Compass Asia Pacific Management System


Printed Copies are Uncontrolled Documents
(2023 Compass Group


Commercial-in-Confidence

Site Induction Check List 
Environmental Services Department – Newcastle Mater

	NAME:
	

	POSITION:
	

	CONTACT NO:
	

	START DATE:
	

	TRAINING BUDDY NAME:
	

	NEXT OF KIN DETAILS:
	Name
	Contact No:

	HOSPITAL ORIENTATION SCHEDULED FOR:
	

	HOSPITAL ID BADGE, ACCESS CARD / KEYS (REQUEST FORMS COMPLETED)
	


The Site Manager is responsible for inducting all new / transferred employees prior to the commencement of shift.  The purpose of the induction is to introduce and familiarise the employee with existing staff, the facilities, their position and responsibilities.
COMPANY POLICIES AND PROCEDURES

NEW EMPLOYEES MUST COMPLETE THIS SECTION. (Transfer exempt.)

Please tick each applicable box as it is explained and understood:
	
	Within seven days of commencement employee has completed all applicable Compass College online units 

	
	My Health Learning - On-line training access has been requested and relevant online units commenced within first four weeks as per department training matrix (HNE Employees / Medirest Managers Only)

	
	All commencement paperwork and work right requirements have been actioned in full

	
	Employee/HSEQ Handbook has been read and understood (completed online at time of accepting contract)

	
	Medirest Hospital Cleaners Handbook issued and explained.

	
	Company policies for code of conduct has been read, explained, understood (Compass College + My Health Learning)

	
	Fire and Emergency procedures issued and explained through hospital orientation.

	
	Safety Non-Negotiables, explained and understood, including: Hazard and Incident Reporting,

Electrical and Chemical safety, Out of Service Tag and Personal Danger Tag and Manual Handling safety.

	
	Duress Alarm training (where required)

	
	Microfibre training including team train and online videos viewed.

	
	Employee set up with hospital photo ID and access card

	
	Site rules explained including time sheet requirements, break times, applying for leave, team meetings and training, reporting illnesses.

	
	Chemicals / hazardous substances explained and understood. (Ecolab circle of safety training)

	
	Spill Drill


SITE SPECIFIC INFORMATION
All employees must complete this section.

Please tick each applicable box as it is explained:

	
	Job description issued and explained.

	
	SWSPs and PWIs completed for all activities performed by that person at work site.

	
	Client inductions through completing orientation program


SITE TOUR

The manager must show the employee the following areas:

	
	Kitchen and nearest amenities

	
	Safety Notice Board, vision and values poster, department fair treatment communication flowchart

	
	Location of Fire Fighting Equipment

	
	Public Telephones

	
	Site Layout

	
	Meet Fellow Employees


EMERGENCY / SAFETY PROCEDURES
Employee to complete

	
	First Aider:
	Security Officers

	
	First Aid Kit – Locations:
	Helpdesk

	
	First Aid / Medical Emergency Procedure explained:
	Supervisor, Security Officers (1st Aid Response), Company Doctor, Emergency Department  

	
	Emergency / Evacuation Plan & Muster Point
	· Hunter Institute Carpark 

· Front Entrance

· P3 Carpark

· Behind McAuley Building - Courtyard

	
	Fire Warden:
	(In-Charge: Security Manager), Security Officers, Clinical Representatives

	
	Fire Fighting Equipment 
	Location of the equipment to be demonstrated

	
	Emergency Contact No for fire or Met:
	2222

	
	Emergency Contact No for code black:
	2222

	
	Equipment Tag Out Procedure:
	Explain procedure and show tags used onsite

	
	IMPORTANT *Mandatory instruction of correct use of Duress Alarms, by select personnel if / when required to work within a high risk location or area onsite!
	Explain procedure, demonstrate use

	
	IMPORTANT *Mandatory instruction of correct use of code Blue process, by select personnel if / when required to work within a high risk location or area onsite!
	Explain procedure, demonstrate use

	
	Working in pairs / spotter in MHN wards
	Explain procedure


CHEMICAL HANDLING

List all chemicals that will be used on the work site. Material Safety Data Sheets (MSDS) for these chemicals are available.  These MUST be read, explained and understood.

	1
	2

	3
	4

	5
	6

	7
	8

	9
	10

	Please sign to confirm that you have been explained and understand the requirements for cleaning up a chemical spill and that you understand how to use and store chemicals safely.

	Employee Signature
	

	Manager Signature
	


PERSONAL PROTECTIVE EQUIPMENT

In each cleaning cupboard there is a copy of the Personal Protective Equipment (PPE) Matrix.  All tasks that require the use of PPE are detailed on the PPE Matrix.  All staff that commence employment with The Compass Group must identify the PPE required for the tasks they will be performing.

	Please sign below to confirm that you have reviewed the PPE Matrix for your job.


	Employee Signature:
	


	Manager Signature:
	


CLEANING SCHEDULE TICKSHEETS
(If not applicable to your site move to Employee Declaration)

All employees who commence employment with The Compass Group (Australia) who work in the cleaning department must be trained in the completion of the cleaning schedules for each area they work in.

	Please sing below when the cleaning schedule tick sheets have been explained to you


	Employee Signature:
	


	Manager Signature:
	


SAFE USE OF EQUIPMENT
The Site Manager or other authorised person must train / assess the employee in regards to the safe use of equipment they are required to use in performing the job.  The Site Manager MUST complete this within ONE MONTH of the new starter commencing employment.

	
	Equipment
	Demonstrated by:
	Observed by:

	
	T3 floor scrubbing machine
	
	

	
	T5 floor scrubbing machine
	
	

	
	Multiwash
	
	

	
	TUG (waste & linen only)
	
	

	
	Gzunda (waste & linen only)
	
	

	
	Compactor (waste & linen only)
	
	

	
	Carpet Extractor
	
	

	
	Vacuum cleaner
	
	

	
	2550 Buffer
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	UNIFORMS

Please list the full uniform allocation you have received.



	ITEM
	QUANTITY

	
	

	
	

	
	

	
	

	
	

	I declare that I have read and understood the Compass Presentation and Dress Code policy in addition to the Calvary Mater Newcastle Uniform policy and acknowledge that at all times I will ensure my presentation, grooming and person dress standards convey a professional attitude and approach to work. I also acknowledge at all times while working on site I am required to wear my name badge.

I understand that upon completion of my employment I am to hand in my full uniform allocation

	Employee Signature and Date


	

	Site Manager Signature and Date


	


EMPLOYEE DECLARATION
	I acknowledge that site-specific information has been explained, and equipment specific training has been conducted where necessary.



	Safety is a condition of my employment.  As an employee of The Compass Group (Australia) I accept that I have a responsibility to follow safe work procedures, and to work safely at all times.  I take responsibility to conduct myself in a manner that ensures my own safety and the safety of my workmates.



	Employee Signature and Date:


	

	Department Manager Signature and Date:


	


Think safe, work safe!
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