
NEW EMPLOYEE SAFETY AND HEALTH ORIENTATIONPRIVATE 


SUPERVISOR'S GUIDE

    Supervisors are responsible for giving a safety orientation to all new employees under their supervision.  The orientation may be given in small groups where appropriate, rather than individually.  It should be given as soon as possible after the employee has been hired or transferred.  The time should never go beyond two weeks.

      1.  The name, phone number and office location of the              Safety Officer.

      2.  It is the policy of                                  to        prevent injuries to its' employees, to protect its'property        from damage and loss, and to provide for the safety of the         public in connection with                                          operations and facilities.

      3.  The above policy is implemented through the                    establishment of an active Occupational Safety and Health          Program resulting in a safe and healthful work environment         that meets or exceeds the requirements of OPNAVINST                5100.23D, OSHA and other applicable safety standards.

      4.  The fundamental purpose of the program is the                  protection of people, property and productivity.

      5.  The safety program includes many components.  Some of          these consist of: an Employee Hazard Reporting System,             Deficiency Abatement, Personal Protective Equipment, Safety        Training Programs, Safety Committees, Mishap recording and         Reporting, Safety Award Programs, Equipment and Motor              Vehicle Safety, Safety Suggestion Programs, Industrial             Hygiene, Lead, asbestos and other programs that may be             required. 

      6.  The Safety program has been developed in accordance            with the Occupational Safety and Health Act (OSHA).  Under       this law, management has the responsibility to provide a           safe and healthful workplace that complies with OSHA               standards, and the worker has the responsibility to follow         all safety rules and regulations, wear adequate personal           protective equipment, take all reasonable steps to prevent         accidents to oneself and co-workers.

      7.  The location of the fire extinguisher near the                 employee's workplace.

      8.  The location of fire alarms near the employee's                workplace. 

      9.  The local fire alarm response procedures.

      10.  The location of at least two evacuation routes from           areas frequented by the employee. 

      11.  There is an Employee Hazard Reporting System for              unsafe unhealthful working conditions.  Normally, such may         be reported orally to the employee's supervisor.  The              hazard may also be reported in writing using a form                entitled "Unsafe or Unhealthful Working conditions" located                                  and in the Safety Office.  The           written reports may be made anonymously. 

      12.  Any Mishap involving personal injury or property              damage, even of a minor nature, shall be reported                  immediately to your supervisor.  Take all necessary steps          to minimize the negative effects of the mishap to negate           the recurrence of a second mishap. 

      13.  Proper lifting techniques.

      14.  All required personal protective equipment will be            made available to you. 

      15.  All major hazards of the employee's work area should          be pointed out and explain e.g., noise, hazardous material,        tripping, VDT'S etc. 

      16.  Impress firmly on employee that we expect safe                performance on the job and we will enforce all safety rules        and regulations.  Failure to comply may result in                  disciplinary action ranging from verbal warning through            letters of caution, letters of reprimand, suspension and           termination.

      17.  Allow the employee to ask any questions about the             safety program that may have developed during the                  orientation.

      18.  Explain the light duty program: Which includes                reasonable accommodation of Physically and Mentally                handicapping conditions.

      19.  Employees are advised that access to medical records          will be made available through this office by contacting                                 at                          . 


NEW PERSONNEL SAFETY ORIENTATION CHECK-IN
PRIVATE 
1.  PERSONAL INFORMATION (PLEASE PRINT)

NAME (LAST, FIRST MIDDLE)


SSN
DATE OF BIRTH

JOB TITLE
GRADE/SERIES

CODE
SUPERVISOR        Y     N

WORK LOCATION/BUILDING #


NAME OF IMMEDIATE SUPERVISOR


2.  OSH PROGRAMS APPLICABLE TO EMPLOYEE (PLEASE YES OR NO)


          PROGRAM


A.  HEARING CONSERVATION                                     


B.  SIGHT CONSERVATION                  


C.  RESPIRATORY PROTECTION              


D.  FOOT PROTECTION                     


E.  HEAD PROTECTION                     


F.  CPR                                 


G.  OTHER                               


3.  EMPLOYEE EXPOSURE TO HEALTH HAZARDS IN WORK PERFORMANCE

    (PLEASE YES OR NO)


A.  WELDING                             


B.  PAINTING                            


C.  FIBROUS DUSTS                       


D.  ASBESTOS                            


E.  LEAD                                


F.  ISOCYANATES                         


G.  DEGREASING AGENTS/SOLVENTS          


H.  PESTICIDES/HERBICIDES               


I.  OTHER HAZARDOUS MATERIALS (SPECIFY) 


J.  RADIATION                           


K.  OTHER (SPECIFY)                     


EMPLOYEE SIGNATURE


SUPERVISOR SIGNATURE


SAFETY MGR SIGNATURE


