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New Employee Checklist
Injury and Illness Recordkeeping
Read These Instructions Before Proceeding
     The purpose of this document is to facilitate the orientation process for supervisors and new employees.  This checklist should be used to document that new OSU employees have been provided basic awareness training to orient them with the OSU Environmental Health & Safety's training programs.   
     This checklist is not intended to be a substitute for in-depth, topic specific training that is required by regulations or OSU policies.  In the event that topic specific training is required, such as Forklift Safety Training, training must be completed prior to the assignment of such tasks. 
     Each safety program listed below should be discussed by the supervisor and the new employee.  At the completion of the orientation session, both the supervisor and employee must sign the bottom of this checklist indicating that this has been completed in its entirety and that the new employee understands the subject matter, the hazards of the workplace, and that additional in-depth training will be required before certain job specific activities can be performed.
- Employees who are injured on the job or become ill as the result of a workplace exposure are required to complete an Employee Accident Report and must notify their supervisor.
 
- Main campus employees requiring non-emergency medical treatment resulting from an on-the-job accident or illness should go to
  University Health Services during the hours on the 2nd floor of McCampbell Hall during the hours of 7:30 AM and 4:00 PM.
 
- Employees in need of emergency care should go to the Wexner Medical Center or University Hospitals East Emergency
   Department.
 
- Regional campus employees should seek medical treatment at the designated local health provider.
- The BEAP is designed to assist personnel in preparing for and responding to building emergencies such as fires, tornadoes, bomb 
   threats, etc.
 
- Administrative units are required to complete a building-specific BEAP and update it annually.
 
- All employees must receive BEAP training upon initial assignment and when changes occur (online BEAP training is available
  through the EHS website.
 
- Supervisors should go through the BEAP with new employees and advise them what their roles are and what they should do during
   all types of building emergencies.
- The Hazard Communication Program's purpose is to ensure employees are aware of hazardous chemicals in the workplace and
   are provided information regarding the potential hazards associated with exposure(s) to these chemicals.
 
- All employees must receive Hazard Communication training upon initial assignment and when changes occur (online Hazard
  Communication training is available through the EHS website).
 
- Departments with hazardous chemicals are required to implement a written Hazard Communication Program and maintain a file of
  Safety Data Sheets (SDS) for all chemical hazards.
Building Emergency Action Plan (BEAP)
Hazard Communication
- The purpose of the Legionella Exposure Control Plan is to specify the standard practices to be used by facility management to
   prevent legionellosis associated with building water systems.
 
- Supervisors of employees who work around areas where potential risks are present must ensure employees are provided with the 
   appropriate training and PPE prior to assigning these duties (Legionella Awareness training is available through the EHS website).
 
- Areas where potential exposures exist include emergency eyewash/shower stations; cooling towers and evaporative condensers; 
   health care facilities; hotels; spas; hot tubs; swimming pools; decorative fountains; and water aerosolizing equipment such as 
   humidifiers.
 
- Departments are responsible for responding to legionellosis case/outbreak through environmental sampling and water treatment, 
   and follow-up.
Legionella
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Bloodborne Pathogens (BBP)
- Bloodborne pathogens are infectious microorganisms present in the blood or other bodily fluids that can cause disease in humans.
 
- OSHA requires employers to implement safeguards to protect workers against the health hazards associated with blood and other 
   potentially infectious materials.
 
- Departments with employees who have the potential for BBP exposure must develop and implement a written Exposure Control
Plan and make it accessible to affected employees.
 
- It is also required to have a site-specific Appendix to determine which employees are reasonably expected to have an occupational
   exposure to blood and other potentially infectious materials.
 
- Both the Exposure Control Plan and Appendix must be reviewed and signed off annually.
 
- All affected employees must receive Bloodborne Pathogens training upon initial assignment and annually thereafter (online
   Bloodborne Pathogens training is available through the EHS website).
- Certain job tasks require the use of PPE by employees.  - A Job Hazard Analysis (JHA) shall be conducted for each employee to determine which PPE are necessary based on recognized    hazards.    - Supervisors are required to ensure employees are provided with the appropriate PPE necessary to do each job safely.  Additionally,     supervisors must provide them with information on the proper use, care, and limitations.  - Ensure employees are re-trained when new hazards are introduced; changes in the worksite practices occur or previous training or    practices are ineffective.  Check the PPE needed for this job: 
Personal Protective Equipment (PPE)
- Employees may be exposed to occupational illnesses caused by breathing air contaminated with harmful dusts, mists, fogs, fumes, 
   gases, smokes, sprays, or vapors.
 
- The program requires all employees who are required to wear a respirator or dust mask (N-95) to have a medical evaluation and 
   receive training and fit testing prior to being assigned duties.  
 
- Voluntary use of dust masks does not require fit testing or training; however, they must be provided with Appendix D of the OSHA Respiratory Standard 1910.134.
 
- The university has a written Respiratory Protection Program that must be shared with all affected employees.  This covers hazard 
   assessments, respirator maintenance, training, and medical surveillance.
 
- Departments with employees required to wear respirators must provide the applicable and suitable equipment for the purpose
   intended.
 
- Annual Respiratory Protection Program training is required for all employees required to wear respiratory protection (online
   Respiratory Protection Program training is available on the EHS website).
 
Respiratory Protection
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Elevated Work
- Employees who are required to work at elevated working surfaces (scissor lifts, aerial lifts, boom buckets, scaffolding, and ladders)
   are required to be trained in the hazards associated with and proper use of the equipment (online Elevated Work Safety training is 
   available on the EHS website).
 
- All employees shall be provided with information on how to inspect elevated work tools and machinery and determine whether the 
   job can be done safely.
 
- All departments with affected employees must assign a competent person to manage this program in their area including 
   implementing the OSU Elevated Work Safety Program.
Check the training programs required for this job:
CL = Classroom                  OL = Online                  INST = Manufacturer's Instructions/Manual
Required:
Course Name:
Provided By:
Venue:
Completed:
New Employee Safety Orientation
Arc Flash Safety Overview
 (dept. provides in-depth)
Art Safety Overview 
(dept. provides in-depth)
Asbestos Awareness
 (annual requirement)
Bloodborne Pathogens
 (annual requirement)
Building Emergency Action Plan (BEAP)
Chemical Safety
Chemical Spill Cleanup
Compressed Gas Cylinder Safety
Confined Space Entry
Crane, Sling, and Hoist Safety
Cryogenic Materials Safety
D.O.T. (Dept. of Transportation) Training
 (3 Modules)
Elevated Work
Fall Protection
Fire Extinguisher Training
First Aid / CPR
First Responder Training
Forklift Operator
(dept. provides proficiency training)
Fume Hood Safety
Hand & Power Tool Safety
Hazard Communication
Hearing Conservation
Heat and Cold Stress
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS Vendor
EHS Vendor
EHS
Vendor
EHS
EHS
EHS
EHS
EHS
EHS
EHS
CL
OL
OL
CL / OL
CL / OL
OL
OL
OL
OL
CL / OL
OL
OL
OL
OL INST
OL CL
CL / OL
CL
OL
OL
OL
OL
CL / OL
OL
OL
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Check the training programs required for this job: (continued)
CL = Classroom                  OL = Online                  INST = Manufacturer's Instructions/Manual
Required:
Course Name:
Provided By:
Venue:
Completed:
Hot Work
(welding, cutting, brazing, etc.)
Infectious Waste Disposal
Laboratory Standard
Laser Safety
Lead Safety Awareness
Legionella Awareness
Lifting and Back Safety
Lockout / Tagout
Nanotechnology
OSHA / Safety Coordinator Training
Personal Protective Equipment (PPE)
Radiation Safety Short Course
Respiratory Protection
Skid Loader Safety
Toxicology Safety
Tractor Operator Safety
Trenching and Excavation
Ultraviolet (UV) Radiation Safety
Universal Waste
(light tubes, ballasts, batteries, Hg thermometers, etc.)
EHS
EHS
EHS
EHS
EHS
EHS
DEPT
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
EHS
OL
OL
OL
OL
OL
OL
--
CL / OL
OL
OL
OL
OL
CL / OL
OL
OL
OL
OL
OL
OL
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