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PURPOSE 
This checklist is a guide to assist the host employer 
(person conducting a business or undertaking 
(PCBU) in the induction process of labour hire 
workers, group training apprentices and trainees.

The host PCBU must provide labour hire workers, 
group training apprentices and trainees with a 
workplace specific induction. This will usually cover 
all the work health and safety elements particular to 
the workplace and the tasks they will be performing.

WHAT SHOULD HAPPEN?
Retain the original checklist at the host PCBU and 
provide a copy to the labour hire agency or group 
training organisation.
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HOST EMPLOYER (PCBU) INDUCTION CHECKLIST
More information: www.safework.nsw.gov.au/labour-hire

Job title

Host PCBU name

Host PCBU address

Host PCBU contact

Name	 Mobile

Hours of work per day

Labour hire agency/group training organisation name

Name	 Mobile

Labour hire agency/group training organisation address

MANAGING SAFETY

Yes No Action required if ‘no’

Has the worker been inducted on work health and safety 
policies and procedures?

Yes No 

Has the worker been provided with detailed information 
about the type of work they will be doing, including 
any health and safety risks?

Yes No 

Has someone appropriately skilled or knowledgeable shown 
the worker how to do the job and ensured instructions were 
satisfactorily understood?

Yes No 

Has the worker been shown where to safely and securely 
store their personal property?

Yes No 

Has the worker been shown around the workplace, the entry 
and exit points, amenities and meal room?

Yes No 

Has the worker been shown the location of first aid facilities 
and provided with the details of the first aid officer?

Yes No 

http://www.safework.nsw.gov.au/labour-hire
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Yes No Action required if ‘no’

Has the worker been shown any places they should not go and 
told why they should not go there?

Yes No 

Has the worker been advised to speak to their supervisor if 
they do not understand the instructions they are given, or 
are unsure of what to do or need help? 

Yes No 

Has someone suitably skilled and knowledgeable shown 
the worker any machinery or equipment that they may be 
required to operate? Are they aware of the safe operating 
procedures?

Yes No 

Has someone suitably skilled and knowledgeable  shown the 
worker any materials and/or substances to which they may 
be exposed and the safe systems of work to manage the risk 
of exposure?

Yes No 

Has the worker been provided with information on hazard 
identification including but not limited to pre-start safety checks, 
damaged or faulty equipment and how to report any issues?

Yes No 

Has the worker been provided with training on any relevant 
safety manuals or procedures, including but not limited to 
standard operating procedures (SOPs), safe work procedures 
(SWPs) and safe work method statements (SWMS)?

Yes No 

EMERGENCY MANAGEMENT

Yes No Action required if ‘no’

Has the worker been informed of what to do in case of an 
emergency including but not limited to what the evacuation 
alarm sounds like, where the evacuation assembly point is and 
how to identify the wardens?

Yes No 

Has the worker been provided with details and informed how 
to call the fire brigade, police or ambulance, and the location 
to provide emergency services?

Yes No 

PERSONAL PROTECTIVE EQUIPMENT

Yes No Action required if ‘no’

Does the worker have all the required personal protective 
(PPE) including, but not limited to, hard hat, goggles or safety 
eye glasses, gloves, boots, aprons, and hearing protection?
PPE such as P2/N95 masks must be fit tested before a worker 
wears them. It is recommended to document and keep 
evidence of all training and fit testing records.

Yes No 

Has the worker been provided with instruction on how to 
use the PPE and wear it correctly, including where to store it, 
discard it, and when and how to get replacements?

Yes No 
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RAISING AN ISSUE

Yes No Action required if ‘no’

Has the worker been informed that all physical and 
psychological safety issues are to be reported?

Yes No 

Has the worker been advised of the hazard and incident 
reporting and documentation mechanisms in place?

Yes No 

Has the worked been informed what to do and who to tell if 
they are injured or are unwell at work, and where to get help 
and first aid?

Yes No 

Has the worker been informed who to contact if they are 
unable to come to work due to illness or injury and to report 
to the supervisor if they cannot continue their shift due to 
illness or injury?

Yes No 

Has the worker been told what the procedure is for resolving 
grievances and issues?

Yes No 

Has the worker been provided the contact details and 
information on the Employee Assistance Program (EAP) 
and relevant crisis support organisations?

Yes No 

Has the worker been provided with information about who 
SafeWork NSW is and how to contact us?

Yes No 

CONSULTATION

Yes No Action required if ‘no’

Has the worker been informed of the work health and safety 
consultation arrangements in place?

Yes No 

Has the worker been introduced to the Health and Safety 
Representative, if available?

Yes No 
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COMPETENCIES
The worker has been deemed competent to undertake the following tasks and operate the items of 
plant and equipment within the workplace.

SIGNED
Signed (Host PCBU representative)	 Print Name Date (DD/MM/YYYY)

	 	

Signed (worker) 	 Print Name Date (DD/MM/YYYY)

	 	



Disclaimer
This publication may contain information about the regulation and enforcement of work health and safety legislation in NSW. 
It may include some of your obligations under some of the legislation that SafeWork NSW administers. To ensure you comply 
with your legal obligations you must refer to the appropriate legislation.
Information on the latest laws can be checked by visiting the NSW legislation website www.legislation.nsw.gov.au
This publication does not represent a comprehensive statement of the law as it applies to particular problems or to individuals 
or as a substitute for legal advice. You should seek independent legal advice if you need assistance on the application of the 
law to your situation.
This material may be displayed, printed and reproduced without amendment for personal, in-house or non-commercial use.

Catalogue No. SW09429
SafeWork NSW, 92–100 Donnison Street, Gosford, NSW 2250
Locked Bag 2906, Lisarow, NSW 2252 | Customer Experience 13 10 50
Website www.safework.nsw.gov.au
© Copyright SafeWork NSW 0921
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