EMPLOYEE EDUCATION AND TRAINING

Education and training are the foundations of aforma safety program. If the hazards are not known,
prevention cannot be practiced. New employees must be trained. Continuing education is afact of
today’ s busnessworld. Safety isno exception.

The primary purpose of the safety training isto help employees learn how to work safely and to reduce
injuries. Training is one of the main cornerstones of an effective safety program.

OSHA' s seven gep voluntary training guidelines are a good place to start. Thisalows for an organized
approach by following proven techniques.

Step 1 - Determining if training is needed

Step 2 - Identifying training needs

Step 3 - Identifying god's and objectives

Step 4 - Developing learning activities

Step 5 - Conducting program effectiveness

Step 6 - Evauating program effectiveness

Step 7 - Improving the program

Safety training is recommended:
1. For dl new employees
2. When new equipment, procedures, or processes have been introduced
3. When an employee’ s safety performance needs improvement

Ingtructions should be given to all employees. An overdl safety and accident prevention program,
including group and individud training, should aso be included for specific employee work assgnments.
When gppropriate and possible, allow employees to engage in hands-on training. While lecture and
discussion formats are fine, employees may not understand the procedures until they actualy perform
the tasks with a qudified person there to asss them.

Subjects to congder for training:
- Company Safety Rules/Policies

Job Orientation

Required OSHA Programs

Emergency Response

Fleet Safety

Unique Operations or Activities

Specific Employee Work Assgnments
An “employee sﬁeiy orientation checklist” is provided to you as a part of this safety program. Useit as
itis, or asaguiddineto develop your own training checklist. A copy of the completed form should go
into the employee s personnel file.
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EMPLOYEE SAFETY ORIENTATION CHECKLIST

Employee Name Date
Job Title/Department

Initids
Employee Supervisor Date
1. Company Safety Policy Statement

2. Company Safety Rules
3. Job Orientation
4. Accident Reporting

5. Employee Reporting & Communication System

7.

8.

Managersarerequired to conduct “hands-on” demonstration on the safe use of tools,
machinery and equipment to be used by the employee. Special instruction and emphasiswill
be placed on safety devices. |dentify equipment on which the employee wastrained below.

1.

2.

Signed Signed
Employee Supervisor
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SAFETY MEETINGS

Safety meetings are an effective way to implement your safety program. During a safety meeting
company policies, procedures, rules, and regulations can be communicated to employees. The use
of pogters, pamphlets, sgns and safety filmswill help to promote employee involvement.

These safety meetings should be documented and signed by al employees attending the sesson. A
file should be kept on dl safety activity that is communicated to the employees.

Safety meetings should be conducted on aroutine basis (daily, weekly, or monthly).
The written safety programs included in this disk are excdlent topics for safety meetings.

A “Safety Meeting Sign-1n Sheet” and a“ Safety Activity Log” are provided as part of this safety
program.
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SAFETY MEETING SIGN-IN SHEET

Topic:

Conducted by:

Date: Department:

Please sign in below:

© oo N~ ®WDPR

=
o

=
N e

=
w

[ —
e

[
o1

=
o

=
~

[ -
©

[
©

N
©

N NN
w b E

N
H

N
a1

Supervisor’'s Signature
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SAFETY ACTIVITY LOG

Safety Meeting Topic Date Department/Comments
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