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[bookmark: _Toc495559758]New Employee Education and Development Checklist (Week 4)


EMPLOYEE NAME: 							DATE: 					

EMPLOYEE/BADGE NO.: 						SUPERVISOR: 					

This form is to be completed by the first line supervisor during the fourth week of employment.  Upon completion of the session, initial in appropriate space provided and return to the HSSE Department.

	
	SCAFFOLD REQUIREMENTS
Explain the scaffolding procedures and the scaffold tagging system.  Include:
· Working on defective or incomplete scaffolds
· Modification of systems by authorized personnel
	
	EYE PROTECTION
Review the requirements regarding eye protection.
· Emphasize that industrial grade (ANSI Z-87 or equivalent) safety glasses are required always, even while performing welding operations. 
· Explain that certain tasks require additional eye protection.  While using a side grinder, use of face shield and safety glasses is mandatory.

	
	BARRICADE REQUIREMENTS
Review the barricades and barricade tape procedures.  Explain the meaning of:
· Yellow and Black – Caution
· Red and Black – Danger
· Red "Danger" - No entry into areas so marked
	
	

	
	
	
	BASICS OF BACK INJURY PREVENTION
Explain the basic elements of the Contractor Back Injury Prevention Program, including:
· Using proper lifting techniques when lifting materials by hand.
· The importance of obtaining additional help to lift heavy or awkward loads.
· Contractor’s continued and frequent emphasis on back injury prevention (e.g., through Tool Box Talks, Safety Meetings, Newsletters, etc.)
· Use of the morning stretching exercises.

	
	HAZARDOUS WORK PERMITS
Define when and where entry and work permits are required.  Explain:
· The definition of a "confined space." 
· Conditions defined as “hot work.”
· Reasons for Excavation/Trenching permits
	
	

	
	USE OF FALL PROTECTION
Explain how to inspect safety harness and lanyards prior to use, how lanyards should be tied off to a substantial object located overhead, and correct use of the D-ring.
	
	

	
	
	
	OTHER: 

	
	USE OF LADDERS & SCAFFOLDS
Review the general use of ladders.  
· Explain that ladders are color coded to show when they were inspected. 
· Only ladders with a current inspection shall be used. 
· Emphasize that all ladders must be secured always when in use. They may be secured by tying them off with a safety rope, by someone holding them while in use, or they may be secured with safe-t-legs if so equipped. 
· No one can work at any level above the second step from the top of a ladder. 
· Stepladders shall not be used in a folded position as a straight ladder. 
· The use of tables, chairs, cement blocks, wire reels, etc., as ladders is strictly prohibited. 
	
	

	
	
	
	

	
	
	
	

	
	
	The following is a summary of the information discussed during the meeting with employee:

	
	
	




SUPERVISOR REVIEW

	REVIEWED BY:  							DATE: 						

EMPLOYEE INITIALS:  					SAFETY DEPT. INITIALS.  			______
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