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	<<Insert Company Name here>> Health and Safety Program

	SUBJECT:  HEALTH AND SAFETY TRAINING 
	Date of Issue:

	APPROVED BY:
	Review/Revision Date

	SCOPE:  All Workplace Parties
	POLICY NO: 12


Purpose

The goal of the training standard is to ensure that all workers requiring health and safety training in order to complete their duties safely are provided with that training.
The success of a comprehensive health and safety program depends heavily on each worker having all the knowledge and skills necessary to do his/her job safely.  In addition, there are certain legal requirements imposed on individuals, supervisors and the company by the Occupational health and Safety Act (OHSA) and Regulations.

Each workers training and development program should be based on a education and training needs assessment. 
Scope

This policy applies to all workplace parties
Policy
It is the policy of the organization that all management and workers receive health and safety training required for their job position. Workers also include student workers, supplied labour and contract workers. Training will be provided to newly hired workers and management, those that have transferred internally from one job to another and also those who have been promoted from workers to management. The organization will also provide ongoing health and safety training for workers and management. A training needs assessment will be conducted by management in consultation with the joint health and safety committee (JHSC) to ensure the appropriate training is identified and delivered to workplace parties. All training content and training will be documented and maintained. All workplace parties are required to comply with this policy and procedure. 
Definitions

Training: 
Refers to education and skills programs approved by the the organization and given in a training course format in classroom, onsite or offsite or on line by a competent person(s) e.g. qualified trainers or supervisors or training providers or experts in a specific field. 

Roles and Responsibilities

Employer:

· Provide the resources to develop, implement and maintain an effective health and safety training program 
· Assign responsibilities for training coordination to competent management e.g. orientation and other training
· Ensure that selected supervisors and trainers are competent to perform the required training
· Ensure that a training needs assessment process is in place to determine the health and safety training required for management and workers annually
· Review the training policy and program annually in consultation with stakeholders and the JHSC 
Human Resources/Health and Safety Coordinator or Designate

· Develop a health and safety training needs assessment process in consultation with managers and supervisors based on corporate and job specific occupational hazards, work processes and equipment taking into consideration legislation, standards, codes, guidelines, best or leading practices and manufacturer guidelines etc. 
· Where required coordinate training, training materials and ensure trainers are competent

· Maintain corporate training records

· Coordinate new worker and management training program and checklists

Supervisor:

· Ensure adequate resources for department specific worker training

· Ensure that a worker has all the skill(s) needed to protect their health and safety before the worker is assigned to a task or job.

· Conduct a health and safety training needs assessment in consultation with the health and safety coordinator or designate

· Develop a training matrix for the staff under their authority including time frames for completion 
· Develop and implement a department specific orientation program based on a health and safety risk assessment of existing and potential workplace hazards e.g. conduct a job hazard analysis including review of hazards in the workplace such as chemical, biological, ergonomic, physical, psychosocial, equipment/machine safety etc. 

· Coordinate and ensure the delivery of new, transferred and newly promoted worker department specific orientation and  provide ongoing skill development opportunities and to follow up on the development
· Assess those workers off work for extended periods and determine whether further training or re-training is required

· Ensure all workers attend their assigned training sessions   

· Ensure workers comply with policies, procedures, safe work practices and safe operating procedures

· Ensure completion and maintenance of department training checklists and records

Worker:

· Apply himself/herself in developing the skills and knowledge necessary to do the job safely, to meet the organization’s objectives, and to fulfill the requirements of the Occupational Health and Safety Act and Regulations.  
· Every worker must be made aware and should be aware of his/her skill limitations and not undertake any job for which might endanger his/her or another worker’s health or safety.

· Attend training session and sign training records

· Comply with the OHSA and regulations, policies, procedures, safe work practices and safe operating procedures and report hazards to the supervisor
JHSC

· Participate in health and safety training program consultation

· Make recommendation for training programs that come out of workplace inspections and observations.

Standards/Procedures


Employment Health and Safety Training Standard 
1. Training Needs Assessment 

Training needs will be identified through a review of the inventory of occupations, critical task and/or job hazard analysis procedures, accident investigations, injury analysis data, worker surveys and a review of applicable legislation.

The health and safety coordinator or designate in consultation with management, human resources and the JHSC will review the health and safety training needs annually.  Surveys on training needs will be conducted with workers <organization to determine frequency>.  Training standards for specific jobs will be reviewed in any case of an accident/incident requiring completion of an accident investigation form.

Managers and supervisors will maintain updated training matrices for workers. These will outline:

· Corporate and department specific training requirements 

· Time frames for training completion

· Record of training and training outcomes

Management coordinating training programs must ensure the program is developed by a competent person and formalized in writing to provide standardization and completeness. Competent trainers will be identified by the employer. The trainers will provide the training and define training requirements in consultation with management coordinating the training. Trainers will provide and collect individual course evaluation forms to participants. There should be knowledge/proficiency testing appropriate to the program with documentation. 
2. Corporate Health and Safety Orientation Training

Human resources and occupational health and safety coordinator or designate will identify health and safety training topics and coordinate the corporate health and safety training program. Human resources will notify participants of the training expectations, time and location of the coporate new worker and management training. All new workers and management much be trained <time frame determined by employer>. (Note training should occur before commencing work tasks). 
Corporate training content for newly hired workers and managers will include but is not limited to: 
· Human resources and health and safety department services information
· Health and Safety Training Standard

· Occupational health and safety policy

· OHSA, legislated and organizational roles and responsibilities 
· Worker rights

· Work refusal 

· Work stoppage

· Role of the JHSC include health and safety testing and reports

· Location of health and safety boards and posting requirements
· Accident/incident/hazard reporting and investigation procedures including critical injury procedures
· First aid procedures and emergency numbers
· Early and safe return to work procedures

· Generic WHMIS training including a test

· General musculoskeletal injury prevention (MSD) 
· Biological hazards and infection prevention and control 
· Workplace violence and harassment Prevention 
· Slips, Trips and Falls Prevention
· Fire Safety and emergency preparedness, codes and procedures <Employer must clearly outline the specific emergency plan, procedures and training that is required at the organization>
· General personal protective equipment and requirements

· Add other relevant training to the organization
3. Management Health and Safety Training 

New or recently promoted management will also receive health and safety training for management e.g. competent supervision training, including but not limited to; 

· Health and safety roles and responsibilities
· Legislation and standards applicable to the industry and work
· Due diligence
· Hazard awareness, assessment, control and evaluation
· Management health and safety inspections e.g. planned, unplanned, pre-use, critical parts, and pre-start up
· Incident investigation
· Promotion of health and safety culture
Ongoing refresher training will also be provided. 
4. Department Specific Health and Safety Training 

Supervisors and managers will provide or coordinate department specific knowledge and skills training for transferred, new and existing workers as outlined in the training matrices. Training will be documented e.g. department specific orientation checklist and/or other training records. Training content will be determined based on the previously mentioned needs assessment. 


Department specific topics for example may include but are not limited to: 

· Department specific WHMIS and chemical training

· MSD prevention e.g. office ergonomics, manual materials handling, client handling, safe storage etc.
· Safe work practices, work methods and work organization
· Safe operating procedures of equipment and where applicable pre-use inspections e.g. fork lift, mechanical lift devices, conveyors, vehicles fume hoods, wheeled equipment etc.
· Personal protective equipment e.g. safe foot wear, head ware, hearing protection, respiratory protection, gloves, eye protections, protective clothing

· Infection prevention and control

· Department specific emergency procedures and fire safety protocols

· Physical hazard prevention and protection e.g. vibration, temperature, radiation, noise etc.
· Safety hazards e.g. tools, machine, equipment, electrical safety, lock out tag out etc.
· Slips and falls prevention e.g. signage, footwear etc.
· Department specific pyschosocial hazard prevention e.g. behavior management and non-violent crisis intervention training etc.
· Emergency equipment use e.g. emergency shower and eyewash station

· Specialized certification and technical training e.g. first aid, traffic control, chain saw, fork lift, vehicle, asbestos awareness, propane handling, fall arrest, equipment pre-use inspection, special emergency code team response such as emergency spill response, CPR, fire protection and fire fighting (fire warden), confined space emergency response and rescue etc.  
5. Joint Health and Safety and Health and Safety Representative (HSR)Training
· JHSC Co-chairs and certified JHSC members will provide training to new JHSC members 

· Training will include but not limited to:

· JHSC Terms of Reference 

· JHSC roles, responsibilities, and functions e.g. JHSC meeting requirements, work refusal, work stoppage, ministry of labour accompaniment, critical and fatal injury investigation, health and safety testing and reports, recommendations etc. 

· Location of health and safety boards and posting requirements

· Hazard recognition, assessment, control and JHSC planned inspections

· Certification training for those identified by the committee to be certified as per terms of reference 
The employer will ensure the HSR receives training on the following:

· HSR roles and responsibilities e.g. work refusal, ministry of labour accompaniment, critical and fatal injury investigation, health and safety testing and reports, recommendations etc. 

· Location of health and safety board and posting requirements 

· Hazard recognition, assessment, control and HRS inspections 

Communication

This standard will be communicated to all workers during orientation training.
This standard will be made available to all staff in the health and safety manual.

Training/Implementation

Training
All new and existing management and staff will be trained on this policy and procedures at orientation or at the department level. 

Training Records and Documentation
Training records will documented and include:

· Title of training program

· Date of training

· Instructors name

· Worker signature unless special electronic verification systems are in place e.g. use of worker unique identifiers 

· Location of the training e.g. classroom, online

· Outcome of the training

Human Resources will keep a record of all training e.g. corporate and department orientation checklists and department training records. See sample of new worker, transferred worker and new or promoted management orientation checklists in appendix ( # ).  Managers and supervisors will also submit copies of department training records to human resources. (Note if this will be managed electronically and by whom).

Workers and management that participate in health and safety training outside the organization must submit a copy of training records and/or certification and with a summary of the training content, to their supervisor. Supervisors will ensure a copy of the training is submitted to human resources for the worker file. 
Supervisors will also maintain department training records and health and safety training matrix on each worker detailing what the worker has been trained in and when the training was done. (Note if this will be managed electronically and by whom)

Evaluation

This policy will be evaluated annually by senior management in consultation with the JHSC and stakeholders. Upon consideration of recommendations, quality improvements will be implemented as required. 
Supervisors and managers will audit their training matrices at least annually to ensure all workers under their authority have completed the necessary health and safety training. Evaluations of the training completeness and compliance will be part of the worker performance evaluation process. Supervisors and managers will update the training matrices annually based on the annual needs assessment. 
Management coordinating training programs will least annually review the overall effectiveness of training program content and delivery methods in light of changes in legislation and standards, best and leading industry practices and feedback from participants and worker performance etc. Based on the review and training program recommendations, quality improvements will be made in consultation with stakeholders.  

Forms

Training Matrix

Orientation checklist

References

The Occupational Health and Safety Act
Health Care and Residential Facilities Regulation

Industrial Establishment Regulation

WSIB Workwell audit and templates 

Orientation Training Policy
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