Recordkeeping: Proper Training &
Employee Training Records (Part 1 of 2)

by Molly E. Butz

ghe safety and health of employees should always be among the top prior-

Why keep records ities at any company. One way to ensure the safety and health of the
of safety training?

employees at your component manufacturing facility is through proper safety train-
ing. Safety training can help your employees develop the skills they need to recog-

nize and understand the hazards they face on the job. It's a commitment both the
employer and the employee need to make.

Training should be developed for new and existing employees alike. New
employees need to learn to be aware of the potential hazards in their new
work environment and how these hazards affect not only them, but their
coworkers and the facility in which they are working. Experienced work-
ers, on the other hand, need training that focuses on changes in the work-
place, for example, a new piece of equipment or a new process.
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However, one of the most important steps in good training is often the
one that gets forgotten: recordkeeping.

Although many of the OSHA standards state specifically that an employ-
ee training record must be kept for a given topic, some of OSHA's stan-
dards do not require that there be any training records at all. Never-
theless, it’s a good idea to keep a thorough training record for all of your
safety training. One good way to accomplish this is by using a well-
designed database to keep track of your various training activities.

It is important to note that while not all OSHA standards affect com-
ponent manufacturers, there are a few that require specific documen-
tation of employee training, including: personal protective equipment,
lockout/tagout, fire extinguishers and powered industrial trucks (fork-

lifts). For these safety topics, you need to be certain you have the
proper documentation.

Benefits of Good Recordkeeping

Good training records can be of great value when evaluating injury and accident
rates and other safety trends within your facility. Before and after comparisons
will help you determine whether your training has been successful.

Making your training efforts visible through signed training records is another

Keeping good employee training can

0 Safety training can help your employees mean a lot to OSHA, should an unfortu-

develop the skills they need to recognize nate accident occur. In the Southeast,
and understand on-the-job hazards.

case study

a component manufacturer’s employee was fatally injured. OSHA classified the sit-
Q Training should be developed for new

uation as a “serious” violation and fined the company $6,300. After reviewing the
company’s safety training program and records, OSHA reduced the fine to $5,040
O Training records can be of great value

because the company provided evidence that they had, indeed, properly educated
when evaluating trends in injury and

their employees about the appropriate work practices and related hazards of the
accident rates. machinery involved in the accident.

and existing employees alike.
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way to show your employees that you're committed to safety. This continues to
build on the safety culture in your plant and reinforces safe working behaviors.

- Should an accident occur at your component manufacturing facility, your train-
ing records are some of the first documents OSHA will ask to see. And, ultimate-
ly, your training records may reduce or eliminate a fine from OSHA (see Case
Study).

Training records can be maintained in a variety of ways—from a simple, dated
attendance sheet that your employees use to sign-in when they come to the safe-
ty session, to an individual sheet for each employee that goes into their personnel
file. (See Support Docs at www.sbcmag.info for training record example
forms.)

No matter how you approach it, it's critical to:

- Provide the proper training.
- Provide training in a language the worker will understand.
+ Document, document, document!

Stay tuned for Part 2 in next month's issue: “Complying with OSHA's Record-
keeping Requirements.” From how to fill out the work-related injury log, to calcu-
lating Injury and Illness rates, you'll know everything you need to be ready for the
first of the year! SBC

To pose a question for this column or to learn more about WTCA’s Operation Safety Program, con-
tact WTCA Staff at 608/274-4849, email wica@woodtruss.com, or view the Operation Safety
demonstration online at www.wicatko.com.

Sources:
 “For the Record: Are Your Documents in Order?” May 25, 2005,
www.occupationalhazards.com

e Fact Sheet: Safety and Health Training www.osha.gov

FORKLIFT GERTIFICATION PROGRAM

FOR THE STRUCTURAL BUILDING COMPONENTS INDUSTRY

Have you been looking for a Forklift COMING SOON!
Certification Program that is more specific to
the structural building components industry

than the boilerplate programs out there?

WTCA's Forklift Certification Program is a dynamic training
program that integrates online training with hands-on exercises
to provide a diversified course for your forklift operators. For
new or experienced forklift operators, this program will help you
train, evaluate and monitor your forklift operations all year long.

INICR
FORKLIFT SAFETY

Contact Michael
at 608/310-6709
for more information!

Program includes: Multi-media online training, guidelines binder,
hands-on exercises, daily & refueling checklists, certificates,
operator test and set of 3 forklift safety posters.
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For reader service, go to www.sbcmag.info/maximizer.htm

You Don’t Need a Crystal
Ball to Predict Your
Lumber’s Design Value
Machine Stress Rated Lumber Has
the Strength Stamped on Every Piece

Join the other building professionals
who will specify over a billion board feet
of MSR lumber this year. Contact us
for more information.

LUMBER
PRODUCERS
COUNCIL

P.O. Box 6402, Helena, MT 59604
Phone: (888) 848-5339 « Fax: (888) 212-5110
e-mail: msrlpc@msrlumber.org
web page: msrlumber.org

For reader service, go to www.sbcmag.info/wtca.htm
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Dear Reader:

Copyright © 2005 by Truss Publications, Inc. All rights reserved. For permission to reprint materials
from SBC Magazine, call 608/310-6706 or email editor@sbcmag.info.

The mission of Structural Building Components Magazine (SBC) is to increase the knowledge of and
to promote the common interests of those engaged in manufacturing and distributing of structural
building components to ensure growth and continuity, and to be the information conduit by staying
abreast of leading-edge issues. SBC will take a leadership role on behalf of the component industry
in disseminating technical and marketplace information, and will maintain advisory committees
consisting of the most knowledgeable professionals in the industry. The opinions expressed in SBC
are those of the authors and those quoted solely, and are not necessarily the opinions of any of the
affiliated associations (SBCC, WTCA, SCDA & STCA) .
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