
BRIEFING

Keep a record of all safety education and include the date, discussion leader name, and a listing of all employees in attendance on the 
Attendance Register. This is one of a series of safety information guides. Use this as a framework for safety discussions within the workplace. 
It is a general description ONLY and does not carry the force of legal opinion. Visit SAFETY WORKSTM at www.clearpathmutual.com for 
additional FREE training, education, and awareness material. SAFETY WORKS, Work It! TM

ORIENTATION & REVIEW 

The exposure to workplace injury is greater for new employees. More than thirty-five percent of all workplace 
accidents occur during the first year of employment. The changes and excitement of a new place to work, the 
preparation for learning and understanding the requirement of the job and, most of all, the inexperience makes 
a new employee more prone to workplace injury. Unfortunately, a workplace incident can be a life-changing 
experience and in some cases be the end of life.

Workplace hazards and risk exist for all employees. Veteran employees can assist in the safety of new employees 
with a regular review of workplace hazards and controls to prevent injuries to themselves and new employees.

To control workplace injuries, remember that safety is everybody’s business. Participation in safety training and 
education is essential for working safely. Be accountable for safety and check with supervisors or managers when 
in doubt about safety procedures. Safety is of primary importance in every aspect of planning and performing all 
activities.

Learn, understand, and follow all company safety program initiatives. Here are some basic safety rules to follow: 

 

PUSHING/PULLING

  Avoid overloading electrical outlets with too many appliances or machines.

  Use flammable items, such as cleaning fluids, with caution.

  Walk - do not run.

  Use stairs one at a time.

  Report all injuries to managers.

  Ask for assistance when lifting heavy objects.

  Smoke only in designated smoking areas.

  Keep cabinet doors and file and desk drawers closed when not in use.

  Sit firmly and squarely in chairs that roll or tilt.

  Wear or use appropriate safety equipment as required.

  Avoid “horseplay” or practical jokes.

  Review all machine safety procedures and requirements before starting work on any machine.

  Wear appropriate personal protective equipment (PPE) in designated areas.

  Keep work areas clean and orderly, and the aisles clear.

  Stack materials only to safe heights.

  Watch out for the safety of fellow employees.

  Use the right tool for the job, and use it correctly. 

All employees must follow company safety program rules, but new employees need to develop a higher sense of 
awareness, urgency, and commitment to working safely. Remember too, a failure to adhere to safety rules can be 
a serious infraction resulting in disciplinary actions.



TOPIC           DATE 

TRAINER          TITLE

ATTENDANCE REGISTER
The BRIEFING or any safety discussion does not meet OSHA training requirement. Training must 

include testing or “proof” that employees comprehend and understand the material presented. OSHA 
recommends that employers keep a record of all safety and health training and education. Records 

provide evidence of the employer’s god faith and compliance with OSHA standards. Have all attending 
employees sign below and maintain a copy of this Briefing for your educational records.

ATTENDEE ATTENDEE


