NEW EMPLOYEE INSTRUCTION CHECKLIST
Employee Name…………………………………….   Instructors Name…………..……………………..   Employment Type:   Console / Driveway/ Mechanical

	Section 
	Item
	Product type/ Item description
	       Date of
	Completion
	Date of

	
	
	
	Employee
	Supervisor
	review

	Section 1
	Petroleum products
	Read the distributors operating guide, with particular attention to:

Forecourt cleaning

Spill containment

Interceptor Operation and cleaning

Waste disposal

Dispensing procedures- Petrol, 2 stroke, oils etc.

Tank dipping procedures

Emergency procedures
	
	
	

	Section 2
	LPG Liquified Petroleum Gas)

(Gogas Australia Ltd)
	View the suppliers training video and complete the training workbook, including attention to:\

Site inspection and location of shut off valves (emergency stops)

Dispenser characteristics including breakaway hoses

Equipment knowledge and fault detection

Unsafe practices and risk reduction

Emergency procedures
	
	
	

	Section 3
	LPG cylinders

(Kleenheat Gas)
	Complete LP Gas decanting manual which includes:

Decanting location

Customer cylinder condition test

Decanting procedure and hazards

Emergency procedures

“Swap and Go” Cylinder exchange procedures
	
	
	

	Section 4
	Fire Emergency Response Guidelines
	Understand the possible emergency situations that could arise in a fuel station environment and be familiar with:

Type and location of hoses, extinguishers and their use

Using stored telephone numbers to alert appropriate authorities

Location of emergency contacts list (Directors and staff)

Emergency site evacuation procedures and assembly areas
	
	
	

	Section 5
	Sexual harassment/ discrimination policies
	Knowledge of organizations policies in relation to sexual harassment and /or discrimination of staff or customers and the procedures to be followed in reporting any incidents to the appropriate management personnel.
	
	
	

	Section 6
	Safe work practices
	Hazards- Identify and report for fixing

Manual Handling- use of ladders, horse floats, trailers, storing of food items etc

Handling of Dangerous Goods   - compliance to the VWA safety guidelines

Electrical – Earth leakage circuit breakers, static electricity

· Safety lights

Care of flexible leads
	
	
	

	Section 7
	Driveway practice
	Turn off motor (Do not touch anything under the bonnet while the motor is running)

Radiator caps must not be removed from hot motor

Tyre inflation
	
	
	

	Section 8
	Microbiological
	Food handling procedures

Removal of rubbish from driveway CSUs

Cleaning toilets
	
	
	

	Section 9
	Injury/incident reporting
	Knowledge of requirement for reporting and recording injuries to WorkCover 

Knowledge of requirement of reporting incidents to appropriate authorities such as EPA

Treatment for LPG Burns

Emergency eyewash procedures
	
	
	

	Section 10
	Customer relations
	Dealing with customers (general)

Dealing with difficult customers
	
	
	

	Console operators
only
	
	
	
	
	

	Section 11
	Cash handling/hold up procedures
	Knowledge of organisation’s policy relating to cash handling; storage of cash

Immediate requirements for robbery situations

Emergency isolation procedures
	
	
	

	Section 12
	Food safety
	Training in the safe handling, storage, serving and cooking of food items. Correct methods of cleaning and maintaining food equipment and surroundings.

Burns and scolds treatment
	
	
	


