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5. Safety Meeting Documents and OSHA 300 

SAFETY TRAINING DOCUMENTS

This section is designated to hold all Company Safety Training Documents. Any paperwork related to 
Company Safety Training will be 3-ring hole-punched and stored in this section. 

ATTACHMENTS 

New Employee Safety Orientation Form 
Daily Job Log 
OSHA 300 - Log of Work-Related Injuries and Illness (sample) 
OSHA 300A - Summary of Work-Related Injuries and Illness (sample) 
OSHA 301 - Injury and Illness Incident Report (sample) 
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New Employee Safety Orientation Form 

Employee Name: Date Hired: Orientation Date:

Job Title: Unit Name: 

Check One  New Employee  Transfer  Rehire  Part Time  Temporary 
Check items covered: 

 Safety Program 
Safety Committee, Safety Meetings, Names of Safety Committee Representatives 

Safety Policies and Procedures 

Hazard Notification Procedure 

 Accident Reporting  
Report All Accidents to Supervisor Immediately 

First Aid 
Names of First Aid Trained Employees 

Location of First Aid Kits 

Location of Another Emergency Equipment  

How to Summon Medical Aid 

Emergency Action Plan 
What to Do in The Event of Fire, Earthquake, Chemical Spill and Other Emergencies 

Building Evacuation Procedures 

Location of Exits, Evacuation Routes, And Designated Evacuation Location 

Location of Fire Alarm Pull Stations and Fire Extinguishers 

How to Summon Emergency Aid 

Personal Work Habits 
Proper Lifting Techniques 

Office Ergonomics 

Good Housekeeping 

Avoiding Slips and Falls 

Indoor Air Quality Policy 

Smoking Policy 

Potential Hazards on The Job 
Identification of Job Specific Hazards and How to Minimize Hazards 

Assigned Personal Protective Equipment  Care, Use, Limitations 

Understanding the Risks of All Hazardous Materials and the Location of SDS 

 On the Job Training (List) 
Equipment Specific Training 

Task Training 

Regulatory Training 
 

 Signature: Date: 

 Signature: Date: 
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Daily Job Log 

Job Location   Day of Week Job # 
 S  M  T  W  T  F  S 

Job Name Weather Conditions Site Conditions Time

Crew Foreman/Supervisor Company Competent Person(s) 

Crew Members Start Finish Total Special Materials Needed 

    

    

    

    

Crew Members Start Finish Total Expected Problems/Delays Today 

    

    

    
Special Safety Training/Equipment Required 

Special Safety Requests/Assignments (describe) 

Work Performed Today 

Change Orders Issued (describe) Authorized By 

 

 

Special Tools/Equipment Rented Today Rented From Rate/hour Total Cost 

   

   

   

Material Purchased Cost Special Planning Required for Tomorrow 

 

 

 

 
Accidents/Incidents/Near Misses (described) 

Other 
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