NEW  EMPLOYEE  SAFETY  ORIENTATION  PROCEDURES

(THIS  IS  MANDATORY  TRAINING)

1. Command Personnel (Military and Civilian if separate) Department shall:

a. provide the name and workcenter of  all new non-supervisory (military and civilian) incoming employee to the Command Training Coordinator ; 

b. provide the new employee with a copy of the Commander Navy Region Hawaii (CNRH) Safety Check-in form; 

c. explain to the new employee that the Safety portion of the COMMAND Check-in form will be signed at the New Employee Indoc upon completion of the training (visit to the Safety office is not required for this signature). 

d. explain to the new employee that he/she is required to bring the completed CNRH Safety Check-in and the Command Check-in forms to the Indoc.   

2. Command Training Coordinator shall:

a. schedule the new non-supervisory employee for Safety portion of the Command Indoc Training; 

b. ensure TV/VCR, Overhead Projector and a screen or wall area which can be used as a screen are available for the instructor

3. New Employee’s supervisor shall:

a. complete the CNRH Safety Check-in form prior to the employee’s scheduled Indoc;

b. ensure that  the new employee attends the scheduled Indoc or if an emergency arises where the employee is not able to attend the scheduled Indoc, the supervisor shall ensure that the Training Coordinator reschedules the employee for the next available Indoc;

4. New employee shall:

a. attend the entire scheduled training (if a portion is missed due to tardiness or scheduling problems the employee will be rescheduled for the Safety portion of the Indoc);

b. bring with him/her the completed Safety Check-in form and the Command Check-in form for signature. 

