[Insert Company Logo Here]			Technical (Site Safety) Induction Checklist  |  Confidential once completed
[COMPANY NAME] – HR CHECKLIST
TECHNICAL (SITE SAFETY) INDUCTION CHECKLIST
A step-by-step briefing on how we work safely in the yard and on site, with a record that each topic has been covered and understood.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-009
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Making sure every new starter knows our site safety rules before they work, and keeping proof that they were briefed.

	Who fills it in
	The trainer (a Manager or experienced Team Leader) goes through it with the trainee. Both initial each item and sign at the end.

	When
	Before the trainee does any practical work. Split it over the first few days if that helps. Repeat relevant sections if someone changes role or returns after a long absence.

	Time needed
	About 3 hours in total. Do it in 3 or 4 shorter sessions with breaks, not in one sitting.

	You will need
	Health and Safety Policy, Employee Handbook, a sample site-specific risk assessment (SSRA) and method statement, the COSHH file, PPE for the trainee, the accident book, and the trainee's certificates.

	Where it goes
	The trainee's personnel file (paper or digital), with the date added to the training matrix. Keep it for the length of employment plus at least 6 years, or as set out in your retention schedule.



	Guidance for the business owner – remove before issue
Replace everything in [red] and delete this box and the other red boxes before use.
Tailor it to your business. Delete items for equipment and work you do not do, and add rows for anything you do that is missing. For example: hedge cutters, brushcutters, ride-on mowers, tractors, winches, log splitters, pole pruners, pesticide application or sports turf work. Section 26 (young persons) can be deleted if you never employ anyone under 18.
A briefing is not training. A tick here means the trainee has been told about the topic and understands it. It does not make them competent. Competence comes from recognised training (for example NPTC City & Guilds, Lantra, IPAF, first aid at work), assessment and supervised experience. Record these in your training matrix.
Keep the signed checklist as training evidence. Auditors (Arboricultural Association, CHAS, SafeContractor, Constructionline) and principal contractors regularly ask for induction records. A dated checklist initialled by both people, item by item, is strong evidence that you gave the information, instruction and training required by the Health and Safety at Work etc. Act 1974 s2(2)(c) and Management of Health and Safety at Work Regulations 1999 reg 13 (checked 23/09/2026).
Legal and guidance points used (checked 23/09/2026): Control of Noise at Work Regulations 2005 action values; Control of Vibration at Work Regulations 2005 (EAV 2.5 m/s² A(8), ELV 5 m/s² A(8)); RIDDOR 2013 timescales (HSE RIDDOR pages); LOLER 1998 (6-monthly thorough examination of equipment for lifting people and lifting accessories); HSE tree work pages (advice from the network operator before work within 10 m of overhead power lines; HSG47 for underground services); HSE AFAG 402 (at least two people on site for tree climbing, with someone ready to perform an aerial rescue); AFAG 308 (top-handled saws are for use off the ground only); HSE asbestos figures (around 5,000 deaths a year); Wildlife and Countryside Act 1981 (active nests); Management of Health and Safety at Work Regulations 1999 reg 19 (young persons); Working Time Regulations 1998 (young workers).
Changes from the old version you should know about: the statement that employer's liability insurance "does not cover me if the accident was my fault" has been removed because it is misleading, and could put people off reporting injuries. Health questionnaire answers are now kept separately from the personnel file. The plant sap section has been corrected. The swimming confirmation now applies only where work is near water.
Link this checklist to: Employee Onboarding Checklist (ARB-HR-005), Employee Induction Checklist (ARB-HR-006, the company induction), Medical Questionnaire (ARB-HR-010), HAVS Questionnaire (ARB-HR-011), Hearing Questionnaire (ARB-HR-012), Driver Authorisation Form (ARB-HR-013), Job Description – Core Duties (ARB-HR-017) and your Health and Safety Policy [ref]. For subcontractors, use the Subcontractor Onboarding Checklist (ARB-HR-008) and brief them on the site sections that apply.



How to use this checklist
	1
	Fill in the details below. Agree when you will do each session. Short sessions work better than one long one.

	2
	For each section, the trainer talks through the "What you need to know" box and shows the trainee the real thing where possible: the kit, the file, the yard.

	3
	Go through the checklist together. The trainee asks questions. When both of you are happy, you each initial the item. Write N/A if an item does not apply.

	4
	Anything not covered yet goes in the follow-up table at the end, with a date.

	5
	Both sign the sign-off. The checklist goes in the personnel file and the date goes on the training matrix.



	Tip
If you would like this checklist in a different format, larger print, or read through with you, just ask. There are no silly questions. Ask as many as you need, now or later.



	Trainee name
	
	Job title
	

	Start date
	
	Team Leader
	

	Trainer name
	
	Trainer role
	

	Session dates
	
	Completed on
	




	1
	Your personnel file
Section 1 of 26  ·  About 3 minutes  ·  Trainer and trainee

	

	What you need to know
1. Everyone has a personnel file. It holds your personal details, contract, certificates and training records, holiday and sickness records, and any formal HR records.
1. Your file is confidential. It is kept [locked away / on a password-protected system], and only people with a real need can see it.
1. You can ask to see the information we hold about you at any time. You cannot see anyone else's file.
1. Health information (for example your medical questionnaire) is kept separately, with tighter access.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand what my personnel file is for and that it is confidential.
	
	

	☐
	I know how to ask to see the information held about me.
	
	




	2
	Your contract and the Employee Handbook
Section 2 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. Your contract is the agreement between you and us. It sets out what we expect of you and what you can expect from us.
1. The Employee Handbook holds our policies, rules and procedures, including working hours, sickness reporting, and the disciplinary, capability and grievance procedures.
1. If you are unsure about anything, look it up in the handbook, then ask your Team Leader or a Manager.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand what the contract of employment is for.
	
	

	☐
	Two copies of my contract have been signed. I have one, and one is in my personnel file.
	
	

	☐
	I have been given the Employee Handbook, or told where to find it: [location or link].
	
	

	☐
	I know who to talk to if I have a question or a problem at work.
	
	




	3
	Competence and certificates
Section 3 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	The rule to remember
Never operate any machine, or do any task, until you have been trained and authorised to do it. If you are not sure, stop and ask.



	What this means for you
You hold a chainsaw maintenance and cross-cutting certificate, but not felling. On site, the Team Leader asks you to drop a small tree. You say no, explain why, and offer to clear the brash instead. That is exactly the right answer, and nobody will be annoyed with you.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I have given copies of all my certificates and competency cards to [Manager].
	
	

	☐
	I will carry my competency cards (or photos of them) on site.
	
	

	☐
	I will only do tasks and use machines I have been trained and authorised for.
	
	

	☐
	If I am unsure about a task or a machine, I will tell my Team Leader before I start.
	
	

	☐
	I know how further training is arranged, and that I should tell the office when a certificate is due to expire.
	
	

	☐
	Where working near water (for example riverbanks or lakes): I have told my Team Leader whether I can swim, so the right rescue equipment and controls can be planned.
	
	




	4
	Our policies
Section 4 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. A policy is our statement of how we do things and what we expect.
1. Our aim is simple: you start work here healthy and you leave healthy, with nothing bad happening in between. We look after the environment and we do a great job.
1. Copies of the key policies are in [the vehicle file / on the noticeboard / on the shared drive].



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	Health and Safety Policy [ref] explained.
	
	

	☐
	Environmental Policy [ref] explained.
	
	

	☐
	Equality Policy [ref] explained.
	
	

	☐
	Anti-Bribery, Corruption & Competition Law Policy (ARB-POL-01) explained.
	
	

	☐
	Drug and Alcohol Policy [ref] and Driving at Work Policy [ref] explained.
	
	

	☐
	I know where to find copies of these policies.
	
	




	5
	Who is who, and how work is organised
Section 5 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. You need to know where you fit in and who to speak to. Our structure is: team members, then Team Leaders, then Managers.
1. On site, your Team Leader is in charge and gives the site briefing.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	Who is who explained, using the company structure chart. Introductions made where possible.
	
	

	☐
	Team make-up and lines of communication explained.
	
	

	☐
	How work is allocated, and how time is recorded: [timesheet or app].
	
	

	☐
	Who the employee safety representative is: [name, or "none appointed"].
	
	

	☐
	Yard tour completed.
	
	




	6
	The yard: fire, storage and defects
Section 6 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Fire: know the fire risks in the yard (fuel store, workshop, chip and log piles), the alarm, the escape routes and the assembly point.
1. Long tools: never lean pole saws, pole pruners or ladders against a wall. They slip and fall, and have caused head and face injuries in our industry. Put them in the storage area.
1. Defects: report any defect straight away and label the item. Never use equipment marked as defective.
1. Lights: take care moving long tools near overhead lights. If a fluorescent tube breaks, keep clear and tell a Manager. The glass is sharp and the tube contains mercury. Flickering lights can make fast-moving parts, such as a bench grinder, look still.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	Fire risks in the yard shown to me.
	
	

	☐
	Fire action in the yard and on site explained.
	
	

	☐
	Fire assembly point: [location].
	
	

	☐
	Fire extinguishers: where they are and which type to use on which fire.
	
	

	☐
	I will put tools and long equipment back in their storage place, and never lean long tools against a wall.
	
	

	☐
	I know how to report a defect: [defect book, tag or app].
	
	

	☐
	I will not use equipment marked as defective.
	
	

	☐
	I will take care moving long equipment near lights.
	
	




	7
	Health, medicines, alcohol and smoking
Section 7 of 26  ·  About 8 minutes  ·  Trainer and trainee

	

	What you need to know
1. Medical questionnaire (ARB-HR-010): this helps us spot health conditions that could affect safety, such as diabetes or epilepsy, so the team knows what to do. Almost everything can be managed with sensible controls or reasonable adjustments. We will always talk to you first.
1. Your answers are confidential and kept separate from your personnel file. They are not kept with this checklist.
1. Medicines: tell your Team Leader or a Manager if any medicine (prescribed or from a shop) could make you drowsy or affect your work or driving. You do not have to say what the condition is. It is illegal to drive if any drug, including some medicines, impairs your driving.
1. Alcohol and drugs: never come to work unfit through alcohol or drugs. We will not let you work if you are unfit. It may be treated as gross misconduct. If you are struggling, tell us early. We would much rather help.
1. Smoking and vaping: not allowed on company premises or in company vehicles, or near fuel, oils or refuelling. [Designated smoking area, if any].



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I have completed the medical questionnaire, or it is booked for [date].
	
	

	☐
	I know I will be asked to take part in health surveillance for vibration and noise (covered in Sections 15 and 16).
	
	

	☐
	I will tell my Team Leader or a Manager if any medicine could affect my safety or driving.
	
	

	☐
	I understand the Drug and Alcohol Policy.
	
	

	☐
	I understand the smoking and vaping rules.
	
	




	8
	Site rules and risk assessment
Section 8 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Every job has a site-specific risk assessment (SSRA) and, where needed, a method statement. They show the hazards on that site and how we control them.
1. The Team Leader gives a site briefing before work starts. You sign to show you have understood it.
1. We also use dynamic risk assessment: keep checking as the job changes. For example: wind picking up, a dead limb you had not spotted, a member of the public walking into the drop zone.
1. The Team Leader confirms any consents are in place before work starts, such as a Tree Preservation Order (TPO), conservation area notice or felling licence.
1. Follow the client's site rules too, for example on a construction site or school.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I have been shown an SSRA and a method statement and how to read them.
	
	

	☐
	I will listen to the site briefing and sign the SSRA before starting work.
	
	

	☐
	I understand dynamic risk assessment and will speak up when things change.
	
	

	☐
	I understand that work must not start until any TPO, conservation area or other consent is confirmed.
	
	

	☐
	I will follow the client's or principal contractor's site rules.
	
	

	☐
	If I do not understand something, I will ask.
	
	




	9
	Your right to stop work
Section 9 of 26  ·  About 3 minutes  ·  Trainer and trainee

	

	Everyone can stop the job
If you see something that could hurt someone or cause damage, you have the right and the duty to call "STOP". Everyone stops, makes it safe, and talks to the Team Leader.
You will never be disciplined for stopping a job in good faith, even if it turns out to be fine.



	What this means for you
You are on the ground and see a dog walker ducking under the barrier tape while the climber is cutting. You shout "STOP", the climber stops, and the Team Leader deals with it. That is what we want.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand I can stop any job if I think it is unsafe.
	
	

	☐
	I know how to call a stop, and that the Team Leader must be told.
	
	




	10
	Emergencies, first aid and aerial rescue
Section 10 of 26  ·  About 15 minutes  ·  Trainer and trainee

	

	What you need to know
1. Every site has emergency information on the SSRA: the grid reference or what3words, access point for an ambulance, the nearest A&E (a full emergency department, not a minor injuries unit), and mobile signal.
1. Know who the first aiders are on your crew, and where the first aid kit and trauma or bleed kit are kept.
1. Tree climbing: at least two people must be on site. Someone on the ground must be trained, equipped and ready to do an aerial rescue without delay. The rescue kit is set up before the climb starts.
1. Know how to switch off and make safe each machine in an emergency.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I know where to find the emergency information on the SSRA, including the grid reference or what3words and the nearest A&E.
	
	

	☐
	I know who the first aiders are and where the first aid kit and bleed kit are kept on each vehicle.
	
	

	☐
	I understand the aerial rescue plan and my role in it: [for example, calling 999 or acting as rescuer].
	
	

	☐
	I know how to call emergency services and what to tell them.
	
	

	☐
	I know where the vehicle keys are kept on site, so a vehicle can be moved in an emergency.
	
	

	☐
	I know the emergency stop on each machine I will use.
	
	




	11
	Personal protective equipment (PPE)
Section 11 of 26  ·  About 15 minutes  ·  Trainer and trainee

	

	What you need to know
1. PPE is your last line of defence. We remove risks first where we can, but you must wear and look after your PPE.
1. Yard minimum: high-visibility vest and safety boots. [Add your own].
1. Chainsaw PPE: helmet with mesh visor and ear defenders, chainsaw trousers or chaps, chainsaw boots and chainsaw gloves. Wear eye protection when needed.
1. Check it every day before use. Look for cuts or pulled fibres in chainsaw trousers, cracks in the helmet, and splits or squashed pads on ear defenders. Check the labels are readable and the helmet is in date.
1. Report damaged PPE and get it replaced. Never repair chainsaw trousers yourself.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand the PPE rules in the yard.
	
	

	☐
	I understand the PPE needed for each task on site, as set out in the SSRA.
	
	

	☐
	My PPE has been issued and fits me. It is recorded on the PPE issue record.
	
	

	☐
	I have been shown how to check chainsaw PPE before use, including the trousers, gloves, boots and helmet.
	
	

	☐
	I know how to clean and store my PPE, and how to get replacements: [process].
	
	




	12
	Chainsaws
Section 12 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Scabbards: fit the chain cover to the guide bar whenever a saw is put away or moved. Bare chains cut people and damage ropes.
1. Top-handled saws: only for use off the ground, by trained climbers. Company rule: never use one with one hand. Use a rear-handled saw on the ground.
1. Climbers: always carry a handsaw when climbing.
1. Check before you cut: look inside ivy and climbing plants for wires, fixings, nails and old fencing before cutting.
1. Pre-use checks every time: chain brake, chain catcher, throttle lock-out, stop switch, chain tension and sharpness.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I will fit the scabbard whenever a chainsaw is put away or moved.
	
	

	☐
	I will not use a top-handled chainsaw with one hand, or on the ground.
	
	

	☐
	When climbing, I will carry a handsaw.
	
	

	☐
	I will check vegetation such as ivy for hidden objects before cutting.
	
	

	☐
	I have been shown the chainsaw pre-use checks and refuelling procedure.
	
	




	13
	Chippers, stump grinders, MEWPs and lifting equipment
Section 13 of 26  ·  About 15 minutes  ·  Trainer and trainee

	

	What you need to know
1. Chippers: only trained operators feed the chipper. Feed from the side, butt end first. Never reach into the infeed or kick material in. Keep sleeves, cords and loose clothing tidy. Know where the stop bar and emergency stop are.
1. Stump grinders: check for underground services first (see Section 19). Keep everyone at a safe distance in the debris zone, and fit the guards.
1. MEWPs: only trained and authorised operators (for example IPAF). Wear a harness with a short restraint lanyard attached to the anchor point in the basket. Follow the manufacturer's wind limit.
1. LOLER: climbing kit and lifting accessories (ropes, slings, blocks) need a thorough examination every 6 months. Other lifting equipment needs one every 12 months. Tell your Manager if you buy your own kit, so it can be added to the inspection schedule.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I have been shown the chipper: the safe feeding position, the stop bar and the emergency stop.
	
	

	☐
	I understand I must not feed the chipper unless I have been trained.
	
	

	☐
	I understand the stump grinder debris zone and the need to check for services first.
	
	

	☐
	I understand the MEWP rules and that I must not operate one unless trained and authorised.
	
	

	☐
	I understand the LOLER thorough examination system, and that I must tell my Manager about any climbing or lifting kit I buy.
	
	

	☐
	I will check climbing and rigging kit before each use and withdraw anything damaged.
	
	




	14
	Manual handling
Section 14 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. Lifting heavy, awkward loads such as logs and rings causes tiredness and long-term injury if you just "get stuck in".
1. Avoid lifting where you can: use barrows, log tongs, winches or the machine.
1. If you have to lift, cut the timber into smaller pieces, plan the lift, and ask for help.
1. Lifting a trailer or chipper onto the tow hitch is at least a two-person lift. Use the jockey wheel.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I will use mechanical aids where possible and ask for help when I need it.
	
	

	☐
	I understand that lifting towed equipment onto the tow hitch is at least a two-person lift.
	
	

	☐
	Manual handling training is booked for [date], or completed on [date].
	
	




	15
	Noise and hearing protection
Section 15 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Chainsaws, chippers, stump grinders and blowers are loud enough to damage your hearing permanently. The damage builds up slowly and cannot be fixed.
1. The law sets action levels. At 80 dB(A) (daily average) we must give you information and hearing protection. At 85 dB(A) you must wear hearing protection. 87 dB(A), measured at the ear with hearing protection on, must never be exceeded. There are also peak limits for sudden loud noises (135, 137 and 140 dB(C)).
1. A simple test: if you have to raise your voice to talk to someone about 2 metres away, the noise is likely to be a risk.
1. Keep ear defenders clean and report splits or squashed pads. These let noise in.
1. We will arrange hearing checks (audiometry) where you are regularly exposed to high noise (ARB-HR-012).



	What this means for you
After a morning on the chipper your ears feel dull or ring, like after a loud gig. This is a "temporary threshold shift", an early warning sign. Report it as an incident. Your ear defenders may be worn or not good enough, or the machine may be too loud.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I will wear the hearing protection provided whenever I am in a hearing protection zone or using noisy equipment.
	
	

	☐
	I will keep my hearing protection clean and report wear or damage.
	
	

	☐
	I will report dull hearing or ringing in my ears after work as an incident.
	
	

	☐
	I understand hearing checks (health surveillance) and will attend when asked.
	
	




	16
	Vibration and HAVS
Section 16 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Using vibrating tools, such as chainsaws, hedge cutters, brushcutters and stump grinders, can cause hand-arm vibration syndrome (HAVS). This is permanent damage to the nerves, blood vessels and joints in your hands.
1. The law sets a daily exposure action value (EAV) of 2.5 m/s² A(8), where we must reduce exposure, and an exposure limit value (ELV) of 5 m/s² A(8), which must never be exceeded. We control this with exposure points or trigger times: [your system].
1. Help yourself: keep chains sharp and tools maintained, keep your hands warm and dry, wear gloves, take breaks and move your fingers, and share out vibrating work. Smoking reduces blood flow to your hands, so stopping or cutting down helps.
1. Report straight away: tingling or pins and needles, numbness, or fingers going white (especially in the cold).



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand the vibration risks from the tools I will use.
	
	

	☐
	I understand how exposure is recorded here and will follow the trigger times.
	
	

	☐
	I will report tingling, numbness or whiteness in my fingers straight away.
	
	

	☐
	I have completed the HAVS initial questionnaire (ARB-HR-011), or it is booked for [date].
	
	




	17
	COSHH, fuels, oils, sap and asbestos
Section 17 of 26  ·  About 15 minutes  ·  Trainer and trainee

	

	What you need to know
1. Substances include liquids, gases, fumes and dusts: fuel, chain oil, two-stroke oil, coolant, grease, wood dust and sap. Familiar things can still harm you.
1. Each substance has a COSHH assessment in [the vehicle file / workshop]. It tells you the PPE and first aid needed.
1. Refuel in a safe place, with the engine off and cool. Use the funnel and spill mat. Every vehicle has a spill kit. Clean up spills to stop pollution.
1. Plant sap: giant hogweed sap makes skin burn and blister badly in sunlight, which can last for months. Other plants, such as euphorbias and rue, can also irritate skin. Oak processionary moth caterpillar hairs cause rashes and breathing problems. Report these to your Team Leader and do not work on them without the right training and PPE.
1. Asbestos: can be found in old barn and garage roofs, guttering, tiles, insulation and fly-tipped waste. It causes around 5,000 deaths a year in Great Britain. The diseases appear many years later. Never touch it. Stop and report it.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I know what counts as a hazardous substance.
	
	

	☐
	I have been shown how to read a COSHH assessment and where they are kept.
	
	

	☐
	I know the safe refuelling procedure.
	
	

	☐
	I know where the spill kit is on each vehicle and how to use it.
	
	

	☐
	I will report giant hogweed, oak processionary moth and other harmful plants, and will not work on them without training and the right PPE.
	
	

	☐
	I will not touch suspected asbestos, and I will stop and report it to my Team Leader.
	
	




	18
	Roads, traffic and the public
Section 18 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Work on or near a road needs a traffic management plan and signs set out to the Safety at Street Works and Road Works Code of Practice ("Red Book") or Chapter 8, as set out in the SSRA.
1. Only people with the right street works or traffic management training set out or remove signs and cones: [your qualification].
1. Keep the work area and drop zone fenced or taped off. Always watch for members of the public, children and dogs.
1. Wear high-visibility clothing near traffic.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand that traffic management must be set up before work starts on or near a road.
	
	

	☐
	I will not set out or remove signs unless I am trained to do so.
	
	

	☐
	I will keep the public out of the work area and stop work if someone enters it.
	
	




	19
	Overhead lines and underground services
Section 19 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	Electricity kills without warning
Work within 10 m of overhead power lines (measured along the ground from below the nearest wire) needs advice from the line owner (the network operator) before it starts. This includes anything that could fall or swing into that zone.
Never assume a line is dead, insulated or a phone line.



	What you need to know
1. Before stump grinding or digging, the Team Leader checks for underground services using service plans and a cable locator (CAT and Genny), used by a trained person. Hand dig trial holes where services may be present.
1. If you hit a cable or pipe, stop, keep everyone away and call the Team Leader.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand the 10 m rule for overhead power lines, and that the network operator must be contacted first.
	
	

	☐
	I will look up and check for overhead lines before any work.
	
	

	☐
	I understand that underground services must be checked before stump grinding or digging.
	
	

	☐
	I know what to do if a line is damaged or a cable or pipe is struck.
	
	




	20
	Weather: lightning, wind, sun and cold
Section 20 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. Lightning: if you hear thunder or see lightning, climbers and MEWP operators come down. Do not shelter under trees. Wait [30] minutes after the last thunder before going back up.
1. Wind: company limit: [for example, stop climbing and felling when gusts reach X mph]. MEWPs must not be used above the manufacturer's wind limit. The Team Leader decides, but anyone can call a stop.
1. Sun: wear a shirt at all times, use sun cream and drink plenty of water. Wear a broad-brimmed hat when a helmet is not needed.
1. Cold and wet: wear layers, keep your hands warm and dry (this also helps prevent HAVS) and watch for slippery ground.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand the lightning procedure.
	
	

	☐
	I understand the company wind limits and the MEWP wind limit.
	
	

	☐
	I will protect myself from the sun, and from the cold and wet.
	
	




	21
	Welfare
Section 21 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. You should always have access to toilets, washing facilities, drinking water and somewhere to eat and warm up.
1. Wash your hands before eating, drinking or smoking, especially after handling fuel, oil, sap or soil.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	Yard: car parking, toilets, washing and changing facilities shown to me.
	
	

	☐
	Site: I know what toilet and washing arrangements are used, including facilities shared with other contractors and nearby places we use (for example service stations).
	
	

	☐
	I know where hand-cleaning wipes and drinking water are kept on each vehicle.
	
	




	22
	Biosecurity, wildlife and waste
Section 22 of 26  ·  About 10 minutes  ·  Trainer and trainee

	

	What you need to know
1. Biosecurity: clean boots, tools and vehicles between sites to avoid spreading pests and diseases such as ash dieback, Phytophthora and oak processionary moth. Report anything unusual to your Team Leader.
1. Invasive plants: Japanese knotweed and giant hogweed must not be spread. Their waste needs special handling.
1. Nesting birds: it is an offence to damage or destroy an active nest. Check before cutting, especially from [February to August]. If you find a nest, stop and tell your Team Leader.
1. Bats and other protected species: look for signs such as holes, cracks and droppings. If you suspect bats, stop and report it. Bats and their roosts are protected by law.
1. Waste: our waste goes only to authorised sites with the correct waste transfer note. We are registered as a waste carrier: [registration number].



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand our biosecurity procedure: [for example, brush down and disinfect boots and tools before leaving site].
	
	

	☐
	I will report suspected pests, diseases and invasive plants to my Team Leader.
	
	

	☐
	I will check for nesting birds, bats and other wildlife before and during work, and stop if I find them.
	
	

	☐
	I understand how green waste, chip, logs and other waste are handled and where they go.
	
	




	23
	Vehicles, driving and towing
Section 23 of 26  ·  About 15 minutes  ·  Trainer and trainee

	

	What you need to know
1. Licence checks: we check your licence before you drive for us and regularly after that. We use the Driver Authorisation Form (ARB-HR-013).
1. Reversing: always use a banksperson in high-visibility clothing, especially when towing a chipper.
1. Getting off the truck: never jump down. Plan how you get on and off, using fixed steps, a secured ladder, or by sitting and lowering yourself. If you feel unsure, ask for help.
1. Height: know the height of the truck plus any load, such as ladders or chip, and plan your route around low bridges.
1. Phones: it is illegal to hold and use a phone while driving. Use hands-free only for essential calls, and pull over somewhere safe to talk. No phone use on site except on breaks or for work reasons.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I have completed the Driver Authorisation Form and given consent for licence checks, or I will not drive company vehicles.
	
	

	☐
	I will only drive or tow what my licence and authorisation allow, and I will do the vehicle and trailer checks before setting off.
	
	

	☐
	I will use a banksperson when reversing.
	
	

	☐
	I will plan how I get on and off vehicles, and never jump down.
	
	

	☐
	I will know the vehicle height, including any load, and plan the route.
	
	

	☐
	I will fold the mirrors in when parked on a job, and back out before moving off.
	
	

	☐
	When tipping chip, logs or soil, I will stand well clear and protect surfaces with boards.
	
	

	☐
	I understand the rules on mobile phones while driving and on site.
	
	




	24
	Lone working
Section 24 of 26  ·  About 5 minutes  ·  Trainer and trainee

	

	What you need to know
1. Some work may be done alone, such as mowing, yard work or deliveries. It must be agreed in advance and follow our lone working procedure: [check-in times and method].
1. Never climb or use a chainsaw, chipper or stump grinder on your own. [Adjust to your lone working risk assessment].



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I understand which tasks may and may not be done alone.
	
	

	☐
	I understand the check-in procedure, and what happens if I miss a check-in.
	
	




	25
	Reporting accidents, near misses and RIDDOR
Section 25 of 26  ·  About 8 minutes  ·  Trainer and trainee

	

	What you need to know
1. Report every accident, near miss, damage, complaint, or anything that does not seem right. It helps us put things right before someone gets hurt. You will not get into trouble for reporting.
1. Record injuries in the accident book: [location]. Record near misses on [form or app].
1. Some incidents must be reported to HSE by [responsible person] under RIDDOR. Deaths and specified injuries (for example most fractures) must be reported without delay. Injuries that keep someone off normal work for more than 7 days must be reported within 15 days. Certain diseases, such as HAVS, must also be reported. So tell us straight away.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	I will report accidents, near misses, damage, complaints and anything that does not seem right.
	
	

	☐
	I know what to do if there is an accident.
	
	

	☐
	I know where the accident book and near-miss forms are.
	
	

	☐
	I understand why some incidents must be reported to HSE, and that I must tell my Team Leader straight away.
	
	




	26
	Young persons (under 18)
Section 26 of 26  ·  About 10 minutes  ·  Trainer, trainee and Manager

	

	Young persons – remove before issue
Delete this section if the trainee is 18 or over. If you employ anyone under 18, you must complete a young person's risk assessment before they start (Management of Health and Safety at Work Regulations 1999, reg 19, checked 23/09/2026). For a child under the minimum school leaving age, tell a parent or guardian the key risks and controls. Young workers have extra working time limits (Working Time Regulations 1998), including a maximum of 8 hours a day and 40 hours a week, and a 30-minute break after 4.5 hours.



	What you need to know
1. Because you are under 18, a separate risk assessment has been done for you. It lists what you may and may not do.
1. You will be closely supervised, and you will not use [list restricted machinery or tasks] until you are trained, assessed and old enough under our rules.
1. Your working hours and breaks have extra protection. Tell us if you are asked to work longer.



	✓
	Item
	Trainee initials
	Trainer initials

	☐
	The young person's risk assessment has been explained to me.
	
	

	☐
	I know which tasks and machines I must not do or use.
	
	

	☐
	I know who is supervising me: [name].
	
	

	☐
	I understand my working hours and break rules.
	
	



Items to follow up
List anything not covered yet, or needing more training, with a date to complete it.
	Section and item
	Action needed
	By when
	Done (initials)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Sign-off
Trainee: I have been given the induction points above, I understand them, and I was able to ask questions throughout. Trainer: I have covered each initialled item and I am satisfied the trainee understands it.
	
	Trainee
	Trainer

	Name
	
	

	Signature
	
	

	Date
	
	



	Tip
Keep asking questions after today. If anything in this checklist changes, or you forget something, ask your Team Leader to go over it again.
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