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Why Safety?
C

reating and maintaining a safe workplace makes good sense and means good business, strong morale, and a healthy bottom line.  But the real bottom line is – it’s the law.  The Occupational Safety and Health Act of 1970 guarantees workers a safe workplace.  The Occupational Health and Safety Administration (OSHA), the federal agency that administers the 


OSHAS 
Seven Step Guidelines
Step 1

Determine if training is necessary

H

ow do you know what training is necessary-or whether any training is needed at all? Before you can answer that question you have to ask yourself:

• Is training required by law for any of my company’s activities? Does an OSHA regulation or other law demand it?

• Have any hazardous substances or materials caused accidents? (Consult Material Safety Data Sheets (MSDS) OSHA 300 logs, and accident reports to get a feel for your company’s safety history and needs.)

• Do dangerous practices or operations routinely occur in my workplace? Are workers, for instance, continually getting clothing, hair, or fingers caught in some piece of equipment? As
you evaluate your workplace for problems, you
will notice that training best addresses problems such as:

•  Lack of knowledge

Act, backs up that guarantee with hundreds of safety rules, guidelines, and regulations.  Companies in violation of OSHA requirements risk paying stiff fines. In 1993 alone, OSHA’s initial penalties totaled more than $17 million.

By using Safety Consultant, Karen O’Hara, you will be doing your company a great service.  You will be doing your part to ensure that your business does not go out of business over safety.

• Incorrect performance of a particular task. 

· Unfamiliarity with equipment

Take a survey of your workplace.  Make a list of topics to be used for a quick double-check for any training needs you might have forgotten. You’ll notice that any applicable OSHA regulations are stated right on the plan for easy reference

Step 2

Identify training needs

O

nce you know that training is necessary for certain needs and problems, you have to figure out what the training should accomplish. OSHA suggests a number of ways to do that: 

• If training is to familiarize employees with something new ‑ a new piece of equipment, a recently introduced hazardous substance ‑ you can do a job analysis. Gather together all the information you can find ‑ operation manual, engineering data, MSDS’s, and any applicable OSHA standards. From these sources, pinpoint information employees will need to know. For instance, if your company has introduced a toxic chemical into an existing procedure, you’ll see from the MSDS that employees will need to know which kind of personal protective equipment to wear, what to do if skin contact is made, and how to handle a leak or spill.

• If the training deals with an existing job such as the operation of a complicated stamping machine, you can do a job hazard analysis by observing and recording each step of a job, identifying real or potential hazards, and determining where risks can be reduced or eliminated.

• Some other ways of identifying needs:

‑Read accident and injury records to determine areas of greatest risk.

‑Ask employees to describe jobs and procedures (in writing is best).

‑Observe employees as they work. Ask questions and note their answers.

‑Study programs developed by other companies in the same industry.

As for whom to train, be aware that it’s expensive, time-consuming, and not necessary to train everyone on everything. Train only those with a need to know: 

‑Employees who are required to be trained by OSHA regulations.

‑Employees who may reasonably be expected to be assigned to the job.

‑Supervisors of these employees not only receive the training but understand it as well.

‑Technical supervisors or technicians who work in potentially hazardous areas.

In deciding who needs to know what, you may want to set up a minimum training grid. Look at different groups of employees and the areas where they work, then identify what types of training should be included:

‑All employees. Facility wide training would cover fire drills, plant evacuation, hearing protection training, and other basic safety.

‑Employees in a particular workspace. Area wide training would cover safe use of hard hats, respirators, or other personal protective equipment; confined space entry

‑Employees who work with or near hazardous chemicals or substances, such as lead or blood born pathogens.

‑Employees who work with or near a piece of equipment, such as a forklift or automated pick-and-pack.

Step 3

Identify Goals And Objectives

W

hat should the training accomplish? OSHA emphasizes that safety training goals should be absolutely clear and put into written, action-oriented, specific language.

An objective such as “Being able to use a fire extinguisher” is too vague. A stronger objective is: “An employee will be able to tell where the fire extinguishers are located, which classification to use for which types of fires, and demonstrate how to operate a fire extinguisher safely.”

You can rephrase these goals as a basis for company-specific goals. Remember to use long-time employees as a valuable resource in setting up goals.  They know what’s vital to get the job done, and the risks involved.

Step 4

Design learning activities

A

fter the training has been conducted, you must determine how employees will prove that they’ve met the objectives. Use learning activities designed to resemble or simulate the actual job or situation. For instance, an appropriate learning activity for the example in Step 3 might be to have employees mark fire extinguisher locations on a floor plan and then pantomime how to operate them.

In executing Step 4, remember to consider workers with special needs such as hearing or visual impairment or those whose primary language isn’t English when planning the content and delivery of the training.

You might want to consider an incentive program for things such as perfect attendance and positive participation, money, time off, awards and certificates. Many companies find incentive based training very successful.

Step 5

Conduct the training

T

hink of the training session as an important meal. And like a memorable meal, its presentation must be as appealing as its taste. A successful session will have both “sizzle and steak” – style and content – with lots of participation, give-and-take, questions, examples, opinions, and enthusiasm from trainer and trainees.

To help achieve success, trainers may:

• Provide overviews of the material to help trainees focus and pace themselves.

• Explain why a subject is being covered.

• Relate new information or skills to the training of their own jobs and experience.

• Personalize and customize the information with names and specifics: “If Sam here locked and tagged out the compressor and Gina took off the tag.” “If Joe left a file cabinet open and Kathy tripped over it.”

• Reinforce training by continually summarizing objectives and key points. OSHA requires that:

 Make sure everyone “gets it” by rephrasing and summarizing at intervals during the session. Use your learning activities, too. Each handout provides a perfect way to summarize the major points of any topic, giving added reinforcement that employees can take to their jobs. Each Safety Training Session lesson plan recommends an appropriate meeting site. The closer your meeting place is to the site of the task or problem being covered, the better.

From time to time you will need to bring in experts. These may be outsiders, such as professional safety trainers or customer service representatives, to demonstrate new equipment or machinery. (By the way make sure to check out the credentials of any outside instructors. OSHA is getting tougher on investigating qualifications of safety trainers along with the effectiveness of the training.) Inside experts, such as supervisors close to a particular job, or a member of management, add credibility. The trainer must be enthusiastic, respectful of employees’ intelligence, and deeply committed to protecting them through good safety practices. Everyone learns better from someone who seems to care.

Step 6

Evaluate the program’s effectiveness

A

fter the training is finished, how can you tell if it’s done any good?

Employees must not only receive the training they must understand it and integrate it into daily practice.

To evaluate whether this is happening:

• Quiz employees on the material after each session.

• Solicit opinions from the trainees through questionnaires or informal discussions.

• Ask supervisors if they’ve noted any changes in attitudes or practices. Look for trends.

Step 7

Improve the program

I

f you find through testing, feedback, and observation that the training was not effective, it’s clearly time to probe. Important questions to ask both trainers and trainees:

• Was too much of the material already known?

• Was any material confusing or distracting?

• Was anything missing?

• What did trainees learn, and what did they fail to learn?

If the material, the objectives, the content, and the activities seem sound, maybe it’s the trainer. The best designed program may fall short if administered by a trainer lacking in enthusiasm and good communication skills.

Maybe the program needs a little something extra. If you didn’t use an incentive program, include one next time. It can’t hurt to try something that’s worked for many other businesses.

Whether or not you need to make changes, be sure to document that the training has occurred. Be sure to include dates, meeting times, meeting places, and other specifics.
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