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Figure 10.1: Safety training for firemen 
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LEARNING OUTCOMES 

By the end of this topic, you should be able to: 

1. Describe the importance of training and education in occupational 
safety and health; 

2. List the factors to be considered in deciding when to train; 

3. Describe the OHSA Training Model; 

4. Compare the difference in training programmes for employee level 
and for supervisor/middle management level; and 

5. Explain the importance of documenting training records. 
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Any task that we want to perform at work requires specific knowledge and skills. 
This is to ensure that we can perform the task correctly and safely. For example, 
if you need to use a forklift in the warehouse, you need to know how to operate 
the forklift effectively. This applies to administrative work as well, where the 
necessary knowledge and skills on how to use a computer and its application 
software to perform administration work are definitely „a must‰  for this type of 
work. To ensure we are competent to perform a task, we need to acquire the 
related knowledge and skills. This can be done through continual training and 
development programmes such as Figure 10.1 showing a fireman undergoing 
safety training. 
 
Training employees is one of the hazard controls to minimise accident at the 
workplace. Training is categorised as less effective in hazard control, but it is 
necessary to minimise hazard due to human factor. See Figure 10.2. 
 

 
Figure 10.2: Safety training ensures employees know how to perform their task correctly 

and safely, and know what to do in the event of an emergency 
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 TRAINING AND EDUCATION  

Training and education is the process to increase the knowledge and improve the 
skills of the workers. The purposes of training are to provide new knowledge or 
skills and upgrade current knowledge or skills. 
 
Training and education is ranked as a less effective hazard control in the hazard 
control ranking. The reason for this is although training and education is given to 
workers, this will not guarantee that they will always comply with the safe 
operating procedure. Knowing the danger does not necessarily make them act 
accordingly. 
 
However, that should not deter the management of organisations from providing 
adequate training and education to employees. Training and education should be 
part of the managementÊs commitment to ensure workers are aware and well-
trained in safety and health matters. Furthermore, as part of human capital 
investment and considering the workers as important assets of the company, 
training and education should be one of the most essential safety and health 
programmes in the company.  
 
Once awareness is inculcated among the workers, it would be much easier to 
manage occupational safety and health at the workplace. Being the people who 
actually perform tasks which may be hazardous, workers should be made aware 
of how important their role is in ensuring workplace safety and health. Other 
levels in the hierarchy should also be made to appreciate the importance of safety 
and health as they are the people who supervise and enforce health and safety. 
Only then can everyone begin to work hand in hand towards a safe and healthy 
working environment. 
 
Among the reasons for training and education are:  

� To train workers who had not been trained earlier; 

� To train workers who are new to a job or task; and 

� To upgrade skills.  
 
It is critical to ensure that employees are giving the right training at the right 
time. Additional trainings given to a worker who possesses the skills and 
knowledge to perform his job safely would not make him any safer. If an 
accident occurs, the problem is not due to his lack of skills to perform the work 
safely but due to the workerÊs behaviour. So, it is important for the company to 
plan the training properly to ensure the objectives of the training are met. 
 

10.1 
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Safety and health trainings should be part of the workplace accident prevention 
strategy. Although the workers are experienced, they may not necessarily know 
of the hazards associated with their jobs. They may also not know of the 
companyÊs expectations on how they should handle hazards. As such it is 
important to ensure that they understand the companyÊs expectations towards 
safety and health. We should not assume that the workers know how to perform 
their job safely. This is critical especially with newly-hired workers or 
experienced workers who are assigned to a new task.  
 

 

 WHEN TO TRAIN 

How do we know when is the right time to have safety and health training? If 
training programmes are conducted solely for the purpose of fulfilling company 
policy to provide certain number of hours of training, then we are just wasting 
time and money.  
 
We must first set our training objectives clearly. Workers who are not trained to 
perform their work safely will become a workplace hazard. They become a 
danger not only to themselves but others as well if they cannot do their job 
correctly and safely. Before deciding on when to train, there are few factors we 
need to consider. This is to ensure that our investment in terms of time and 
money are not wasted. At the same time, the objectives of the training can be 
achieved.  
 
Figure 10.3 below summarises the factors to consider when deciding when to 
train employees: 
 

10.2 

(a) Discuss why safety and health training is listed as a less effective 
hazard control in the hazard control ranking. 

(b) Explain the importance of safety and health training as a hazard 
control. 

SELF-CHECK 10.1 
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Figure 10.3: Factors to be considered before deciding when to train the workers 

 
In deciding when to train we must also look at the target groups. Figure 10.4 
below summarises the different target groups. 
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Figure 10.4: Target groups when considering when to train employees 

 

 

 THE OHSA TRAINING MODEL 

Prior to introducing any Safety and Health training programme at the workplace, 
the company needs to plan the training programme to ensure that the training 
objectives are achieved. There are few training strategies or models which can be 
used to establish safety and health training programme. We will use the 
Occupational Health and Safety Administration (OSHA) model. Table 10.1 
summarises the model. 
 

10.3 

(a) Formulate a strategy or training plan to be introduced to the 
organisationÊs management when we want to implement 
Occupational Safety and Health training to the workers. 

(b) Discuss the criteria for selecting the right target group to attend 
safety and health training for office employees. 

ACTIVITY 10.1 
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Table 10.1: The Occupational Health and Safety Administration (OHSA) Training Model  

Steps Description  

Determine if 
training is needed 

Identify whether the training is needed or not and if the problem 
can be solved through training. 
Training can effectively address problems that arise due to: 

1. lack of knowledge in work process; 

2. machine unfamiliarity; and 

3. incorrect execution of task.     
Training is the most effective when designed to suit the companyÊs 
commitment and goals to ensure the workplace is safe and healthy.

Identify training 
needs 

Training needs depends on our expectation towards the workerÊs 
performance after the training. The best method to identify training 
needs is by determining the employeesÊ safety and health 
knowledge, or the skills they need to deliver their job. Consider the 
following when identifying training needs: 

1. CompanyÊs accidents and injuries database; 

2. Employees feedback / inputs;           
3. Observe employees performing their tasks; and  
4. Benchmark or survey similar training offered by other  

companies in the same industry or get suggestions from the 
enforcement bodies or consultants. 

Identify goals and 
objectives 

The goals and objectives of training should be in line with the 
companyÊs commitment and policy towards Safety and Health. 
Setting the training goals and objectives can help to minimise 
unnecessary training and suit the training to meet the needs of the 
employee and the tasks. 
The objectives and goals should be clear and measurable to ensure 
the results are tangible. 

Develop learning 
activities 

Identify training methods and materials. The training activities and 
actual task gap should be as close as possible to ensure the 
objective of the training meets the employeesÊ needs. 

Conduct the training Execute the training as we planned. The training should be 
presented and communicated clearly to employees. 
Factors to consider: 

1. Frequency of training; 

2. Length of the training; 

3. Location or venue of the training; and 

4. The trainer. 
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Employee participation in the training and their competency in the 
newly-acquired skills or knowledge will indicate the effectiveness 
of the training programme. 

Evaluate 
programme 
effectiveness 

Training evaluation methods include: 

1. Questionnaires; 

2. Observation by supervisors; and 

3. Improvements at the workplace. 

Improve the 
programme 

The outcome of the evaluation will be used to improve the training. 
Improvements which can be made include: 

1. Improve the training material and methods; 

2. Determine if anything is missing in the training programme; 

3. Determine if the training achieve its objectives and goals; and 
4. Determine if employees were motivated by the  training. 

 

 

 TRAINING NEW EMPLOYEES AND 
SUPERVISORS 

Safety and health training programme shall include all levels of employees. 
Nevertheless, the strategy and approach of the training for different level of 
employees need to be customised to suit the targeted group. This is to ensure that 
the objective of the training for each level of employee can be achieved.  
 
Employees are generally categorised into three different levels of training. The 
three categories are: 

� Employee level including newly hired and experienced workers; 

� Middle management such as supervisor and managers; and 

� Top management � those in authority and who are decision makers in the 
organisation. 

10.4 

(a) Outline and design a safety and health training programme at 
your workplace using the OSHA Training Model. 

(b) Discuss how we can convince the management to invest 
financially in a safety and health training programme using the 
OSHA Training Model. 

ACTIVITY 10.2 
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In this topic, we will focus more on employees and supervisor levels. This is 
because this is the group of employees who are exposed to the hazards at the 
workplace. Furthermore, these levels of employees are aware of the hazards and 
know the best way to deliver their task. From their inputs through their expertise 
and experience, a suitable safety and health training programme can be 
established. Inputs, involvement and commitment from employees are essential 
to ensure the success of the training programme. 
 
Newly-hired employees tend to be involved in workplace accidents compared to 
experienced workers. This is because they are not aware of the hazards at their 
new workplace. It also takes time for them to adjust themselves with the new 
environment. They need to be familiar with the safety and health rules at their 
new workplace.  
 
One way to solve this is by introducing induction programmes for all newly-
hired employees, covering standard topics such as those summarised in Table 
10.2 below. 
 

Table 10.2: Standard topics which can be covered in induction programmes for newly-
hired employees.  

Procedures on General information on 

Accident reporting Basic hazard identification 
and reporting 

Housekeeping 

Emergency response Chemical safety Ladder safety 

Injury reporting CompanyÊs policy Machine guarding 
and safety 

Lockout/tagout CompanyÊs safety and 
health rules 

Material handling 

Work Permit Confined Space Entry Mobile equipment 

Unsafe acts and 
conditions reporting 

Electrical Safety Medical facility 
location 

 Eyewash and shower 
locations 

Personal 
responsibility for 
safety 

 Fire protection and 
prevention 

Rules on safety and 
health and also 
expectations 

 First aid/CPR Personal Protective 
Equipment (PPE) 
usage 

Training 
topics for 
newly- hired 
employees 

 Hazard tool safety  
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Training programmes for supervisors and middle management require a 
different strategy as their roles are to lead, enforce, supervise and make 
decisions. Training programmes for this level is summarised in Table 10.3 below. 
 

Table 10.3: Training programmes for supervisory and middle management level 

Training Topics for Supervisory and Middle Management Level 

Accident causes and basic 
remedies 

Mechanical safeguarding 

Building attitudes favourable to 
safety 

Motivating safe work 
practices 

Communicating safe work 
practices 

Number and kinds of accident 

Cost of accidents and their 
effects on production 

Organisation and operation of 
safety programme 

Determining accident causes Safe handling of materials 

First aid Supervising safe performance 
on the job 

Giving job instruction SupervisorÊs place in accident 
prevention 

Job instruction for safety The investigation and 
methods of reporting 
accidents to the company and 
government agencies 

Knowledge of federal and state 
laws 

 

Training Topics for 
Supervisor 

Making the workplace safe  

 
A well planned and ongoing training programme can help an organisation to 
improve workplace safety. This can only be achieved through commitment from 
the top management to the employees.  
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 DOCUMENTING SAFETY AND HEALTH 
TRAINING 

Documentation ensures that all trainings conducted are properly recorded and 
documented. Documents should be easily retrieved for audit or inspection. Legal 
requirements also require that all safety and health training be properly 
documented. 
 
Training records are normally kept in the personal files of employees, with the 
following details: 

� Employee name, employee number and identification card number; 

� Training attended; 

� Length of training; and 

� Instructor. 
 
Training records are important as they allow you to determine if an employee 
has undergone a specific training or not. If yes, you can then determine if the 
training has been effective. If no, then you should arrange for the employee to 
undergo training. This allows you to keep track of the effectiveness of the 
training programmes and whether they result in any improvement. 
 

10.5 

(a) Explain why safety and health training programme 
documentation is important from the legal point of view. 

(b) Discuss how training documentation can be made more effective 
with information technology. 

ACTIVITY 10.4 

(a) Sometimes the outcome of training is difficult to measure. How 
can we measure the performance of the supervisor and the 
employees after they have attended training? 

(b) Discuss how we can make safety and health training programme 
interesting.   

ACTIVITY 10.3 
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� Occupational health and safety training and education is important as it 
allows employees who were not trained previously to be trained on safe 
work procedures, employees who are assigned to new tasks to be trained 
accordingly and to upgrade the skills of employees. 

� Factors to be considered when deciding when to train: 

- Special needs group; 

- Company accident and injury database; 

- Company policy on safety and health; and 

- Legal requirements for specific jobs. 

� The OHSA Training Model outlines the steps to establishing a safety and 
health training programme as follows: 

1. Determine if training is required; 

2. Identify training needs; 

3. Develop learning activities; 

4. Conduct the training; 

5. Evaluate the programme; and 

6. Improve the programme. 

� Employees are generally categorised into two groups for training purposes � 
employee level and supervisor/middle management level. 

� Documentation ensures easy tracking of the effectiveness of training 
programmes and is the point of reference for planning future programmes. 
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OSHA Training Model 

Employee level 

Middle management level  

Training Documentation 
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