 New Hire Orientation Checklist 
Safety and Work Practices
Date of Orientation: ___________

Employee: ___________________

Title: _______________________

Department: _________________

Supervisor: __________________
 The following items are to be reviewed with each new hire, transferred or returning employee before any work or tasks are assigned. Any specialized training, (such as hazard communication, vehicle or equipment operation, etc.), is to be completed prior to beginning work. The orientation is to assure the individual has all safety and health requirements clearly communicated to them by their supervisor or manager.
	Safety/Work Practice
	Employee Initials
	Supervisor Initials
	Safety/Work Practice
	Employee Initials
	Supervisor Initials

	Fire Safety:
1. What to do in Case of Fire?
2. Where are the fire alarm stations?

3. Where are the fire extinguishers?

4. What type is being used?
5. What are the evacuation routes?
6. Who to call in the event of an emergency
7. Where are the emergency shut-off valves located?

8. How do you activate a fire extinguisher?
	
_________
_________

_________

_________

_________

_________

_________

_________​
	_________

_________

_________

_________

_________

_________

_________

_________
	Emergency Preparedness:
1. What to do in a tornado warning?
2. What to do in a chemical release/spill?

3. What to do in a terrorist threat?

4. What to do in an active shooters situation?

5. Where is the emergency contact numbers posted?
6. Where is the first aid kit located?

7. Where is the closest eyewash station/emergency shower?

8. How to use the eyewash station/emergency shower?
	_________

_________

_________

_________

_________

_________

_________

_________
	_________

_________

_________

_________

_________

_________

_________

_________

	Equipment:
1. How to operate equipment?

2. What guards/safety practices are required?

3. What to do in the event of equipment damage or malfunction?

4. Where are the operation manuals and instructions located?
5. What PM (preventative maintenance) checks need done?
	_________

_________

_________

_________

_________
	_________

_________

_________

_________

_________
	Hazardous Material:
1. What is a SDS?

2. Where are the SDS located?

3. What are appropriate chemical labeling requirements?

4. What warning signs need posted?

5. How to store chemicals?

6. How to dispose of chemicals?
	_________

_________

_________


_________

_________

_________
	_________

_________

_________


_________

_________

_________

	Personal Protective Equipment(PPE):
1. When is PPE required to be used?

2. What type is necessary?

3. How to appropriately be used?

4. Are there limitations?

5. Where is the PPE located?

6. How to properly maintain?


7. Has the PPE assessment been reviewed?
	_________


_________


_________


_________


_________


_________

_________
	_________


_________


_________


_________


_________


_________

_________
	Safety:
1. Who is responsible for safety?

2. Who is the Director of Safety?

3. How to contact the Director?

4. Who is your safety representative?

5. How do you contact the representative?

6. How to access the EHS: The Professional Safety Online Bulletin and COA EHS Webpage?
7. Has the Job Hazard Analysis been reviewed? (Launching 2021)
8. How to report a safety hazard (near miss)?
9. What to do if an injury occurs? 
10. How to access the COA EHS Resource Program Guide? 
	_________

_________

_________

_________

_________

_________

_________

_________

_________
_________
	______________________________
__________
__________

__________

__________

__________

__________
__________


