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New employee or new role orientation

Required safety training for all new employees and employees performing new jobs:

All employees should complete a documented safety orientation with a supervisor, manager, or safety team member. The safety orientation should document all areas covered with the new hire and include a sign-off by the employee and person(s) conducting the orientation. A sign-off verifies the safety information, rules, procedures, protective equipment, and training were provided for the new hire. This document should become a permanent part of the employee's file.
The safety orientation should be completed before the employee starts working. When this is not possible, supervisors may conduct a safety orientation over several days. In this case supervisors would review any safety issues that arise as the employee learns each task and progresses from one to the next. This allows the employee to work at low hazard tasks until they complete the full orientation. The checklist should include the date each item is covered. There are certain aspects of the safety orientation that cannot be postponed and must be covered the first day with each employee (such as general safety rules and emergency procedures).
Employee orientation should include the following:
	
	Policy and mission statement
	
	Emergency plans

	
	Map of facility or jobsite
	
	Emergency phone numbers

	
	Hazardous material or waste
	
	Specific hazards or considerations 

	
	Contingency plan rules
	
	Substance free workplace program 

	
	Safety awards program
	
	Employee disciplinary action 

	
	Right to know training
	
	Sexual harassment policy

	
	Employee equal opportunity
	
	Company benefits

	
	Policy organizational chart
	
	Question and answer period

	
	Specific programs: Respiratory, hearing, confined space etc.

	
	Sign off sheet


Cover all risks
Teach employees about hazards and potential risks associated with their job. Give them a copy of the safe work practices for their job title.
Other sources of safety training
CompSource Mutual offers an extensive library of video on demand safety training videos to its policy members. Videos can be streamed directly to any computer or smart device. An account can be created by visiting the CompSource Mutual website at www.compsourcemutual.com

Employee safety orientation checklist
Employee's name: ______________________________________ Hire date: _____________________
Position: ____________________________________________________________________________
Department and location: ______________________________________________________________
Person completing orientation: ___________________________ Title: _________________________
Employee safety rules
	

	

	


Provide copy of general safety rules
Provide copy of safety discipline procedures
Provide copy of area safety rules (if applicable)
Unsafe conditions
	

	


Discussed examples of unsafe conditions
Discussed correction and reporting of unsafe conditions
Lifting techniques
	

	

	


Discussed common lifting and strain injuries
Discussed material handling equipment available and to be used
Reviewed correct lifting techniques and guidelines.
Incident reporting
	

	


Discussed who to report incidents to and when
Discussed forms to be filled out and actions to be taken

Medical aid
	

	

	

	


Identified readily available first aid personnel
Reviewed location of emergency first aid materials
Discussed notifying supervisors of first aid injuries
Identified location of emergency eye-wash station
Emergency procedures
	

	

	


Identified location use of emergency telephone numbers
Reviewed procedures for fire and medical emergencies
Discussed procedures for extreme weather and other emergencies
Personal protective equipment requirements (if applicable)
	

	

	

	


Footwear
Eye protection
Gloves
Other
Department and area housekeeping
	

	


Discussed common problems and corrective measures
Discussed materials storage areas and practices
Fire protection and prevention
	

	


Identified and discussed "No Smoking" areas
Discussed location and use of fire extinguishers and fire alarms
Hazard communication and right to know 
	

	

	

	

	


Discussed requirements of the law
Discussed container labeling and SDS information
Identified hazardous materials used in the work area
Conducted hazardous material training
Issued personal protective equipment
Driver safety orientation (if applicable)
	

	

	

	

	


Completed personal driving record (MVR) check

Reviewed driver safety rules
Conducted driver's vehicle orientation

Reviewed vehicle inspection procedures

Provided driver with accident information package
Other safety instruction
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