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SECTION 6 

 

EMPLOYEE TRAINING 
 
An essential part of the Loss Prevention Program is the continuous formalized education and 
training of employees, which provides them with the appropriate knowledge and skills necessary 
to safely perform their work assignments. 

 
NEW EMPLOYEE ORIENTATION 

New personnel shall be formally indoctrinated into the overall safety program within the County 
at New Employee Orientation conducted by the Department of Employee Services.  Because of 
the variety of departments represented at this orientation it would be difficult to be specific with 
some of the information they need to have.  However, at the least they would be told what their 
responsibility is, what our culture is, the proper procedure for reporting accidents, etc.  This 
orientation will entail a 60-minute maximum introduction to the County’s safety process. The 
training shall be documented and employees shall acknowledge that they have been trained by 
signing the Initial Orientation Safety and Security Procedures form (see Sec. 6-3).  The training 
includes: 

1. Safety culture philosophy 

2. Risk Management Division structure 

3. Introduction to safety committee structure 

4. Employee responsibilities regarding on-the-job injury/accident reporting 

5. General lifting procedures 

6. General emergency procedures 

7. Reporting unsafe acts/conditions 

8. Hazard Communication 

9. Workers’ Compensation process 

10. Bloodborne Pathogens 

11. Workplace Violence 

12. Vehicle Safety 

13. Online Safety Resources (I/A Report, Risk Manual, Safety Incentive Program) 

Sign-off sheet completed (see Sec. 6 - 3). 
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DEPARTMENTAL SAFETY TRAINING 

Beyond the new hire orientation, there is the need for departmental-level safety training.  This 
should occur on the first day or as close to the first day as possible and should be completed by 
the supervisor, manager, or safety representative for the department.  This is the most crucial 
time to train an individual.  They need the knowledge that safety is as important an issue to their 
manager/supervisor as meeting production goals. Having them take the time to train on safety 
will show how important safety is to the County.  Also, this is the time to train regarding the 
specific functions of their job (i.e. If you drive, be sure to wear a safety belt and do not exceed 

the speed limit; If you operate a brush cutter or chainsaw, wear the proper protective equipment, 
etc.). The training shall be documented and employees shall acknowledge they’ve been trained 
by signing the Departmental Safety and Security Procedures form (see Sec 6-4).  The training 
includes: 

1. Statement about safety culture.  Difference between safety being a priority and a 
value. 

2. Department specific emergency evacuation plan. 

3. First aid kit location. 

4. Introduction to safety committee member(s). 

5. Chemicals used on the job, if any. 

6. Location of material safety data sheets (MSDS) for chemicals.  

7. Safety equipment needed for the job, if any. 

8. Proper lifting technique (specific to the job). 

9. Special safety concerns in the department. 

10. Bloodborne pathogens exposure control plan specific to exposures in your 
department (for those employees determined to be at risk of exposure). 

11. Workplace violence policy and procedures. 

12. Vehicle use requirements and accident reporting information. 

Sign-off sheet completed (see Sec. 6-4). 

 
RETRAINING 

When an employee is observed performing a job with incorrect procedures or injured due to 
improper work procedure or failure to follow correct procedures they should be retrained on the 
correct procedures.  They will not only learn how to do the task correctly but will understand the 
importance because of the emphasis placed on it.   

Additional and ongoing training will be provided as needed to employees. Certain policies and 
procedures, such as Bloodborne Pathogens Exposure Plan, Violence in the Workplace, and 
Hazard Communication require annual refresher training. 
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INITIAL ORIENTATION 
SAFETY AND SECURITY PROCEDURES 

 

EMPLOYEE ___________________________________________________________ 
 

DEPARTMENT ___________________________JOB TITLE ____________________ 

 

 

Instruction has been given on the following: 

 

_____  Safety culture philosophy 

_____  Risk Management Division structure 

_____  Introduction to safety committee structure 

_____  Employee responsibilities regarding on-the-job injury/accident reporting 

_____  General lifting procedures 

_____  General emergency procedures 

_____  Reporting unsafe acts/conditions 

_____  Hazard Communication 

_____  Workers’ Compensation process 

_____  Bloodborne Pathogens 

_____  Workplace Violence 

_____  Vehicle Safety 

_____ Online Safety Resources (I/A Report, Risk Manual, Safety Incentive 
Program) 

 

I have been instructed on the procedures listed above, and understand Clackamas 
County makes every effort to provide a safe work environment.  I also agree to help 
make Clackamas County a safe place to work as SAFETY IS MY RESPONSIBILITY. 

 

Employee Signature _____________________________ Date _________________ 

 

Trained by _____________________________________ Date _________________ 
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DEPARTMENTAL 
SAFETY AND SECURITY PROCEDURES 

 

EMPLOYEE ___________________________________________________________ 
 

DEPARTMENT ___________________________JOB TITLE ____________________ 

 

 

Instruction has been given on the following: 

 

_____  Statement about Safety Culture 

_____  Emergency Evacuation Plan 

_____  Fire Extinguisher Location and Use 

_____  First Aid Kit Location 

_____  Chemicals Used in the Job, if any 

_____  Location of Material Safety Data Sheets (MSDS) 

_____  Safety Equipment Needed for the Job, if any 

_____  Proper Lifting Techniques 

_____  Special Safety/Security Concerns in Department 

_____  Introduction to Safety Committee Member(s) 

_____  Bloodborne Pathogen Exposure Plan (affected functions only) 

_____  Violence in the Workplace Policy 

_____  Vehicle Use Requirements and Accident Reporting Information 

 

I have been instructed on the procedures listed above, and understand Clackamas 
County makes every effort to provide a safe work environment.  I also agree to help 
make Clackamas County a safe place to work as SAFETY IS MY RESPONSIBILITY. 

 

Employee Signature _____________________________ Date _________________ 

 

Trained by _____________________________________ Date _________________ 
 


