4.5 Young and New Workers

Policy:

1.

Young workers and new workers are at higher risk of injury, and the Galiano Club is committed to
ensuring their safety.

Definitions:

Young workers: Any worker under the age of 25.

New workers: Workers of any age who are new to a workplace, a location or are exposed to new
hazards.

Procedures:

2.

Health and safety education should be an ongoing process—provide instruction to workers whenever
there are changes in the workplace such as a new work process or piece of equipment. This is
particularly important for young workers and new workers.

Orientations and other education

¢ An orientation should include the following:

e Explain that the worker should not perform any task that the worker is not trained to do safely.
e Encourage the worker to ask questions whenever the worker is unsure of anything.

¢ Introduce the worker to health and safety policies.

In addition, inform the worker of the following:

e Potential workplace hazards such as hazardous materials.

o Worker responsibilities and restrictions.

e How to report potential hazards and unsafe work conditions.

¢ How to get first aid.

e How to report injuries and other incidents.

e Locations of emergency exits, fire extinguishers, and first aid kits, as well as procedures for
rescue and evacuation.

Training

All workers need supervised, hands-on training in how to safely perform their tasks before they start a
job. The following three steps describe a general procedure that supervisors can follow when training
new workers.

¢ Explain the job in detail, including any safety precautions or required personal protective
equipment.

Encourage the worker to ask questions and take the time to answer them fully.

Use existing safe work procedures for training.

If a written safe work procedure is available, provide a copy or tell the worker where to find it.
Demonstrate and describe specific procedures, including all safety precautions.

Have the worker perform procedures until he or she can do them exactly as required.
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Tell the worker where to get help in your absence.

Answer any questions or repeat any key points that the worker may have missed.
Keep written records of training.

Monitor the worker to ensure that the worker is maintaining safety standards.
Make unscheduled checkup visits.

As the worker progresses, make visits shorter and less frequent.

Correct unsafe work habits.

Reinforce and recognize good work habits.

5. Supervision

e Supervisors are responsible for ensuring the health and safety of any workers under their
supervision. Supervision includes the following:
Explain the hazards of the job. Supervisors should periodically observe what workers are doing
on the job and assess any risks resulting from their actions.
Instruct new workers in safe work procedures.
Ensure that workers have been trained for the tasks assigned to them, including safety
precautions and safe work procedures.
Ensure that safety equipment and personal protective equipment is maintained in good working
order.
Ensure that all materials are stored and handled safely.
Enforce health and safety requirements.
Correct unsafe acts or conditions that you observe or that workers bring to your attention.
Monitor worker performance and well-being.
Set a good example in areas such as following safe work procedures and using personal
protective equipment.

6. Documentation
e Document who was trained, when they were trained, and what the training included.
¢ Maintain this documentation in the personnel file.
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