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Site Induction Checklist
Construction site induction record
A practical checklist for preparing, delivering and recording a site-specific construction induction.
	PROJECT / SITE
Enter the project or site name

	SITE ADDRESS / LOCATION
Enter site address or location
	PRINCIPAL CONTRACTOR / CONTRACTOR
Enter Principal Contractor or contractor
	CLIENT
Enter client

	SITE MANAGER / RESPONSIBLE PERSON
Name and role
	NORMAL WORKING HOURS
Days, times and any restrictions
	CONTACT / ESCALATION POINT
Who to contact if the site manager is unavailable

	INDUCTION DELIVERED BY
Name of the person delivering the induction
	ROLE / ORGANISATION
Role and organisation

	INDUCTION TYPE
☐ Worker / contractor      ☐ Unescorted visitor      ☐ Escorted visitor      ☐ Other:  describe



	INDUCTION REFERENCE
Enter reference
	REVISION
Enter revision
	DATE
DD/MM/YYYY
	INDUCTION DATE(S)
Date, or “See attendance record”



Visitors: Visitor inductions should be proportionate to the visit. An escorted visitor may only need the principal hazards, relevant controls and emergency arrangements, while an unescorted visitor may need more site information.

ABOUT THIS CHECKLIST • DELETE BEFORE ISSUE
CDM 2015 requires a suitable site induction to be provided. On projects involving more than one contractor, the Principal Contractor must ensure that a suitable site induction is provided. Contractors must provide workers under their control with a suitable site induction where one has not already been provided by the Principal Contractor.
No particular induction format is prescribed. The induction should be site-specific and proportionate to the work or visit. Use this checklist to identify the information that genuinely needs to be covered rather than treating every item as mandatory on every site.
A site induction does not replace task-specific risk information, training, supervision, RAMS, permits or other instruction required for the work.
An attendance or acknowledgement record shows that an induction was delivered; it does not by itself demonstrate understanding, competence or compliance.
Prompts clear when you type. Guidance boxes may be deleted before issue.
Sources: CDM 2015 regulations 13(4)(a) and 15(8)–(9); HSE “Site rules and induction”; HSE L153 Managing health and safety in construction, paragraphs 133–134 and the guidance on regulation 15, where relevant.

1. Project and management
	Topic
	Site-specific information / instruction
	Covered
	N/A

	Health and safety commitment
	Explain the commitment to health and safety on this project and what is expected of everyone on site.
	☐
	☐

	Project overview
	Explain the project, main activities and any relevant phases or interfaces.
	☐
	☐

	Site management
	Identify who is in control of the site, relevant supervision and who to contact with questions or concerns.
	☐
	☐

	Working hours / access times
	Explain permitted working hours and any access restrictions.
	☐
	☐

	Cooperation and coordination
	Explain relevant arrangements for working alongside other contractors, occupants or activities.
	☐
	☐


2. Access, security and movement
	Topic
	Site-specific information / instruction
	Covered
	N/A

	Site entry and exit
	Explain how people enter and leave the site and any sign-in / sign-out arrangements.
	☐
	☐

	Authorised / restricted areas
	Identify areas people may or may not enter.
	☐
	☐

	Pedestrian routes
	Explain designated pedestrian routes and crossings where relevant.
	☐
	☐

	Vehicle / traffic arrangements
	Explain relevant vehicle routes, delivery arrangements, reversing controls or separation measures.
	☐
	☐

	Parking / deliveries
	Record any site-specific parking, delivery or unloading instructions.
	☐
	☐


3. Welfare and emergency arrangements
	Topic
	Site-specific information / instruction
	Covered
	N/A

	Welfare facilities
	Identify where toilets, washing facilities, drinking water and rest / changing facilities are, and any site-specific arrangements.
	☐
	☐

	First aid
	Explain first-aid arrangements, how to obtain assistance and where relevant equipment is located.
	☐
	☐

	Fire / alarm
	Explain how the alarm is raised and what people should do.
	☐
	☐

	Evacuation / assembly
	Identify the relevant evacuation route and assembly point.
	☐
	☐

	Serious and imminent danger
	Explain the procedure to follow where there is serious and imminent danger, including where to go and who to report to.
	☐
	☐

	Emergency contacts / arrangements
	Record any other site-specific emergency information that people need to know.
	☐
	☐


4. Reporting and raising concerns
	Topic
	Site-specific information / instruction
	Covered
	N/A

	Accident / incident reporting
	Explain how accidents, incidents and near misses are reported.
	☐
	☐

	Hazards / unsafe conditions
	Explain how to report a hazard, defect or unsafe condition.
	☐
	☐

	Stop work / escalation
	Explain what someone should do if they believe work cannot continue safely and who they should speak to.
	☐
	☐

	Health concerns
	Explain any relevant process for raising work-related health concerns.
	☐
	☐


5. Site rules
Record the site rules that people genuinely need to understand. Mark items that do not apply as N/A. Where a topic has already been explained, record “See Section 2” rather than repeating it.
	Topic
	Site-specific information / instruction
	Covered
	N/A

	PPE requirements
	Record the PPE required on this site and where, based on the actual site arrangements and risk assessment.
	☐
	☐

	Radios / mobile phones
	Record any rule on the use of radios or mobile phones, and where it applies.
	☐
	☐

	Smoking / vaping
	Record any restriction or designated area.
	☐
	☐

	Restricted areas
	Record any further rule, or “See Section 2”.
	☐
	☐

	Hot works
	Record any rule or permit requirement for hot works.
	☐
	☐

	Traffic management
	Record any further rule, or “See Section 2”.
	☐
	☐

	Pedestrian routes
	Record any further rule, or “See Section 2”.
	☐
	☐

	Housekeeping / site tidiness
	Record what is expected on this site, for example storage, waste and keeping routes clear.
	☐
	☐

	Fire prevention
	Record any site rule on fire prevention.
	☐
	☐

	Permit-to-work systems
	Identify any permit-to-work system and the work it applies to.
	☐
	☐

	Other project-specific rule
	Record any other rule people need to know, including any client or occupier rules and where they apply.
	☐
	☐


Where client or occupier rules also apply, make clear which rules apply where.
6. Site-specific risks and controls
Highlight the particular site risks and control measures that this person needs to know about. This is not a replacement for task-specific risk assessment or RAMS.

Record only what applies to this site. Consider the work taking place, interfaces with other work, occupants or the public, and any particular risks listed in Schedule 3 of CDM 2015 where they apply.
	Area / hazard / interface
	What the person needs to know
	Relevant control / instruction

	Area, hazard or interface on this site
	What the person needs to know about it
	The control or instruction that applies to them

	
	
	

	
	
	

	
	
	

	
	
	


7. Task information and ongoing briefings
	Topic
	Site-specific information / instruction
	Covered
	N/A

	Task-specific information
	Explain where the person will receive the risk information, RAMS, instructions or training relevant to their own work.
	☐
	☐

	Toolbox talks / briefings
	Explain how ongoing site or task briefings are provided where required.
	☐
	☐

	Changes
	Explain how relevant changes to the work, site or controls will be communicated.
	☐
	☐

	Questions / clarification
	Identify who to ask if any instruction or arrangement is unclear.
	☐
	☐



The site induction provides general site-specific information. It should not be used as a substitute for the task-specific information, instruction, training or supervision needed for the work.
8. Consultation and individual responsibilities
Explain in plain language that everyone on site is expected to:
•	follow the site arrangements and instructions that apply to them;
•	cooperate with those managing the work;
•	use the equipment, controls and protective equipment provided correctly;
•	report hazards, defects and relevant changes;
•	avoid putting themselves or others at risk.

	Topic
	Site-specific information / instruction
	Covered
	N/A

	Raising suggestions / concerns
	Explain how workers can raise health, safety or welfare matters and how consultation takes place.
	☐
	☐

	Individual responsibilities
	Confirm the responsibilities above have been explained and record any site-specific points.
	☐
	☐


Induction delivered by
	Detail
	Delivered by
	Reviewed / updated by, where needed by site arrangements

	Name
	Name
	Name

	Role
	Role
	Role

	Organisation
	Organisation
	Organisation

	Date
	DD/MM/YYYY
	DD/MM/YYYY


Complete the reviewed / updated column only where the site arrangements need it.
PRACTICAL FINAL REVIEW — NOT A STATUTORY CHECKLIST
Practical final review
	Done
	Review item
	Note

	☐
	Induction is specific to this site / project.
	

	☐
	Project and management arrangements are clear.
	

	☐
	Access, security and movement information is covered where relevant.
	

	☐
	Welfare, first aid and emergency arrangements are covered.
	

	☐
	Relevant site rules are clear.
	

	☐
	Particular site risks and controls are highlighted.
	

	☐
	Reporting and escalation arrangements are clear.
	

	☐
	Task-specific information and further briefings are signposted.
	

	☐
	Visitor content has been made proportionate where relevant.
	

	☐
	Attendance / acknowledgement has been recorded where used.
	


Induction attendance / acknowledgement
Record who received the induction. An acknowledgement is a useful record of communication but is not a substitute for ensuring the information was understood.
By signing below, I confirm that the site induction has been provided to me and that I have had the opportunity to ask questions or seek clarification.

Induction type key: W = worker / contractor;  UV = unescorted visitor;  EV = escorted visitor;  O = other.
	Name
	Employer / organisation
	Role / trade / reason for visit
	Induction type
	Date
	Signature / acknowledgement

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


To add rows, place the cursor in the last cell and press Tab, or use Insert Row. Rows can also be added on a continuation sheet.
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Adaptive compliance learning.




