WELCOME TO THE
OUTREACH TRAINER
GUIDE

Purpose: To Provide you with a
Quick Start for the Package.

This document will get you
prepared to be an effective
trainer.

Purchasing the package is the
first step... You must understand
how to use the package and do
some minor edits to be an
effective trainer, be comfortable
with the material and before
submitting for accreditation.

This document will help you to
prepare to be an effective
trainer.




TRAINER TOOLS AND HELP

Readme Before You Start
Train the Trainer Video Overview - Teaching Method

Accreditation

How to Obtain Accreditation (Readme Text)

SAFELANDUSA Requirements and Process
|ADC Process

SAFELANDUSA Accreditation Documents Folder
IADC RigPass Accreditation Documents Folder

Required & Useful Software

lAudacity Audio Software Install
IExCel Training Records Worksheet
[Extras Which May Be Useful (Folder with Files)

1. Readme Before You Start — This document

2. Train the Trainer Video — A video of the How to
prepare for and to present this training package.

3. Accreditation info — Process and requirements to
obtain Package accreditation.

4. Required & Useful Software — ExCel
recordkeeping & Optional Audio recording
package.

5. Extras Which May be Useful- Folder containing
some helpful templates, software, Safety Training
Manual, Pipeline Operator Qualifications Manual
and more.



TRAINING PREPARATION

Before the Safety Training session: .

Review the Trainer’s Video. It in 10 minutes illustrates how to use
provided materials to lead a simple and effective training session for
workers. It illustrates step-by-step suggestions for before a Safety
Training session, during the session, and after the session.

Review the Safety Training Materials. A quick way to accomplish
this is to print the handouts and review. Along with the handouts
review the included videos and Quizzes. This is an opportunity to
supplement the training with information about your company and
work environments. A PowerPoint Template for you to edit and present
Is provided as a link (Specific Training) for this purpose Accomplish
This before you perform any Customization or quiz creation.

QUIZ: We provide sample quizzes for all sections and for the final test.
You are to edit these to enhance the training for your company specific
attributes. Create at least 3 Final Tests and store in a secure location.

{SEE THE INSTRUCTION IN THIS DOCUMENT CUSTOMIZATION INSTRUCTIONS}
BE SURE TO FOLLOW ACCREDITATION TEST RULES!

Assess the training needs of your workers. Who are they? What
do they do? Why do they do work? When do they work? Where do they
work? How do they work? Are they experiencing illnesses and injuries?
What hazards are they exposed to? What hazard controls are available
to them? Have they had training before? It there adequate time to
perform the training?

Select a JHA “Scenario” or two that meet the needs of your
workers, and review them so you can illustrate doing a simple
JHA. Job Hazard Analysis (JHA) Scenarios give you examples of jobs
and situations. You can use these to illustrates Job Hazard Analysis.
An example of a JHA poster is provided as a scenario. You can also
develop your own scenario, JHA and poster based on the actual work
done by the participants in the session. (The trainer should feel able to
help participants with completing a simple JHA poster, to identify and
control hazards.)



TRAINING PREPARATION

Review the “Trainer’s Background Reference Materials and
Links” as needed. This collection of reference materials and links
allows in-depth preparation for a training session and provides resources
for answering questions. It includes references and internet links to
many OSHA documents that may help you tailor your training to the
actual needs of the workers you are training. Review relevant materials
before the training session.

Invite people to the session and remind them to come.
(invitation/registration form provided)

Collect the materials and equipment needed for a session.
AV projector and screen and video and Package

Flip chart and pens, for example, for JHA and discussion Selected
“Trainer's JHA Scenarios”

Materials for each participant:

1) Handouts in workbook format-"Guide” (can be printed in grayscale)
3) A Job Hazard Analysis form/poster, (in the “Guides”, or use a
photocopy or a large sheet of heavy paper and crayons, if needed for
groups to make Job Hazard Analysis Posters).

4) Section Quizzes (in the “Guides”)

5) Session Evaluation Form (in the “Guides”)

6) Attendance Certificate (in the “Guides”)

Note: If training without AV equipment:

While not recommended, in an emergency situation, the trainer can
conduct one-on-one or group training, with the use of the package, using
only the Safety Training Guide. Doing a Job Hazard Analysis is,
however, an essential part of this Safety Training for workers, and
should not be omitted.

Practice for the actual Safety Training session as indicated
Iin the next section and to review content before your
customizations.



MENU & TRAINING FLOW
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MENU & TRAINING FLOW-DETAILED
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IMPORTANT: Before Starting Class_Discuss Emergency Plan for Class,.Evacuation Routes. Assembly Point_Alarms..Smoking Areas..Bathroom Location..stc.
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The Training consists of 10 sections with multiple
section topics along with Supplemental Course
selections.
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Supplements

[Menu - Classroom Based on SAFELANDUSA / I/

001.1 - General Safety

== ) 001.2 - Behavioral Based Safety

e 001.4 - Reasonable Suspicion Testing

| 001.5 - Incident Reporiing & Investigation

001g1 - Intervention
NA

NA

001) - Walking Working Surtaces

001.7 - Job Safety & Environmental Analysis

- Ps nal Pr¢ ik
0020 - Safety
earing C:

- Py nal Pre i
0025 - Safety
ring C

002d1 - Hand Safety

00202-Rig Hand Safely [Video]

002e - Electrical Unqualified
ection 00! Optio

002e - Electrical Unqualified

"I 1| 003 - HAZCOM and Materials Handlins

003 - HAZCOM and Materials Handling

| 001.13 - Section Company Specific

Section 001 Test Options  RUARSE /oI =R0]1 )4

001.3 - Drug & Alcohol

001.6 - Signs & Tags

001.8 - Infervention
001.9 - Intervention [Safe Work Practices]
001.10 - Workplace Violence

001.11 - Land Transportation
00112 - Walking_ Wurking Surfaces

For example, Section 001 contains topics 001.1 thru 001.13.
Start with the first topic(i.e. 001.1) and allow to play. You
may pause the topic on any slide for discussion.(fast forward
Is not allowed but viewed slides can be reviewed) Continue
until all topics for a section is completed. Allow the trainees
to take notes on their handouts as well as answer the
guestions in the Section Sample Quiz (for you to
modified). This makes the section quiz a training tool.

Once the Section is completed perform a JSEA on a work
situation of your choosing for Section 001 demonstrating the
proper use of the JSEA. A sample JSEA is provided but you
may want to use your company JSEA.



MENU & TRAINI
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001.6 - Signs & Tags
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001.8 - Infervention

002d1 - Hand Safety 002d1 - Hand Safety
NA

00202-Rig Hand Safely [Video]

e | 001.9 - Intervention [Safe Work Practices]
s e | 001.10 - Workplace Violence

001.11 - Land Transportation
00112 - Walking_ Wurking Surfaces

| 001.13 - Section Company Specific

Section 001 Test Options  RUARSE /oI =R0]1 )4

Once you have completed the JSEA, review the Section Sample
Quiz. (Which you will create during your customization process)

Use the written quiz for manual review of Section content. You
may want to allow trainees to complete Section Quiz while
taking the Section Presentations. This assures their attention
and the Section Quiz becomes a training tool.

Complete the remaining section as discussed with one
exception....have the trainees practice filling out and using the
JSEA for each applicable section.

Upon completion of all Sections perform the Final Test,
(One of Yours) Be sure to follow the Accreditation Body rules
and requirements for testing and passing requirements.



CUSTOMIZATION |INSTRUCTIONS

In the MyDocuments
folder of your training
system computer you
will find a folder named
“SafelandUSAV2-9”
which contains:

1. Folders with
Policy / Section
Specific
PowerPoint
templates for you
to edit with
company policy
and section
specific
information you
desire to convey to
your trainees

2. Folders for Quiz
creation for
Section Quizzes
and additional
final quizzes for
training
validation.




