Insert Company Logo Here

Insert Company Name Here Health and Safety Training and Communications Policy
Training and clear communication directly contribute to the health and safety of all employees. Insert Company Name Here is committed to a healthy, safe, and injury-free workplace for all workers.
The purpose of this policy is to acknowledge the importance of general and specialized health and safety training and other task-related training, and the importance of two-way communication within the organization. 

Training
Insert Company Name Here will provide all safety and related training that is necessary to minimize losses of human and physical resources of the company. All employees at all levels will participate in applicable training.
The managers of Insert Company Name Here are responsible to ensure workers are adequately trained in all matters necessary to perform their work in a healthy and safe manner. If work is to be done that may endanger a worker, the employer shall ensure that the worker is competent to do the work or is directly supervised by someone competent. 
The supervisors of Insert Company Name Here are responsible for facilitating and documenting orientations, on the job training and any other task specific training as required.
The workers of Insert Company Name Here are responsible to participate in any training provided by the employer and only perform work the employer has deemed them competent in, unless under direct supervision.

Training will include, but not be limited to:
· Health and safety orientations for newly hired personnel and re-assigned personnel as required
· Construction Safety Training System (CSTS)
· Hazard identification and control processes
· Job-specific training and Standard First Aid
· Health and safety training (Leadership for Safety Excellence) for supervisors and management as well as those leading the formal hazard assessment process, inspections, and investigations
· Specialized safety and related training according to hazard assessments and job factors
· Refresher training as required
· Competency assessments will be done within the first three months of hire, as well as annually thereafter; and as required by operational changes



Health and Safety Meetings
Health and safety meetings involving all employee levels and operations will be held monthly. Two-way communication and employee engagement is expected and encouraged. Worker feedback is an essential part of ensuring the overall Health and Safety Management System is effective.
The managers of Insert Company Name Here are responsible for the overall maintenance of the organization’s communications policy. This includes ensuring meetings are held monthly and attending at least one per quarter to provide relevant management updates and foster two-way communication with supervision and workers. 
The supervisors of Insert Company Name Here are responsible for selecting topics, facilitating meetings, documenting minutes, and engaging workers. 
The workers of Insert Company Name Here are responsible for attending meetings, participating in discussions, and providing relevant feedback. 
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Important Template Information
When using the template, anything highlighted yellow should be updated to include company-specific information. For example, “insert company name here.” As each organization is unique, please tailor these template documents to adequately represent the needs of your own organization.

[image: ](To remove the highlight in Microsoft Word, select the text and click on the Text Highlight Color dropdown              and choose no color). 
Save a copy of the file and delete this instruction page when finished.

Training and Communication Policy
A training and communication policy is the standard the organization is expected to adhere to in relation to expectations for training and communication. Having these standards and expectations outlined clearly in a policy helps to maintain consistency and uphold accountability. The policy should be customized to meet the organization’s situation and requirements.
OHS Act s.3 Obligations of employers 
Every employer shall ensure that workers engaged in the work of that employer are adequately trained in all matters necessary to perform their work in a healthy and safe manner.


For more information:
Modules 2 and 6 in ACSA Principles of Health and Safety Management course guide
Modules 1 and 4 in ACSA Principles of Health and Safety Management for SECOR course guide
ACSA 2023 Audit Instrument Elements 1 and 4
ACSA 2023 SECOR Evaluation Elements 1 and 4

Government of Alberta Occupational Health and Safety Starter Kit:
https://ohs-pubstore.labour.alberta.ca/bp035
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