
Rowan county New Employee departmental safety checklist

Employee name: __________________________________   Job Title: ________________________   

Supervisor name: _______________________________________

Safety Committee Representative: ____________________________ Extension: ___________

Name of person conducting orientation: ______________________________________	 Date __________

Instructions: Department Directors and/or their Safety Committee Representative must ensure that all new County personnel, including those who are temporary and working part time, receive a health and safety orientation. Directors can modify this template as needed to include department-specific orientation requirements.
[bookmark: Check1]|_|	1.	Safety Training
		County- Mandated Courses
Inform your employee that Human Resources will automatically assign them to three courses: New Employee Safety Orientation, Hazard Communication: The New GHS Standard, and Fire Prevention.  
		
		Department-Mandated Courses
Inform your employee of any department-specific trainings in Neo-Gov that they will be asked to complete.
|_|	2.	Personal Protective Equipment (PPE) (Policy 11.2)
		Inform your employee of any PPE they will need to wear as part of their job. 
· Explain when it is required. 
· Show them how to put on, take off, adjust, and wear the PPE. 
· Explain the limitations of the PPE and how to properly care for and store the PPE. 
· Explain the process of requesting replacement PPE.
		
[bookmark: Check2]|_|	3.	Bloodborne Pathogens (Policy 11.3)
	Inform your employee if their position has the potential of occupational exposure to blood or bodily fluids. If the answer is yes, inform them of the Hepatitis B Vaccination program (Policy 11.3) included in the County Personnel Policy Manual that was part of their on-boarding paperwork. 
Inform your employee of any departmental-specific procedures related to Bloodborne Pathogens.
Encourage or require your employee to complete Bloodborne Pathogens training through Neo-Gov.
|_|	4.	Driver Qualifications and Responsibilities (Policy 11.4)
	Inform your employee that if they will be driving as part of their job responsibilities, they need to review Policy 11.4 Driver Qualifications and Responsibilities included in the County Personnel Policy Manual that was part of their on-boarding paperwork. Remind them that if they are involved in an accident, they must report it immediately per this policy.
 Encourage and/or require them to take advantage of the multiple driver training courses offered through Neo-Gov. 
|_|	5.	Fit-For-Duty (Policy 11.5)
	Inform your employee that if they are in a safety-sensitive position, they need to review Policy 11.5 Fit-For-Duty included in the County Personnel Policy Manual that was part of their on-boarding paperwork.
 If the policy applies to their position, remind them they shall not use alcohol within eight (8) hours before going on duty or operating a motor vehicle. 
 If the policy applies to them, remind them that they must notify their Department Director within 48 hours of any off-the-job charges of DWI, DUI, or for the use, sale, or possession of a controlled substance. 
|_|	6.	Lockout/Tagout (Policy 11.6)
	If your employee will be involved in the servicing or maintenance of machines and equipment in which the unexpected energization or start up, or release of stored energy could cause an injury, then review Policy 11.6 with them.
  Require your employee to complete Lockout/Tagout Safety through Neo-Gov.
  Explain your departmental procedures related to Lockout/Tagout.
[bookmark: Check3]|_|	7.	Emergency Action and Fire Plan (Policy 11.8) 
Cover the following topics for your worksite(s):
· Appropriate emergency evacuation routes (primary and secondary) for their work areas
· Evacuation assembly point (i.e., gathering area after a building evacuation)
· Show the employee where the nearest fire alarm pull stations are and instruct them on their use. 
· Inform the new employee that when they discover a fire, they should activate the nearest fire alarm pull station, and then exit the alarmed area. If possible, employees should follow up with call to 9-1-1 from a safe location to provide more details. Employees must leave the building immediately upon hearing or seeing the alarm, closing doors behind them.
[bookmark: Check5]|_|	8.	Portable fire extinguishers
Show the employee where portable fire extinguishers are located. Explain that employees may use a portable fire extinguisher only if:
· The employee has been trained to use them,
· The fire alarm has been sounded first,
· The fire is small (waste basket size or smaller), and
· The employee has a clear evacuation route.
[bookmark: Check6]|_|	9. 	Reporting workplace accidents and injuries and unsafe conditions 
Explain that any work-related event that results in an injury, illness, exposure, fire, property damage, or near-miss must be reported immediately to their Supervisor, even if they are declining medical care.
[bookmark: Check9]|_|	10.	Hazard Communication Program (Policy 11.9)
Inform employees working with or around hazardous chemicals of:
· The identity and hazards of the hazardous chemicals and materials in their work area.
· The location of the hazardous materials, including how to find the Safety Data Sheets and the Chemical List located in your department.
· How to label secondary chemical containers.
· How to respond to and report a hazardous material accident or emergency, such as a spill, release, or exposure. 

Employee Signature: __________________________________ Date: _______________________

