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Procedure:  
OHS Induction Procedure 
 
1. Purpose 

The purpose of this policy is to provide guidelines for OHS Induction in the workplace that 
provides workers with information to safely perform required duties within Greater Shepparton 
City Council. 
 

2. Scope 
All workplaces and worksites including those controlled by contractors engaged by GSCC.  

 

3. Actions Required 

 Workers participate in the GSCC organisational induction 

 Workers are inducted into their workplace 

 Contractors are inducted to GSCC OHS requirements and worksites.  
 

4. Definitions 
My Safety – Council’s Safety Management System 

GSCC - Greater Shepparton City Council 

GSCC RESPONSIBLE OFFICER - GSCC employee who is responsible, in part or completely for 
engaging and management of a contractor or other employees 

HR - Human Resources Team 

INDUCTION - Induction is the process of providing employees and others with relevant health 
and safety and other information to enable them to work safely in their workplace 

WORKERS - Employees, Contractors, Volunteers and any person performing duties. 
 

5. Responsibility and Authority 
People Performance Team  
Coordinate and record employee’s induction.  

 
Managers/Team Leaders/Supervisors 
Ensure new or transferred employees, students, volunteers and contractors complete the 
required OHS inductions within work areas. 

 
GSCC Responsible Officer  

Ensure all required OHS inductions takes place prior to works beginning and documented where 
required. 

 

Workers  
Participate in the induction process, practice and apply requirements.  

 
Contractors  
Participate in the induction process, practice and apply requirements.  

 
6. Procedure 

General Induction 
All personnel working within or for GSCC must have an Occupational Health and Safety 
Induction. This includes management, supervisors, office staff, work experience students, 
trainees, volunteers, consultants and contractors, no matter where they work. 

 
OHS induction should include information on facilities through to emergency procedures, and 
the roles of personnel within their workplace. 
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General OHS Induction  

The OHS induction process informs workers on: 

 Key aspects of the Occupational Health and Safety Act 2004 

 GSCC OHS Policies and Procedures 

 Hazard identification  

 Key OHS personnel 

 Reporting requirements  

 Common risks 

 Other OHS information and issues.  
 
Workplace Specific Induction 
Managers, Team Leaders and Supervisors are required to ensure new or transferred 
employees, students, visitors and contractors are inducted within work areas and inform 
workers of site specific information:  

 Information on emergency procedures 

 Reporting lines in the workplace 

 Amenities e.g. Lunch areas, first aid, notice boards etc 

 Safe work procedures, operator manuals, material safety data sheets etc 

 Personal Protective Equipment required  

 Responsible personnel within work groups e.g. First Aid Officer, Health and Safety 
Representative (HSR), Emergency Wardens and union representative. 
 

The workplace specific induction also identifies any health monitoring or medical requirements 
such as: 

 Hearing monitoring requirements 

 Immunisation requirements 
 
Work groups can develop occupational and work site specific induction checklists as long as 
they meet the minimum requirements of the Induction Checklist - Workplace. 
 

 Refer:  M11/163: Induction Checklist- Workplace  

 
Relocated, Secondment and Movement of Workers within GSCC 
Workers who for various reasons are relocated from the original area they received an 
induction or move between different work areas must be inducted and made aware of 
emergency procedures, wardens, other responsible personnel and information as stated 
above. 
Refer: 
M12/34289 Alternative Duties/Location Checklist 
 
Plant and Machinery Hand Over Induction 

 Employees accepting a new plant item must be inducted by the Plant Coordinator, using the 
Plant/vehicle induction checklist and may include input or assistance from  

 Manufacturer representative 

 Other competent personnel 

 
GSCC RO must be satisfied the person inducted is competent to operate. 
 
Contractor Induction 
General OHS Online Induction 
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Prior to works, contractors and contractor employees who will being working on a GSCC work 
site must successfully complete the Online GSCC General OHS Induction. 

On successful completion of the online induction, contractors and their employees will be 
issued with GSCC induction card, which must be carried and presented when requested in all 
GSCC worksites. 

 

Instructions: 
1. Open Web Browser to the website – www.inductme.com.au/necci 
2. Enter the Course Code – necci101 
3. Press the Start Course button and follow instructions  
 

In Person Induction 

The GSCC RO may complete a documented paper based Occupational Health and Safety 
induction with contractors engaged to perform works for GSCC, if an online induction is not 
possible before works.   

Refer: M12/50270: Contractor Induction / Job Safety Analysis 

As a paper based induction does not provide the contractor with an “induction card”, 
contractors will be required to complete the online induction, if any future works are to take 
place. 

 
Site Specific Inductions  
GSCC RO’s are responsible for ensuring a site specific induction is completed when required 
by, contractors, their employees and sub-contractors prior to works 

 
By undertaking an induction, everyone working in GSCC work sites is to be informed of site 
specific safety requirements and hazards.  

 

Site inductions must include:  

 Scope of works  

 Hazards identified and control measures in place  

 Access and egress to the site 

 Parking areas and traffic routes 

 Amenities for the site such as toilets, lunch rooms and drinking water etc 

 Safety rules for the site 

 Activities where safe work procedures apply  

 First aid arrangements and emergency contact details 

 Emergency procedures including location of the assembly area, emergency exits, fire 
extinguishers and emergency contact numbers 

 Personal Protective Equipment required to be worn at the worksite 

 Workers safety responsibilities and reporting of hazards, incidents and near misses. 
 

Site specific based OHS Induction training can be provided and documented in the form of a 
Job Safety Analysis (JSA) and is to provide participants with knowledge of the health and 
safety issues that are relevant to the work activities and should be based on the hazard 
identification, risk assessment and control measures implemented.  

   

Refer M12/50270 Contractor Induction / Job Safety Analysis  

Remote Induction 
Where works and work site, are deemed to be low risk, the site induction process may be 
accomplished by providing contractors with a Remote Location Induction/Hazard Identification 

http://www.inductme.com.au/necci
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sheet, developed within the Department to provide contractors with particular safety 
information and any known low risk site hazards. 
 
Refer: M12/60494 Remote Location Induction 
  

7. References 
Occupational Health and Safety Act 2004  

 
8. Related Procedures and Documents 

 M11/163: Induction Checklist- Workplace (Attachment 1) 

 M10/103600: Induction Handout for contractors -3 fold (Attachment 2) 

 M12/50270:Contractor Induction / Job Safety Analysis (Attachment 3) 

 M12/60494:Remote Location Induction/Hazard identification (Attachment 4) 

 M13/12886: Online Induction implementation Letter to contractors (Attachment 5) 

 M11/60374: Plant/vehicle handover  induction checklist (Attachment 6) 

 M12/34289 Alternate duties/location checklist (Attachment 7)
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Attachment 2 (For complete form refer Trim) 
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Attachment 3 (For complete form refer Trim) 
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Attachment 5 (For complete letter refer Trim) 

 

 

 

 

 

 

 

 

 

 



 

 

Trim 
Reference 

Procedure number Date Last Reviewed: 
Issue Number: 

Endorsed by 
Page 10 of 11 

M10/113168 46.PRO3.40 28.6.2012 1 The Executive 
 

 

Attachment 6 (For complete letter refer Trim) 
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Attachment 7  

 


