[image: ]
OHS induction checklist for casual relief teachers 
This checklist can be used to induct agency-employed casual relief teachers (CRT). CRTs employed directly through the school council are to be inducted using the staff OHS induction checklist. Where schools aren’t yet able to provide the full staff induction to a CRT, this checklist may also be used. See the OHS induction and training policy for further information.  
	School
	

	Casual Relief Teacher name(s)
	

	Name of Agency(ies)
	

	Inducted by Principal /
OHS delegate name
	

	Date
	

	The principal or primary contact is to ensure that the above-named staff member has been provided with and understands the following information.

	General Induction
	Shown and Understood

	I have been shown the location of amenities including staff room, toilets, showers etc.
	Yes ☐

	I have been introduced or the given contact information for my primary contact (if not conducting induction) and how I can report an incident if required.
	Yes ☐

	I have been made aware of the First Aid Officer(s) and/or the location of the First Aid Room and Kits.
	Yes ☐

	 I have been shown or made aware of the assembly points in the event of an evacuation.
	Yes ☐

	I have been informed of bell times. 
	Yes ☐

	I am aware of any yard duty requirements and locations. 
	Yes ☐
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1 | Department of Education 
	Class and School Specific Induction
	Shown and Understood

	I have been made aware of any relevant hazards on school grounds.
	Yes ☐

	I have been shown where to safely and securely store my belongings.
	Yes ☐

	I have been provided the school’s casual relief teacher OHS induction handbook.
	Yes ☐ N/A ☐

	I am aware of how to access relevant student behaviour support plans and risk management plans.
	Yes ☐ N/A ☐

	I am aware of how to access information about relevant high-level and/or specific student needs.
	Yes ☐ N/A ☐

	Principal or delegate - I certify that the below mentioned CRT(s) has/have completed an OHS induction and I have explained that induction is valid for 12 months only.
The principal or their delegate are to maintain completed forms and store in file or uploaded to eduSafe Plus.
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	CRT - I confirm that I have undertaken an onsite induction, and have received and understand the information above (as applicable).
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Schools may add more signature boxes if inducting multiple CRTs at once.
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