
To be completed by all 
new BoZo staff, students 

and visitors 

Induction 

Checklist 

Process YES N/A 
Introduced to Academic Head   
Introduced to admin and operational staff, their locations and 
functions 

  

Introduced workshop staff, locations and functions   
Building   

Evacuation procedures explained   

Near by fire extinguisher and hose reel locations shown   

Safety on campus, ANU security and support explained   

Building security arrangements explained   

Reporting of problems relating to the building explained   

Use of tea rooms and shared space explained   

Swipe card requested   

Keys requested   

Policy on children in the workplace has been discussed   

IT   

Email and ANU web policy explained   

Email and IP address requested   

Phone access and policy explained   

Occupational over use for IT and other repetitive manual 
processes explained (Contact person Madeleine) 

 

 

Safety   

ANU OH&S web site shown and relevant policies noted   

BoZo helpful hints web site shown   

Incident reporting explained   

Lab Safety   

General lab safety and hazard management explained   

Location of eye wash and operation explained   

First Aid officers and first aid kit locations   

Appropriate PPE issued   

Persons level of experience and training assessed   

Person booked into ANU chemical training course   

Lab experimental protocols (including MSDS) explained   

Chemwatch explained   

Chemical labelling and disposal explained   

Cold and freezer rooms use, labelling of stored material and 
safety discussed 

  

Use and storage of Dry ice and liquid nitrogen discussed   

Biological Safety   

Persons level of experience and training assessed   

Person booked into ANU biological safety training course   

 

Name: …………………………………………………………………………………………………………………….. 

Supervisor: …………………………………………………………………………………………………………………….. 

Date: …………………………………………………………………………………………………………………….. 

 

  

   

 BoZo, Research School of Biology 



Radiation Work YES N/A 
This will be discussed with RA safety officer (Paul) well ahead 
of any use   

Need for protocols and training has been made clear   
Person booked into ANU working with radiation course or have 
equivalent   

Equipment   
Vehicle policy, use and need for ANU driving authority explained   

Autoclave use and procedures explained   

Centrifuge use and procedures explained   

Transilluminators use and procedures explained   

Training on sequencer required   

Repairs, electrical safety and cleaning before sending 
equipment to the workshop explained 

  

Glasshouses and Growth Chambers   
Introduction to manager and staff of facilities done   
Procedures and operations explained   
Animal Houses and Specialist Holding Areas   
Introduction to manager and staff of facilities done   
Use and procedures explained   
Licensing, protocols and animal ethics approval explained   
Field Work   

ANU policy shown and explained   

Personal experience and training assessed   

Booked into fieldwork safety training course (2 per year)   

First Aid training current or booked into course   

4WD experience and training assessed   

Booked into driver training course   

Expenditure   

ANU policy on purchasing and local procedures explained   

Workshop   

Access and procedures to workshop support explained   

 
 

 

I have read and understood relevant policies 
 
Name: ……………………………………………………………………………………………………………………..…………….. 

Supervisor: …………………………………..……….…………………..……………………………..……………. 

 
Local Manager – Garry Mayo: ……………………………………………………………………………………………. 

 

Commonly used web sites 
 
http://info.anu.edu.au/hr/OHS 
http://www.anu.edu.au/BoZo/policy_docs/policy_docs.php 
http://information.anu.edu.au/daisy/infoservices/7.html 
 
 


