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Certified Training

The third-party certifications held by each employee will be verified and recorded on the
Employee Training Record.

Internal Training

Each employee’s training requirements will be guided by the Employee Training Record.

All employees will receive training specific to their duties within their first week of
employment. All workers must be trained in procedures until they are competent.
Employees must be competent workers to operate equipment and perform job tasks.

Refresher Training
All employees will receive refresher training annually.

Change of Job Description

When an employee’s job description is altered to include new duties or the use of a new piece
of equipment, the employee will receive supplemental training and/or supervision by a
competent individual.

Supplemental training, on-the-job training and/or supervision will continue until the employee
is deemed competent and able to work independently.

Leave of Absence Training
Employee training will be refreshed after any leave of absence of six weeks or more.



