Supervisor's Guide to Safety Training

Supervisors have the unique responsibility to ensure that the welfare of their employees has been adequately considered prior to assigning them work.  Training employees in safety and health practices is a necessary aspect of a comprehensive safety and health program.  Not only will this training help to protect life and property, not only is training required by federal, state, and local regulations, but training is also a smart tactic to ensure the most efficient and productive workplace.  Line managers and Division/Office Chiefs are responsible for the safety and health training and certification of personnel within their organizations.

Managers have the responsibility to

1.
Ensure that all of their employees have received the required safety training commensurate with their jobs;

2.
Ensure that all of their employees have received the required certifications commensurate with their jobs;

3.
Maintain written training and certification records of their employees;

4.
Re-train employees who have demonstrated a lack of understanding of safety issues; and,

5.
Re-train employees whose jobs have changed.

Employees also have responsibilities relating to safety.  Employees have the responsibility to

1.
Abide by the safety rules established by the organization;

2.
Ensure that colleagues abide by the safety rules;

3.
Report unsafe practices, procedures, and policies to appropriate managers; and,

4.
Report on-the-job injuries to their supervisors.

The Safety and Environmental Branch has established a video based training program on the GSFC closed-circuit television system to provide managers with the tools they need to meet these training requirements.  This program includes:

1. Regularly scheduled broadcasts of the safety training videos;

2. A leader's package including a blank roster, comprehension and attendance forms, and other applicable information; and,

3. Direction and suggestions for discussion related to the immediate work areas.

Note that all of the videos shown on GSFC closed-circuit television are copyrighted and shall not be recorded, copied, or reproduced in any form.  Unless specifically authorized, these videos are permitted to be broadcast only by the GSFC closed-circuit television system.  No rebroadcasts of any kind are permitted.

Only with the combined effort of the employees and their supervisors can the workplace be maintained safely.  Consult with the professionals in the GSFC Safety and Environmental Branch (Code 205.2) at (301) 286-6295 with your questions.
Hazard Communication

Supervisor's Guide to Compliance
INTRODUCTION
Hazard Communication and the use of personal protective equipment (PPE) form the basis of a comprehensive safety program.  Supervisors are responsible for ensuring that the employees whom the supervisors manage have been informed of the hazards in their work areas prior to the employees' conducting work.  This guide has been developed by the GSFC Safety and Environmental Branch (Code 205.2) to provide you with:

a)
the required elements of a local hazard communication program;

b)
a template for conducting local training for hazard communication;

c)
a method for documenting employee training; and,

d)
blank forms and assessments you can copy and use for your local programs.

The intent of this guide is to help explain your role as a supervisor and provide you with resources you can use to implement hazard communication.  Should you have questions, comments, and suggestions for improving this guide, please contact the GSFC Safety and Environmental Branch at (301) 286-6295.

HAZARD COMMUNICATION PROGRAM ELEMENTS
An effective Hazard Communication Program contains four elements:

a)
a method for communicating work area hazards to employees;

b)
a known, nearby, accessible location for chemical inventories and Material Safety Data Sheets (MSDS);

c)
a system to document employee training; and,

d)
a written document establishing the above elements

The Safety and Environmental Branch (Code 205.2) has a sample written hazard communication program document (element "d") which can be implemented for any work area.  This sample program can be integrated directly into your division/office safety plan.  You, as a supervisor, must develop the elements listed above.  

HAZARD COMMUNICATION TRAINING TEMPLATE
What do I need to do to properly train my employees in the hazards in the work place?  This template provides you with a protocol which you can use to navigate the training requirements.

(1)
List the hazardous processes in the areas under your responsibility.  For the Hazard Communication Standard, hazardous processes include any work for which chemicals are necessary.

(2)
On the list created above, designate the actual work areas where these processes may exist.

(3)
Schedule a time for you and your employees to watch the GSFC closed-circuit TV broadcast on Hazard Communication (15 minutes).

(4)
After the Hazard Communication broadcast is over, discuss with your employees Items 1, 2, and 3 above.  Discuss where MSDS's are located, and discuss any specific operating procedures your organization requires.  Some discussion topics are included 
with this package.

To ensure that your employees have understood the information presented, an assessment of their understanding should be documented.  The Safety and Environmental Branch recommends that a written assessment be distributed to your employees at the beginning of the training class so that your employees can mark correct answers as they hear them from the video and the subsequent discussion (Item 4).  This assessment also has a section for each employee to sign (indicating his participation in the class) as well as a section for the supervisor to sign (certifying that the employee was trained).  This assessment should be kept in the employee's performance folder maintained by the line supervisor.  A list of recommended discussion questions is contained with this package.

Additional Information for Training
Hazard Communication training is required prior to the employee performing work.  Therefore, new employees should be rotated through your training and orientation programs as soon as possible on assignment to your area.  Retraining of employees is required when any one of the following events occur:

a)
employee demonstrates lack of understanding of the training during the performance of work; or,

b)
new chemical or chemical processes are added to the work areas. 

For "a", the Safety and Environmental Branch recommends that the employee be completely retrained in the area(s) in which the employee demonstrated lack of understanding.  For "b" you  should be disseminate the new chemical or chemical process information to the affected employees.  There is no requirement to view the safety broadcast again; however, the Safety and Environmental Branch recommends that the baseline training be reviewed every other year.

As with any safety training, you must ensure that the employees demonstrate an understanding of the training via an assessment.  This assessment can then be used as a record of their training in their performance folders.  A roster of the participants in all such training should also be forwarded to the Employee and Organizational Development Office (Code 114).

METHOD OF DOCUMENTATION
A common complaint among supervisors is the excessive paperwork burden safety program documentation requires.  Documentation does not HAVE to be a burden (though some supervisors can make it so).  The following are the four elements required for comprehensive hazard communication documentation:

a)
a copy of the Hazard Communication Program is available for all employees to read.  The employees have been made aware of the location of this program, and the Hazard Communication Program is always available to them;

b)
copies of applicable Material Safety Data Sheets (MSDS) are available for the employees in each work site.  The employees have been made aware of the location of the MSDS's, and the MSDS's are always available to them;

c)
copies of hazard communication training certificates are located in the employees' performance folder kept by the supervisor;

d)
copies of the hazard communication training assessments are located in the employees' performance folder kept by the supervisor; and,

e) 
a roster of the participants in safety training is sent to the Employee and Organizational Development Office (Code 114).

Items "a" and "b" can be kept in the same place, and Items "c" and "d" can be kept in same place.  In fact, the Safety and Environmental Branch recommends that Items "c" and "d" be kept on the same sheet of paper!  There is nothing magical about a training certificate - a training certificate is simply a certification that the employee listed has successfully completed the training.  Likewise, the assessment is not a complicated item.  The assessment is a document proving that the employee heard and understood key points from the training session.  The assessment and the certification can be the same.

The above five items generally reflect the documentation requirements for all safety programs.

Hazard Communication Training

Points for Discussion
1.
Describe the processes in this work area in chemicals are used.

2.
Where are the MSDS's for this work area?

3.
How is the chemical inventory maintained?

4.
What types of Personal Protective Equipment must be worn in the work area and for each chemical process in the work area?

5.
What should be done if an employee is exposed to the chemical (spilled on skin, inhaled, splashed in eyes, etc.).

6.
How is emergency help summoned at Goddard?
With the exception of #6, these discussion points have different responses depending upon the work areas and the chemicals used.  The supervisor should ensure that the correct responses to these points are fully discussed.
Note that the answer to #6 (above) is by dialing 112 from GSFC on-site phones, and by dialing 286-8080 from cellular and construction site (non-ROLM) phones.

Forms & Assessments
Copy these items as necessary
Class Roster
Submit this completed form to the Employee and Organizational Development Office, Code 114

Title of Safety Training Class: Hazard Communication
Date of Safety Training Class: 




Name of Participant




      Initial
(Company)/Code
Phone 


























I certify that the above named individuals have successfully completed this training course.

Signature of Supervisor



Date

Printed Name of Supervisor



Code


Phone

page               of              
Training Program Evaluation

Hazard Communication
The Safety and Environmental Branch is interested in ensuring that we provide the best possible tools to help supervisors and employees acquire needed safety training.  Please spend a minute completing this evaluation.  Send the completed evaluation to:

Evaluations

Code 205.2

Building 17: Room N-108
Of course, your name is not required; however, if there are issues for which you would like us to contact you, write your name and phone number on the top of this evaluation.

Strongly Disagree         Disagree          Neither Agree nor Disagree        Agree       Strongly Agree

      1              2                 3                4          5
1. The training schedule is convenient.




   1      2      3      4     5

2. The training assessment is adequate.




   1      2      3      4     5

3. The length of the training course is acceptable.



   1      2      3      4     5

4. The objectives of this course were clear.




   1      2      3      4     5

5. The applicability of this course to your work is clear.


   1      2      3      4     5

6. This method of training is acceptable.




   1      2      3      4     5

This training can be improved by: 









This training was enhanced by: 









I would like to see the following training classes offered in this format: 




Hazard Communication
Assessment of Employee's Understanding and Training Certification

(This record shall be retained in the individual's performance folder kept by the supervisor)

Please answer the following questions at anytime during the training class.

1. The purpose of Hazard Communication is to ensure that your employer has informed you of the chemical hazards associated with your job.
TRUE/FALSE
2. Without exception, every container containing hazardous materials must be fully labeled.





TRUE/FALSE
3. Because of the potential for misuse, Materials Safety Data Sheets (MSDS) must be kept secured when not actually needed.



TRUE/FALSE
4. Your employer is responsible for determining what personal protective equipment is required for the job.





TRUE/FALSE
5. Hazard information about the chemical can be found only in the MSDS.

TRUE/FALSE
6. The MSDS contains emergency first-aid procedures for personnel exposed to the material.

TRUE/FALSE
7. Additional Hazard Communication training is required when new chemicals or chemical processes are added to my work area.


TRUE/FALSE
8. MSDS's for my primary work area(s) are located...

9. The inventory, or list, of the hazardous materials in my work area is located...


10. The GSFC phone number to call to summon emergency assistance is... 


I have attended Hazard Communication training on the hazards associated with my current job assignment.  I have also completed and passed the above assessment.

Signature of Employee



Date

Printed Name of Employee



Code

Signature of Supervisor



Date

Printed Name of Supervisor



Code

Answers for Hazard Communication Assessment:
1. The purpose of Hazard Communication is to ensure that your employer has informed you of the chemical hazards associated with your job.

Answer: TRUE
2. Without exception, every container containing hazardous materials must be fully labeled.









Answer: FALSE

Discussion: If an employee transfers a chemical from a larger container to a smaller container (like a squeeze bottle), labelling the smaller container is not mandatory IF the employee is the only user of the material AND the employee does not leave the smaller container unattended. 

3. Because of the potential for misuse, Materials Safety Data Sheets (MSDS) must be kept secured when not actually needed.






Answer: FALSE
4. Your employer is responsible for determining what personal protective equipment is required for the job.










Answer: TRUE
5. Hazard information about the chemical can be found only in the MSDS.

Answer: FALSE

Discussion: Hazard information can also be found on the label.

6. The MSDS contains emergency first-aid procedures for personnel exposed to the material.

Answer: TRUE
7. Additional Hazard Communication training is required when new chemicals or chemical processes are added to my work area.





Answer: TRUE
10. The GSFC phone number to call to summon emergency assistance is...    112

