing safety from the start, individuals understand the importance of safe practices, fostering a mindset where everyone actively contributes to maintaining a safe and healthy environment.

Overall, safety inductions are essential to ensure individuals have the knowledge, awareness, and skills required to work safely, reduce risks, and create a culture of safety within the workplace or environment.


WHEN SHOULD PEOPLE BE INDUCTED INTO THE PROJECT?

The timing for providing safety inductions may vary depending on the specific circumstances, but generally, they should be given as follows:

New employees: Safety inductions should be conducted shortly after new employees join the organization. Ideally, it should occur before they begin their regular duties, ensuring they are equipped with the necessary safety knowledge from the start.

Contractors and subcontractors: Contractors and subcontractors should receive safety inductions before they commence work on a project. This allows them to understand the safety requirements and protocols specific to the site or environment where they will be working.

Visitors: Visitors should receive safety inductions before entering a workplace or facility. This can be done at the reception or entrance area, ensuring they are aware of any potential hazards and the necessary safety procedures during their visit.

Volunteers: Volunteers should be given safety inductions before they start their volunteer activities. This allows them to understand the safety protocols and any specific hazards associated with their tasks.

It is important to provide safety inductions as early as possible to ensure that individuals have the necessary knowledge and awareness to work safely. By delivering the induction before individuals commence their duties or enter a new environment, organizations can mitigate risks and promote a culture of safety from the outset.



HOW DO WE KEEP RECORDS OF SAFETY INDUCTIONS?

Once individuals, including workers, visitors, contractors, and others, have completed a safety induction, we ensure their information is accurately recorded for future reference and easy accessibility. 

The following details are collected and documented on the induction form: their full name, the company they represent, their position or role, contact number, and the date on which the induction took place.

To maintain a comprehensive record of all safety inductions, we have implemented a safety induction register. This register serves as a centralized database where the information from the induction forms is transferred and stored. 

By consolidating the data in one location, we can efficiently track and manage the safety inductions conducted within our organization.

To ensure the information is readily available and easily retrievable, we maintain physical records in our induction folder, which is kept at each site. The induction folder serves as a dedicated repository for all safety induction records, allowing for quick access by the site personnel, clients, and safety inspections.

The availability of these records is beneficial in several ways. Firstly, clients can easily verify that individuals attending their premises have undergone the necessary safety inductions, providing assurance of their preparedness to work safely. 

Secondly, safety inspections can review the records to ensure compliance with safety regulations and identify any gaps or areas for improvement. Lastly, the records act as valuable reference points for all workers, enabling them to confirm their own induction status or access pertinent safety information.

By maintaining comprehensive and easily accessible records in our induction folder and safety induction register, we prioritize safety, compliance, and efficient information management within our organization.

















	[bookmark: _Toc139315873]EMERGENCY EVACUATION PROCEDURE

	1. 
	In the case of an emergency, requiring an evacuation of the site. There will be 3 continuous long blasts of the air horn.

	2. 
	Shut down all plant and equipment, raise the alarm, then proceed immediately to the designated assembly point

	3. 
	Remain there until all personnel are accounted for.

	4. 
	DO NOT RE-ENTER the site or leave the assembly point, until advised by the emergency services or the site warden.

	5. 
	When calling 111, provide the following information to the dispatcher.

	6. 
	Tell the operator what emergency services you want. For example, Fire, Ambulance, or the Police.

	7. 
	Clear directions to the location of the emergency.

	8. 
	If there is a medical problem, clearly describe what is happening Including the number of people injured.

	9. 
	DO NOT hang up until you are told to do so by the emergency services.

	[bookmark: _Toc139315874]SAFETY ADVICE AND GUIDANCE

	1. 
	Your safety is our top priority. But for us to send you home safely, we need to make safety your top priority too.

	2. 
	One of the best ways to protect yourself from serious injuries is by knowing your responsibilities, knowing what’s expected of you and knowing the rules and always acting safely.

	3. 
	Accidents can and do happen to all workers, regardless of experience. If you know the risks and know how to minimise them, you will help protect yourself and your co-workers.

	[bookmark: _Toc139315875]SAFETY RULES

	1. 
	Your safety is our top priority. But for us to send you home safely, we need to make safety your top priority too.

	2. 
	One of the best ways to protect yourself from serious injuries is by knowing your responsibilities, knowing what’s expected of you and knowing the rules and always act safely.

	[bookmark: _Toc139315876]DRUGS AND ALCOHOL

	1. 
	Being under the influence at work is a serious offence. If you are impaired by drugs or alcohol while on site, you will be permanently banned from the project. 

	2. 
	The law prevents you from smoking in the workplace. Smoking is only allowed outside in designated areas.

	[bookmark: _Toc139315877]PERSONAL PROTECTIVE EQUIPMENT

	1. 
	It is compulsory for workers, visitors, and other persons to wear Personnel Protective Equipment.

	2. 
	There are 3 items that are the minimum Personal Protective Equipment these are: Hard Hats, HI-VIZ clothing and steel capped boots.

	3. 
	For Contractors and Subcontractors, it’s your company’s responsibility to supply PPE.

	4. 
	Safety Glasses and hearing protection are also required in designated areas. Always keep them with you.

	5. 
	Personnel Protective Equipment and PPE clothing must be maintained in good condition.

	[bookmark: _Toc139315878]ELECTRICAL CABLES LEADS AND CORDS

	1. 
	Make sure all electrical cables, leads and cords are in good condition. If they are frayed, cracked, or damaged, they may cause a fire, or an electric shock. DO NOT use them if they are damaged.

	2. 
	Replace the equipment as soon as you notice any damage or have it repaired, re-tagged, and tested.

	3. 
	DO NOT leave power leads, cables or chords trailing across the floor. They must be covered or elevated.

	4. 
	When using power leads outdoors, always use a residual current device or isolating transformer.

	5. 
	Never run power leads across a roadway, without protecting it.

	[bookmark: _Toc139315879]MACHINERY TOOLS AND EQUIPMENT

	1
	You must be properly trained and competent to use machinery, equipment, appliances, implements and tools.

	2
	Make sure the equipment you use are maintained and fit for their intended purpose.

	3
	Always wear a seat belt in equipment that has roll over protection.

	4
	Do not override or disable any safety devices. This is a very serious safety violation that could cause an injury and could result in your removal from the site.

	[bookmark: _Toc139315880]EXCAVATION AND TRENCHES

	1
	Any excavation over 1.5 meters in depth must be protected by sloping, benching, shielding or shoring.

	2
	Make sure safety barriers are installed to help prevent people from gaining access into hazardous areas.

	3
	Excavations must have a ladder, stairway, or ramp present and nearby for access to and from an excavation.

	4
	Workers must be educated and trained so they understand the Hazards and know how to work safely in a trench or excavation.

	5
	Before you start any digging, you need to know what is in the ground and what is overhead.

	6
	Fence off the work areas even during times when workers are not present on site.

	7
	Check the service plans for all utilities. Stay at least 4 meters away from overhead power lines.

	[bookmark: _Toc139315881]HAZARDOUS SUBSTANCES TRAINING

	1
	Hazardous substances include chemicals, poisons, explosives, and flammable substances.

	2
	Exposure can happen by breathing in toxic vapours, dusts, mists, gases, or fumes from hazardous substances.

	3
	If exposure isn't prevented or properly controlled, it can cause serious illness. Including cancer, asthma, dermatitis and sometimes even death.

	4
	Label and store any dangerous chemicals or materials in proper containers and secure them in a safe location.

	5
	A safety data sheet (SDS) must be available for each hazardous substance. SDS provides information about the disposal, safe use, storage, transport, first aid treatment and what to do in the event of a spill or fire.

	6
	Always be prepared for an emergency, first aid, spill kits, fire extinguishers, secondary containment, emergency response plan.

	[bookmark: _Toc139315882]HAZARDOUS SUBSTANCES COME DIFFERENT FORMS:

	1. 
	Solids - including particles of solid material that get into the air such as dust, fibres, smoke and fume.

	2. 
	Liquids - including fine sprays, mists and aerosols made up of small droplets of liquid – eg sprayed paint.

	3. 
	Vapours - gaseous forms of a liquid or solid, eg solvent vapour.

	4. 
	Gases - some processes can generate gases like carbon monoxide or engine exhaust gases.

	5. 
	Micro-organisms - microscopic organisms, like bacteria, viruses and fungi can be found almost everywhere.

	6. 
	Lungs and airways – hazardous substances can be inhaled in the air you are breathing. The lungs and airways are vulnerable to many of these substances like dust or isocyanates. 

	7. 
	Skin – some substances, such as cement, can directly affect your skin through contact leading to problems like dermatitis or burns. Other substances, eg solvents, can be absorbed through your skin into the blood. Harmful micro-organisms can also get into your body through cuts and wounds.

	8. 
	Mouth – everyone eats and drinks. Some people also smoke. You can therefore transfer hazardous substances into your body eg when eating or smoking with hands contaminated with lead dust.

	[bookmark: _Toc139315883]EXAMPLES OF CONTROLS INCLUDE:

	1. 
	Hazardous substances must be appropriately packaged.

	2. 
	Hazardous substances must be used in such a way to minimise environmental effects.

	3. 
	Sites storing large quantities of liquid hazardous substances not in a workplace must have signage and secondary containment (bunding) in place.

	4. 
	Labelling and other information must clearly indicate the hazards of the substances.

	5. 
	SDS sheets can be found in the blue folder in the site office

	[bookmark: _Toc139315884]MANUAL HANDLING

	1
	Plan before you pick up something, consider the weight, size, shape, path of travel and set down location.

	2
	Get help if the load is more than 25 kilos. Leg muscles are stronger than back muscles, so lift with your legs not your back,  bend your knees and keep your back straight.

	[bookmark: _Toc139315885]HOUSE HOUSEKEEPING KEEPING

	1
	Slips, trips and falls are the most common types of accidents on a construction site and untidiness is the main cause of this.

	2
	Please help us to keep site clean, by clearing up any rubbish and waste materials, as soon as you create them.

	[bookmark: _Toc139315886]WORKING AT HEIGHT

	1
	You must be trained and have the right skills, knowledge and experience to work at height.

	2
	Best practice guidelines requires that if there is a potential for a person at work to fall from ANY HEIGHT, reasonable and practicable steps must be taken to prevent harm from resulting.

	3
	It is essential that hazards are identified before any work at height starts.

	4
	If you have any concerns about your work at height, discuss them with you supervisor or the site manager immediately.

	5
	Make sure the necessary equipment, appropriate precautions and safe systems of work are in place.

	[bookmark: _Toc139315887]PERMIT TO WORK PROCEDURE

	1
	COMPANY NAME’s permit-to-work procedure is a formal written procedure used to control certain types of work that is potentially hazardous.

	2
	Your permit to work must provide accurate information about the work to be undertaken.

	3
	For example, entry into confined spaces, welding and cutting operations or excavation works over 1.5 m deep

	4
	Your permit must also state the period of time in which the work must be completed and individual responsibilities for the various stages of the operation. 

	[bookmark: _Toc139315888]SCAFFOLD INFORMATION AND GUIDANCE

	1
	All scaffolding installed on COMPANY NAME sites must be erected in accordance with Scaffolding in NZ GPG

	2
	All scaffolds must be erected, altered and dismantled by persons who have been trained and have suitable experience, with the type of scaffolding being used.

	3
	Where any portion of a scaffold is 5 meters above the ground, only persons who hold a Certificate of Competency as a scaffolder can install, modify or dismantle scaffolding.

	4
	A scaffold inspection, Scaff-Tag, must be clearly visible by the access ladder. The tag should have an inspection date, installation date and the name of the person/company who inspected the scaffolds.

	5
	Scaffold platform must be fully decked and are no further than 300mm from the workface. If it is greater, then either inside planks or internal guardrails and toe boards should be fitted.

	6
	All scaffold platforms must have full edge protection including guardrails, swing gates and toe boards.

	7
	Make sure you have appropriate access to the scaffold platforms by way of secure ladders, stairs, or access directly from the adjacent structure. 

	8
	Planks forming a platform must be secured to prevent displacement and positioned to avoid significant gaps and trip hazards.

	[bookmark: _Toc139315889]SILICA IN CONSTRUCTION

	1
	Silica is found in materials such as concrete, bricks, rocks, stone, sand, and clay. 

	2
	Dust containing silica is created when these materials are cut, ground, drilled or otherwise disturbed. 

	3
	If the silica particles in the dust are small enough, it can be breathed deep into the lungs and cause the lung tissue to scar. A condition referred to as silicosis. 

	4
	Your employer must provide you with the proper protection equipment to prevent exposure to you and your fellow co-workers 

	5
	It is your employer’s responsibility to provide a safe workplace. However, it is a worker’s responsibility to use the equipment provided, participate in educational programs on silica, and follow their instructions 

	6
	Water can be used to suppress the dust and vacuums can be used to capture it at the source.

	7
	Silicosis is a disabling, irreversible, and sometimes fatal lung disease.


	[bookmark: _Toc139315890]LADDERS

	1
	Before you use a ladder, give it a quick inspection. Are the legs ok, and are the rails in good condition, with no cuts, cracks or bends.

	2
	If the ladder is accessing an upper level, the top should extend at least 1 meter above the surface so you can get on and off safely

	3
	Are the rungs tight, with nothing broken or missing. If a ladder is unsafe don’t use it.

	4
	DO NOT stand on the top rung of a ladder A step ladder should be locked open, with all 4 feet firmly on the surface

	5
	For straight ladders set up the ladder on a solid surface making sure the feet are level and well braced to prevent slipping

	6
	A ladder is for 1 person only. If you have to lean out or reach to get at the work, get down and move the ladder.

	7
	A 4 to 1 pitch is right. If a ladder is to steep it becomes unstable. Make sure you secure the ladder


	[bookmark: _Toc139315891]SAFETY RULES GUIDANCE AND INFORMATION

	1. 
	WE expect you to conduct yourself in a professional manner. All workers, visitors and other persons should be treated with courtesy and respect at all times.

	2. 
	PCBU's to conduct daily pre-start meetings. Your pre-start meetings should establish proper working arrangements, roles and responsibilities, lines of communication and agreed safety procedures.

	3. 
	Follow the safety rules, look after yourself and watch out for your colleagues. Don’t rush – stay focused and plan your work. If you can’t do it safely, don’t do it.

	4. 
	We have a zero tolerance for workplace violence. Any person involved in offensive language or verbal abuse, intended to create fear or intimidation, may be removed from the site.

	5. 
	Make sure you know where the designated loading and unloading areas are, and watch out for all moving vehicles on site. It is essential that you stay informed about the hazards on site. If you don’t have enough information about the hazards, ask your Supervisor or the Site Manager.

	6. 
	Radios and personal music devices are banned from the work areas. Theft will not be tolerated, if something is not yours, you must get permission to borrow it from the owners. 

	7. 
	Persons engaged in any incident where workers, visitors or other persons are abused, threatened, harassed, bullied or assaulted, will be removed from the site.

	8. 

	If you think a job or a task is unsafe, stop the work. If you see something unsafe, report it. Make a commitment today to take an active role in safety.

	9. 
	You have the right to stop work, or refuse to carry out work if you believe that doing the work would expose you, or anyone else, to a serious health or safety risk. 

	10. 
	We expect all workers to work together as a team; to consult, cooperate and coordinate their activities. 

	11. 
	Reviewing a Task Analysis is a reminder of the hazards you will face while doing specific tasks.  Take Task Analysis seriously, your life may depend on it.

	12. 
	If you create a hazard while performing your work, you must correct the hazard or inform your Supervisor or the Site manager.

	13. 
	If you are not sure of what you are supposed to do or how to do it ask your supervisor, communication is key to a safe work site.

	14. 
	Wear your PPE and keep your safety glasses and hearing protection with you at all times.

	15. 
	If for any reason there are jobs you can't do, you need to inform your supervisor. It is your supervisor’s responsibility to give you safe work assignments. It is critical you only do what you’re qualified to do.

	16. 
	All harness work requires training and competence. Only trained and competent personnel can install and use harness systems on site.

	17. 
	When you come on to our sites, you are agreeing to an accident-free workplace. A blatant disregard for safety may lead to your permanent removal from the site. 
































[bookmark: _Toc139315892]Health and Safety Induction Quiz
To pass, you must score 80% or more. If you do not pass this test, you can retake it. If you fail to pass a second time, you will be provided with support and guidance from the person inducting you onto the site. Once you have passed you will be given a green safety card and a green induction sticker which goes on your safety helmet.
                                       
	1. 
	Are you allowed to smoke on site?
	

	2. 
	Do you have to sign out when you leave work? 
	

	3. 
	Can you park and reverse on site?
	

	4. 
	Should you inspect you ladder before use?
	

	5. 
	Can you play music on site
	

	6. 
	Are you responsible for your safety on site?
	

	7. 
	Do you need a permit to work for excavation works?
	

	8. 
	If you create a hazard while performing your work should you correct it?
	

	9. 
	Can you stand on the top rung of a ladder?
	

	10. 
	Can you stop work if you think it is unsafe?
	

	11. 
	Should you use a mask to help protect you from dust?
	

	12. 
	Should you test and tag your tools?
	






	Inductee Name:

	Signature:

	Date: 



	Company Name:


	Job Title:

	Contact Number:
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