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SAFETY ORIENTATION

Date:


Employee Name:


Position:


 New Hire
Transfer
Rehire
Season
On-Call)

Department:


Safety Policy and Responsibilities

Human Resources/Risk Management Department



Overview of City of Helena Safety Policy



Job Description – Safety Duties



Evaluation – Attendance of Safety Meeting and Training


Accident Reporting Procedures



On-the job-accidents  
 - MMIA First Report of Injury




 - City of Helena Incident Report



Unsafe conditions or actions



Near miss accidents


Acknowledgment Receipt of Safety Policy in writing

Individual Department



Introduction to supervisor



Chain of command



Tour facilities and equipment


Location of first aid kits and equipment



Emergency response to:


Natural disasters (flood/earthquake/etc.)


Fire response (types/techniques/exits/extinguisher/hoses


Bomb threats


Location of Safety Equipment



Personal Work Habits


Acceptable Clothing & Footwear


Housekeeping



No Smoking Area




General Operation and Maintenance of Equipment



Potential on-the-job hazards



Inform employee of notices of posting (i.e. wage and hour, unemployment ins., workers’ compensation, FMLA, and EEOC.)


Procedures for reporting, investigating, and taking corrective action on all work-related incidents, accidents, injuries, illnesses, and known unsafe work conditions or practices as well as Liability for the City



Job or Task-Specific Safety Training 



Review of SOP’s for the Department



Citizen Complaints

· 

Dealing with the Media

· Refresher Training

Signature of Employee:
Date: 


Signature of Supervisor:
Date: 
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