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G. ACCIDENT AND ILLNESS PREVENTION PROGRAM TRAINING
Training is one of the most important elements of any safety & health program. Training is designed to enable employees to learn their jobs properly and reinforce safety policies and procedures. Safety training also provides an opportunity to communicate safety principles and commitment of management to a safe work place to the employees.

General safety and health orientation is essential and will be provided to all new hire Department Name employees, including temporary and part time employees. New employees will also receive job related safety training specific to their work responsibilities before beginning their assigned duties. All employees will receive periodic training to enhance their knowledge, skills, attitudes and motivations concerning safety and health procedures relating to operations, processes, and specific work environments. 

The Department Name Safety Officer is to review training records and evaluate the effectiveness of training on a regular basis. The Risk Management Division will periodically evaluate the overall Department Name ’s Safety and Health Programs and related training.

A written record of all training will be recorded and filed in the Department Name ’s Safety, Personnel, or Training Office, and the respective Unit’s files. All general training records, including a copy of the training presentation, handouts, rosters, sign-in sheets, etc. are to be kept on file. The instructor/trainer will fill out training records to document what training was provided, who attended, who presented the training, and on what date the training was provided. New Employee Safety Orientation Training will be kept in each employee’s personnel record. (See the attached employee orientation manual). Individual employee training records are to be kept for the duration of employment plus ten (10) years. 
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