STANDARD GUIDELINE

EMPLOYEE TRAINING GUIDELINE FOR SUPERVISORS

1.
Before each training session the Supervisor/Instructor must always:

a.
be totally familiar with the most current process or procedure.

b.
be totally familiar with the process, and/or equipment being trained on.

c.
know why the procedure and each step in it  is important.




d.
prepare all teaching materials.  (Copies of procedures for each trainee).

e.
schedule the training session with the employees ahead of time if possible.

2.
Training may be done on a ‘one on one’ basis if only one employee needs to be trained.  Group sessions, are preferred if there is more then one new employee or when doing ‘refresher training’.

3.
New employee procedure training should be done at a separate training session. Refresher training may be done in separate training sessions or at a Tool Box Meeting.

4.
Training is to be done in a quiet atmosphere, free from interruptions.

5.
Create a warm, pleasant, positive mood in your training session.

6.
Never teach in a demanding or threatening manner and never belittle an employee if he or she fails to understand a certain concept.

7.
Introduce each session with:

a.
the reason for the training.

b.
outlining responsibilities.

c.
outlining the supervisor’s responsibilities.

d.
outlining the trainee’s responsibilities.

e.
what goals and achievements are expected as a result of this training.

8.
Go through the process or procedure verbally step by step allowing time after each step for discussion, questions or further explanations as needed.  Make sure that the trainee knows and understands the reason for each step.

9.  At the end of the procedures allow some time for any further questions or discussions from any of the procedures or steps.

10.  Allow the trainee time to complete the comprehension quiz, (if the procedure has one), and correct it together.
11.
If the training session involves tools, equipment, or machinery, the instructor must do some “hands on” training with the trainee.  Be prepared to repeat this process several times if necessary.


This includes:

a.
Allowing the trainee to become familiar with each component of the equipment and what function it serves.

b.
the initial start-up of the equipment.

c.
the full operation of the equipment.

d.
the full shutdown and (or) an emergency shutdown of the equipment.

e.
storage, maintenance, cleanup and lock out of the equipment.

f.
personal protective equipment needed.

g.
safety in regards to the operator (implementing the procedures learned).

h.
safety in regards to other people in the area.

i.
taking proper care of the equipment.

12.
 Use the “buddy” system of a competent trained employee until the instructor is satisfied that the trainee is capable of operating the equipment or performing the process on his or her own.

13.
 A refresher course must be given at a minimum of yearly, (months), or at intervals to keep the employees up to date with the procedures.

14.
When there is an update or a revision to a procedure, it must be brought to the attention of all employees in a refresher training as soon as possible and before the employees use that equipment or perform the process.

15.
The Supervisor/Instructor must make sure that the employees complete the ‘Record of Training’ form which must then be forwarded to the Human Resources Coordinator immediately after the training session. This is necessary to keep the Training Records up to date.
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