Information and Training Procedure
Our company will provide up-to-date information and training regarding safety and health topics to all employees and management through a variety of outlets described below.

1.  Safety Orientation and Training

All workers, managers, and supervisors shall receive training and instruction on general and job-specific safety and health practices.  Training and instruction will be provided as follows:

•
When the training program is initiated

•
When new employees are hired

•
When existing employees are reassigned to jobs for which they have not received prior safety training

•
Whenever new substances, procedures, processes, equipment, or facilities are introduced and represent a new hazard

•
On a regular basis to reinforce existing safety and health procedures

General job safety and health training will include the following:

•
Explanation of [XYZ Company’s] safety program and general safety rules (see Part II (E))

•
How to report unsafe conditions, work practices, and injuries

•
Provisions for medical services and first-aid assistance and location of assistance and materials

•
The importance of appropriate PPE on designated jobs

•
Information about chemical hazards to which employees could be exposed and other right-to-know information (see Part V 4.)

•
Company emergency action plan and fire protection program

In addition, we will provide specific instructions and training to all workers regarding the hazards that are unique to their job assignments, including wearing and caring for PPE, if required for the job.

List of Training Subjects

The following list of safety topics will be covered {EDITOR’S NOTE: Remove or add items to this list as needed}:

•
Safe practices for operating equipment, including procedures for cleaning, 
repairing servicing, and adjusting

•
Lockout/Tagout procedures for each type of machine

•
Machine guarding for power-driven equipment

•
Electrical hazards, including working around high-voltage lines

•
Materials handling

•
Forklift truck operations

•
Ergonomic hazards, including lifting and repetitive motion

•
Proper use of power tools and hand tools

•
Ladders, scaffolding, and elevated platforms

•
Fall protection from elevated locations

•
Hazardous chemical exposures (Right-to-Know)

•
Good housekeeping

•
Fire prevention

•
Driver safety

•
Permit-required confined space operations

•
Welding/hot work permits

•
Heat stress

•
Bloodborne pathogens

•
Workplace violence

•
Crane operations

•
Trenching and excavation work

•
Noise and hearing protection

•
Proper Use and Care of PPE

2.  Responsibility for Training and Scheduling

Line Supervisors: 

Responsible for training employees who report to them on the specific safety procedures of each job according to the following schedule:

(a) New employees—Provide initial training when hired.  Provide a copy of the General Safety Rules (see Part II (E)) and a list of specific procedures for each employee’s job. 

{EDITOR’S NOTE: Use applicable procedures in Part V and add specific information and a copy of our company’s Safety Disciplinary Procedures (see Part IV (D)).  New employees will be asked to sign Form 5, below, indicating receipt and understanding of the safety program and procedures.

FORM 5 

[XYZ COMPANY]

RECEIPT OF SAFETY INSTRUCTIONS

I acknowledge that I have received information and training on the safety program at [XYZ Company], which included general safety rules, specific safe-working procedures for my job, and the company’s disciplinary policy.  A copy of this information is attached to this letter and provided to me for future reference.

I have had the opportunity to read the instructions and review the information with my supervisor, _________________.  I understand all the information provided to me, and I agree to perform my job according to these standards.

_______________________

_______________________

Signature




Date

Company representative:_______________________

cc:  Employee Personnel File

(b) Existing employees—Line supervisors shall provide reinforcement training to their employees on safety procedures by conducting a safety meeting on a particular topic every [week, month] and after any accidents that may indicate the need for additional training.  They will also conduct additional training whenever employees are reassigned to new positions, when new hazards are discovered, and when new equipment, processes, or facilities are introduced to the workplace.  Safety resource and training materials for this training are available from the [Safety Manager].

Supervisors will maintain training records to track all training sessions on Form 6, below:

FORM 6 

[XYZ COMPANY]

WORKER TRAINING AND INSTRUCTION RECORD

Department:
 ___________________________________

Supervisor:  ____________________________________

Topic of training:________________________________

Materials used:__________________________________

EMPLOYEE NAME          

EMPLOYEE SIGNATURE           
DATE TRAINED

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

_________________________
_______________________
___________________

Method of verification: (attach tests or describe method used to let trainees demonstrate their understanding of the materials):

Supervisors retain this form in department files.
Special Teams

Special safety and health teams will assist and coordinate training in their specific field.  They will act as in-house consultants in helping supervisors develop appropriate safety training and offer advice on when additional training may be necessary.  They will also work in partnership with the [Safety Manager] in developing companywide training programs.

[Safety Manager]
The [Safety Manager] will conduct:[annual] training on subjects that affect the entire company, including the emergency response plan and fire protection program, and training on topics relating to any recent major accidents, as needed.

The [Safety Manager] will also conduct several unannounced fire drills and emergency plan drills each year.

The Manager will conduct at least [annual] audits of departmental training records (see Form 6, above) to ensure that appropriate instruction and training are accomplished.  

Training Management
All levels of operational management will be trained according to the following schedule:

Line Supervisors and Operational Facility Management—Will attend [annual] refresher courses as needed as coordinated by the [Safety Manager].  Records of these training sessions will be maintained by the [Safety Manager].  

Special Safety Teams—Will attend [annual] in-depth refresher courses pertaining to their specific area of expertise.  These training sessions will be coordinated and recorded by the [Safety Manager].

[Safety Manager]—Will attend [annual] external safety courses [and at least one national safety conference] to keep up with the latest job safety and health developments.  Records of these training sessions will be maintained by the [Safety Manager].

3.  Safety and Health Information Communication

To ensure that pertinent safety and health information is disseminated throughout the company as widely as possible, the [Safety Manager] will assist local management in displaying materials, posters, and other means of communication.  Posters required by federal and state labor and safety agencies will be posted prominently on our notice boards.  The [Safety Manager] will also write a [monthly] [safety newsletter or safety column in employee newsletter] that will be distributed to all employees in the company.

The [Safety Manager] will also regularly post throughout the facilities an “Accident Alert” that will describe a recent incident and preventive measures.  The [Safety Manager] is also responsible for making sure that the OSHA poster is displayed prominently in the workplace {EDITOR’S NOTE: Call your OSHA area office listed in the blue pages of the phone directory to obtain posters}.
The [Safety Manager] will develop an [annual] companywide safety campaign centering on a particular safety and health theme that will include posters, audiovisuals, guest speakers, and various incentive programs for promoting safe behavior.

