First Day on Site Checklist for Agency Workers
Use this checklist the night before and on your first shift at a new site. Tick each box as you go. PPE and specific entry requirements differ by site, so confirm them with your Chandler Personnel consultant or the host supervisor rather than assuming.
Before you travel
Continue below.
	Check
	Done

	I know the exact site address and where to park or arrive
	[ ]

	I know my start time and who to report to on arrival
	[ ]

	I have confirmed what to wear and bring (ask your consultant or the site if unsure)
	[ ]

	I have my consultant’s and the site contact’s phone numbers saved
	[ ]

	I have planned enough travel time to arrive early
	[ ]


Arrival and check-in
Continue below.
	Check
	Done

	I signed in at the site office or reported to the named contact
	[ ]

	I confirmed who my supervisor is for the shift
	[ ]

	I have a visitor pass, swipe card or site ID if the site uses one
	[ ]

	I know where amenities, first aid and the muster point are
	[ ]


Site induction
Continue below.
	Check
	Done

	I completed the site induction before starting any task
	[ ]

	I understand the hazards relevant to my task and work area
	[ ]

	I know how to report a hazard, near miss or incident on this site
	[ ]

	I confirmed the exact task I am doing and who is supervising me
	[ ]

	I was shown how to do the task safely, not just told the steps
	[ ]


During the shift
Continue below.
	Check
	Done

	I know my break times and where to take them
	[ ]

	I asked if anything about the task or site seemed unclear
	[ ]

	I raised any unsafe or unfamiliar equipment before using it
	[ ]

	I know who to contact if the task or location changes partway through the shift
	[ ]


End of shift and next steps
Continue below.
	Check
	Done

	I signed out and recorded my hours correctly
	[ ]

	I told my consultant how the first shift went
	[ ]

	I confirmed whether I am rostered for a next shift and when
	[ ]

	I noted anything I want to ask about before returning
	[ ]


Notes: [Write anything you want to remember or raise with your consultant.]
Where to get help
SafeWork NSW’s host employer guidance describes what a host employer should cover in a workplace induction, including hazards, safe work procedures and how to report concerns. If something on site does not match what you were told, raise it with your Chandler Personnel consultant.




