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	CBE Plus     Induction Training Checklist      QD06/2 15/06/20

	Employee name: 


	Delete as appropriate:       New employee      /      Existing employee



	Job title: 


	Date induction training provided:



	Induction training provided by:



	
	QMS awareness (Quality Manual, Quality Policy Statement, leaflet)

	
	Provision of Personal Protective Equipment

	
	COSHH Awareness

	
	Rules on wearing Personal Protective Equipment

	
	Fire safety (isolate machine, raise alarm, leave the building)

	
	Emergency exit locations, exit routes and assembly point

	
	Reporting dangerous occurrences

	
	Reporting accidents

	
	Allergies

	
	Location of 1st Aid box

	
	Start/finish time and break times

	
	Toilets

	
	Canteen/rest area

	
	Holiday entitlement and booking holidays

	
	Smoking policy

	
	Ethical Behaviour Policy

	
	Notice board

	I confirm that the items above have been explained to me, 

and I understand my responsibilities (signed by employee):



	I confirm that I have explained all the items above 

to this employee (signed by training provider):



	Additional notes:



	When completed please return this form to Mel in HR


