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Acknowledgement of Safety Orientation For New Hires
Dept:  


        
Semester:  


   Research Group or Lab: 




Instructions for Faculty and Staff Supervisors

Under the Injury & Illness Prevention Program, supervisors are responsible for training employees in safe work procedures and for documenting this training. Training can be formal or informal and can be done individually or by group. 

1.  Indicate the method you used to conduct the safety orientation.

(  Individual Instruction 





   and/or  (  Teaching New Employees about Safety



(Name of Trainer/Instructor)



           (Title of booklet provided for employee to read)

2.  List your new hires below (if more than 3, attach a list) and provide the required information.  

	Print Full Name
	Circle Employee Type
	Start Date
	*Hazmat?

	
	Staff
	Student Research Assistant
	Post-Doc
	Volunteer
	
	Yes      No

	
	Staff
	Student Research Assistant
	Post-Doc
	Volunteer
	
	Yes      No

	
	Staff
	Student Research Assistant
	Post-Doc
	Volunteer
	
	Yes      No


* Will the new hire work regularly with hazardous chemicals or compressed gases?

3.  Check off the topics you covered during the orientation. (The handbook covers the general topics.)

	Safety Orientation Topics


	· Emergency plan and evacuation procedure

· Location and review of written IIPP, Hazard Communication Program, and Material Safety Data Sheets

· Location and use of fire extinguishers, exits and other available emergency equipment

· Procedures for reporting injuries, hazards and security issues

· General safety hazards and practices – 

( electrical      ( seismic     ( storage     ( slips, trips & falls     ( lifting    
( repetitive motion/ergonomics

	REQUIRED for employees
 working with hazardous materials or equipment.

Check this box ( (
if duties will NOT involve using dangerous equipment and hazardous chemicals in a lab or shop.  


	· Review applicable safety plans i.e., Chemical Hygiene Plan, Laser Safety Plan, Radiation Safety Program, Bio-safety Policy, Medical Surveillance Program (cross out non-applicable ones)

· Show correct use of the protective equipment you provide. For example, safety glasses, gloves, guards, lockout locks, interlocks, and preferred clothing such as lab coats, closed toe shoes, and bands to secure hair.

· Review hazardous waste handling, 60-day storage limit, Satellite Accumulation Areas (SAA’s), filling out waste ID tags, signs, and storing incompatible wastes

·  Review hazards of equipment used and the standard operating procedures developed to use them safely and efficiently:

( Fume Hoods

( Glassware

( Shop Equipment

( Bio-safety(laminar flow) cabinets

( Eye Washes & Showers

( Lockouts & Interlocks

( Centrifuges

( Grinders
( Laser Pointers
( Autoclaves

( Hand Tools

( High Voltage Equipment

· Review your list of hazardous chemicals that you use or store in the work area, discuss their physical and health hazards, and review measures to minimize injuries and property damage:

( Compressed gases

( Corrosive materials

( Carcinogens/Teratogens/Mutagens

( Cryogenic liquids

( Explosive materials–peroxides

( Drugs and Controlled Substances

( Radioisotopes

( Flammable materials

( Infectious/Biohazardous materials

( Animal research

( Organic solvents

( Highly Toxic Materials

( Biological Waste

( Hazardous Waste

( Radioactive Waste




4. 
Make sure all new hires sign the “Acknowledgement Statement” after completing the safety orientation.

Employee:
Under California law, you are entitled to receive certain safety information from your employer. This information includes accessing Material Safety Data Sheets, preventive measures for working with hazardous substances at work, and obtaining copies of medical or exposure records kept by your employer.
	1.
	(Please print)
Your Name:  






         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  I read this training booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors


and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement
· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with  a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects  of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date





	2.
	(Please print)
Your Name:  






         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  I read this training booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors


and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement
· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects  of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date




	
	

	3.
	(Please print)
Your Name:  






         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  I read this training booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors


and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement
· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects  of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date





	   4. Make sure all new hires sign the “Acknowledgement Statement” after completing the safety orientation.
Employee: Under California law, you are entitled to receive certain safety information from your employer. This information includes access to Material Safety Data Sheets, preventive measures for working with hazardous substances at work, and obtaining copies of medical or exposure records kept by your employer.

	4.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement

· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date




	
	

	5.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement
· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date




	
	

	6.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement
· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date





	   4. Make sure all new hires sign the “Acknowledgement Statement” after completing the safety orientation.


Employee: Under California law, you are entitled to receive certain safety information from your employer. This information includes access to Material Safety Data Sheets, preventive measures for working with hazardous substances at work, and obtaining copies of medical or exposure records kept by your employer.

	7.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement

· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date




	
	

	8.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement

· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date




	
	

	9.
	(Please print)
Your Name:  





         Your start date:  






Circle One   
 Staff      Student Research Assist         Student Volunteer          Faculty          Post-Doc
(  Training Booklet:  Teaching New Employees about Safety, A handbook for faculty and staff supervisors

  and/or








(  The following person reviewed the safety information with me:   







Acknowledgement Statement

· I know how to find Material Safety Data Sheets and Codes of Safe Work Practices for chemicals and equipment in my work area. 

· My supervisor either reviewed campus safety, health, and emergency policies with me or provided me with a handbook explaining them. I understand that as my job assignment changes, my supervisor will review any new hazards and protective measures with me. 

· By my signature, I am indicating that have had an opportunity to discuss the health and safety aspects of my job with my supervisor and that I agree to abide by University and Department policies.  

Signature






Date





IMPORTANT!  Make sure new hires sign the “Acknowledgement Statement” on the back.
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