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SWDA GROUP INDUCTION FORM

SHORT SERVICE EMPLOYEE PROGRAMME (SSE)
All short service employees are required to pass through the SWDA Group new employee orientation programme on the first day in the office. After the two days induction the newcomer would be taken round the Offices for introduction to other colleagues and Managers. The employee is provided with a Mentor who is responsible for providing one-on-one daily instruction for a period of six months when the employee would be allowed to go out for the job. 

IDENTIFICATION
The new employee is identified at a first glance from a distance by his/her GREEN HARD HAT, VISITORS YELLOW HARD HAT AND WORKERS WHITE HARD HAT.

MODEL ORIENTATION CHECKLIST FOR NEWCOMERS
Employee Name:……………………………….          Company:…………………………

Job Title:……………………………………….          Arrival Date:………………………

1. MANAGEMENT BRIEFING	
*Organization
*Present Location/activity
*Issue job description and objectives

2. HSE BRIEFING
   Briefing will cover:
   HEALTH
a) Medical Certification
b) First Aid box/location
c) Medevac Procedure
d) Occupational Health Campaign

   SAFETY
a) Applicable HSE Policies
b) Worksite HSE Organization
c) Location HSE Plan/Objectives
d) General Site Standards, Rules and Procedures
e) Hazards Present in the work area
f) Reporting of Accidents, Near miss, UA/UC and Hazards identification
g) Emergency Plans (Fire, Abandonment, Security, Spill etc)
h) Health and Hygiene at the worksite, Public Utilities
i) Importance of job Safety Analysis / Tool Box Talk
j) HSE notice boards and Statistics board
k) PPE Usage

ENVIRONMENTAL ISSUES
a)The need to protect the environment
b)Waste management/segregation
PERSONAL SECURITY WHILE IN PHC OR WARRI
In PortHarcourt area, personnel are at risk at these points and advised to be cautions
*Artilery junction
*Eleme junction
*Uniport gate
*Diobu area
*Mile 1 & Mile 4
*Lagos bus stop
*Slaughter
* Marine base
* Borikiri
* Rumuola
* Rumokoro

In Warri area, personnel are at the risk at the following hotspots and are advised to be cautious:
*Jakpa junction
*Enerhen junction
*PTI junction
*DSC roundabout
*Warri/Sapele road roundabout
*NNPC road/Ekpan

3. HSE TOUR
Perform tour of work area, highlighting the following
HSE issues as spotted
Nearest Fire Exit, Fire alarm points and location of fire extinguishers

4. PERSONNEL
Enter newcomer in local database

SIGNATURE

…………………………..                                                        ...……………………
     QHSE OFFICER                                                                         New Employee
