< > Record of Staff Orientation and Training
	Employee name:
	Position:

	

	Orientation

	Topic
	Employee
Initials
	Trainer
Initials
	Date
y/m/d

	Name of supervisor and contact information
	
	
	

	Duty and procedure to report unsafe conditions
	
	
	

	Responsibility and procedure to report incidents and injuries
	
	
	

	Right to refuse unsafe work and procedure
	
	
	

	Workplace safety rules
	
	
	

	General worksite hazards
	
	
	

	Worksite emergency procedures
	
	
	

	General WHMIS information
	
	
	

	First aid procedures
	
	
	

	Joint committee information and contact information for joint committee representative (or worker representative information)
	
	
	

	Overview of safety program
	
	
	

	How to obtain safety program information
	
	
	

	*Procedures for working alone or in isolation
	
	
	

	*How to use, inspect and maintain PPE
	
	
	

	*Workplace violence procedures
	
	
	

	*Job specific WHMIS information
	
	
	

	*Job specific emergency procedures
	
	
	

	*Job specific hazards
	
	
	

	*Job specific safe work procedures
	
	
	

	*(As related to workplace or job.)
	
	
	

	

	Ongoing Training

	Topic
	Employee
Initials
	Trainer
Initials
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


