MONTHLY  SAFETY  TRAINING  PROCEDURES

1. Safety Specialist shall provide to workplace supervisor:

a. the monthly safety training topic list;

b. the source for training material (i.e., Audio/visual listing, pamphlets listing, computer based training, CNRH Web page, etc.); 

c. copies of the Region Safety Training Roster (RSTR) form (NAVREG HI 5100/2 (8/00);

d. the guard mail address or FAX number. 

2. Supervisor shall:

a. conduct monthly safety training based on the safety office provided training topic list and utilizing Safety Department’s materials or other Safety Department approved materials; 

b. ensure RSTR form are properly completed;  

c. forward a copy of the completed  RSTR form to the Region Safety Department (CNRH, Code N468) via the specialist assigned to their command/department/shop;

d. file the original RSTR form in his/her safety training file for future inspection by Safety Department specialist or other outside inspectors/investigators during inspections or mishap investigations.

3. Safety Department specialist shall:

a. receive the RSTR, track the submittals for the areas assigned to ensure training is being conducted and in some form annotate receipt date;

b. after annotating receipt date, forward the RSTR to Safety Department Administration team for inputting and filing;

c. provide courtesy call to supervisor who is delinquent in submitting the RSTR form (optional);

d. provide a memo or e-mail, if previously arranged, to the command XO of a list of all delinquent submittals.  List should be for those that are delinquent for 2 months or more or for habitual tardiness. 

4. Safety Department Administration team shall:

a. input the data into the data base and file the RSTR forms;

b. maintain the forms for required storage time based on each program requirement.       

