Worker Orientation Checklist

	Employee Name:
	

	Position (tasks):
	

	Date Hired:
	
	Date of Orientation:
	

	Person Providing Orientation:
	

	Company Name: 
	


Temporary Foreign Workers Package

Worker Orientation Checklist
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***This does not meet all documentation requirements for the TFW program, refer to appropriate legislation to review a comprehensive list of your legal requirements***

	Topic
	· 
Once Discussed
	Notes

	1. 
	Supervisor Name: 
       
Telephone #:
	
	Contact your supervisor with any questions. Ensure you have your supervisor’s phone number in your cell phone.

	2. 
	Rights and Responsibilities
· General duties of employers, workers and supervisors
· Worker right to refuse unsafe work 
· Worker responsibility to report hazards
· Bullying and harassment (Reprisal Free Workplace)
	
	Please ask your supervisor with any questions.
Worker will not be reprimanded for refusing unsafe work or bringing a safety concern to their supervisor’s attention.
Worker must report any and all hazards to their supervisor.

	3. 
	Workplace Health and Safety Rules 
(Specific to Workplace)
	
	

	
	No drinking/No drugs while working
	
	Violation in this will result in progressive discipline.

	
	No operating equipment without training
	
	Worker must be trained to use mobile equipment.

	
	No handling pesticides or chemicals without proper training
	
	Worker must be appropriately trained to handle either chemicals or pesticides.

	4. 
	Known Hazards and How to Deal with Them (Specific to Workplace)
	
	Report all hazards to your supervisor.

	
	Mobile equipment
	
	

	
	Chemicals/Pesticides
	
	

	
	Weather
	
	Check the weather prior to leaving your housing and bring appropriate clothing for the day.

	5. 
	Safe Work Procedures (Specific to Workplace)
	
	

	
	Mobile equipment training package
	
	

	
	Chemical/Pesticide training packages
	
	

	
	Weather meetings
	
	

	6. 
	Procedure for Working Alone or in Isolation
	
	Check in with office/supervisor whenever working alone or in isolation. Follow all checking in protocols and procedures.

	7. 
	Measures to Reduce the Risk of Violence in the Workplace and Procedures for Dealing with Violent Situations
	
	Do not engage with activists or protestors – report to supervisor immediately with any conflicts.

	8. 
	Personal Protective Equipment (PPE)
· What to use, when to use it, where to find it and how to care for it
	
	Ask your supervisor if you need anything.

	9. 
	First Aid
· First Aid attendant’s name and contact information
· Locations of First Aid kits and eye wash facilities
· How to report an illness, injury or other incident
	
	Report all illness/injury to your supervisor immediately. Make sure you have the FAA contact information in your cell phone.


	10. 
	Emergency Procedures
· Locations of emergency exits and meeting points
· Locations of fire extinguishers and fire alarms
· How to use fire extinguishers
· What to do in an emergency situation
	
	You are not a firefighter and you will not be expected/required or allowed to fight any type of fire.

	11. 
	Where Applicable; Basic Contents of the Occupational Health and Safety Program
	
	Contact your supervisor with any questions.

	12. 
	Hazardous Materials and Workplace Hazardous Material Information System (WHMIS)
· Hazardous materials in the workplace
· Hazards of controlled product used by worker
· Location, purpose and how to read Material Safety Data Sheets (MSDS)
· How to handle, use, store and dispose of hazardous materials safely
· Procedures for emergencies involving hazardous materials, including clean-­­up or spills
	
	No handling chemicals or pesticides without proper training

	13. 
	Where Applicable; Contact Information for the Occupational Health and Safety Committee or the Worker Health and Safety Representative
	
	Contact your supervisor with any questions.

	14. 
	Other Key Orientation Topics to Discuss as Applicable
· Impairment Policy: incl. prescription & non-prescription drugs, alcohol, physical or mental impairment, and fatigue
· Lockout (review lockout procedures with your supervisor)
· Lifting and moving objects
· Guarding (tools and machinery)
· Tractor, Forklift and other mobile equipment
· Falls from elevation
· Confined spaces
	
	Report to supervisor if you are impaired in any way.
Never work on any equipment or machinery without it being lockout out.
Lift with your legs, not your back
Report any missing guards from machinery and equipment.
Do not perform any work above 10 feet without proper training and PPE.
NEVER enter a confined space for any reason.

	Use spaces on next page for additional site-specific orientation topics as needed. Sign each page.



	Trainer Signature:
	

	Worker Signature:
	



	Topic
	· 
Once Discussed
	Notes

	15. 
	Worker has reviewed and understands the progressive discipline policy
	
	

	16. 
	Worker has reviewed and understands the impairment policy
	
	

	17. 
	Worker has reviewed and understands the chemical use/storage training package
	
	

	18. 
	Worker has reviewed and understands the bullying and harassment (reprisal free workplace) training package
	
	

	19. 
	Worker has reviewed and understands the communicable disease plan
	
	

	20. 
	Worker has reviewed and understands the Pesticide use training package
	
	

	21. 
	
	
	


	Trainer Signature:
	

	Worker Signature:
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Disclaimer: This resource is intended for guidance and employers are advised to customize this document or design their own to meet their business needs and legal obligations. Once customized from its original
content this disclaimer may be removed to function as part of your Safety Program. This resource does not relieve persons using it from their responsibilities under applicable legislation. If you need assistance contact
us at www.AgSafeBC.ca
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