
Machine Safety 
 You should not operate any machinery unless 

you have been properly trained and evaluated 
for safe operation by the site. 
Inspect the equipment before turning the power 
on and using it. 
You should locate all emergency stops and 
power cutoff switches before operating any type 
of equipment. 
Do not clear jams or try to repair any type of 
machinery. If there is a malfunction, let the 
supervisor know immediately. 

 

 

 

Electrical Safety 

 You are not to attempt to repair any electrical 
items. If there is any kind of malfunction, 
immediately contact a supervisor. 
Do not attempt to power up any piece of 
equipment while locked or tagged out. 
LOTO or lock out/tag out is a process for locking 
out any defective electrical or mechanical 
equipment. Do not remove any signs, tags (Red 
and white), or locks. You are not authorized. 
Inspect all equipment before turning the power 
on every time. 

 

 

 

Personal Protective Equipment 

 If PPE is required at a site, you must wear it. If 
you are not comfortable wearing PPE, notify a 
supervisor immediately. 
If you do not have the proper equipment to feel 
safe at work, notify the supervisor immediately 
before starting the task. 
PPE consists of but is not limited to gloves, 
safety glasses, respirators, masks, face shields, 
knee pads, etc. 
The worksite will provide you with the proper 
PPE. If they do not, please contact a supervisor 
immediately. 

 

 

 

Safety of Others 

 You should also be mindful of others' safety. 
Do not leave, create, or walk past an unsafe 
condition. We all work for a reason and have 
family, friends, pets, and other loved ones who 
care for us that we want to be with us at the end 
of the day. 

Fire Safety and Evacuation 

 You should be familiar with the fire safety plan 
of the site they will be assigned to. The site is 
responsible for providing you with this 
information. If you are unsure, then ask a 
supervisor. 
In the case of an emergency exit, immediately 
through the nearest fire exit door. Do not return 
to the building, and do not go to retrieve 
personal items before exiting. Your priority is to 
exit the building as quickly as possible. The site 
should have a designated meeting area in the 
case of an evacuation. Please proceed there, wait 
for further instructions, and do not leave that 
area. 
You should locate their nearest fire exit and fire 
extinguisher once they are assigned a work area 
for the day. 

 

 

Site and Job Specific Hazards 

 You should receive site-specific safety 
procedures and training once they arrive for 
their assignment. 
Once assigned to a job, you should ensure you 
are trained and made aware of any safety 
hazards and how to protect yourself. Do not 
start a task you are unfamiliar with if you have 
not been properly trained. 
If you are being asked to do a task or assigned a 
job that differs from what was assigned to you, 
contact a supervisor. 

 

 

Heat Illness Awareness 
 You must ensure you stay hydrated and drink 

plenty of water. 
Wear cool, lightweight, light-colored clothing 
when working in warm temperatures. 
If you sweat more than normal, get dizzy, or feel 
disoriented, find a place to rest immediately and 
let a supervisor know. This could be a sign of a 
more serious condition. 
If working outside, take your breaks in a shaded 
area to cool off. 
A small wet towel goes a long way to keep cool. 

 

 

 

 



Review of General Safety Rules/ Handbook Safety Culture 

NEW HIRE GENERAL SAFTY AWARENESS GUIDE

Workplace safety is everyone’s responsibility, and you have a
large part to play in your own safety and the safety of others.
We all work safely for a reason. Who do you work safely for? 

Below is an overview of basic safety guidelines for temporary 
employees. A short test at the end must be completed and 
passed before being given an assignment. More specific 
safety procedures will be provided to you by the site that you 
are assigned to. Always contact a supervisor if you ever feel 
like a task or work environment is unsafe. 

 You should understand all general safety
rules and be familiar with the
handbook/Safety culture of the company.
Working safely and ensuring others are 
working safely are requirements of the job. 
Working while under the influence of drugs 
and alcohol is strictly prohibited. 

 

 

Safe lifting and Material Handling 

 You should know the correct lift method 
before moving any materials. Please read the 
attached document on safe lifting. 
You are responsible for using safe lifting 
techniques. Using bad mechanics will lead to 
you hurting yourself. 
Whenever possible, you should use available 
material handling equipment or team lifts to 
move heavier items. Use hand trucks, pallet 
jacks, carts, etc. 
Use two hands to move a box. Always test the 
load before lifting it to see how heavy it is. 
Do not twist at your waist. Move your feet. 
Work at a safe and productive pace. If you 
need additional help, ask a supervisor. 

 

 

 

On-the-job Injury 

 You are responsible for working safely and 
keeping others around you safe. 
If you are injured while on the job, you must 
report it immediately to a supervisor. 
If able to, you and your supervisor will fill 
out an accident report ASAP. 
Accident reports ensure that we provide 
employees with proper treatment and 
document the incident. We also use them as a 
tool to identify controls that can be put in 
place to help prevent the same incident from 
occurring again. 

 

 

 

Inspecting Work Areas &  Reporting Hazards 

 We want you to know that it is ok to report 
hazardous work environments. Speak to a 
supervisor if you feel uncomfortable with a 
task or a work environment. 
Inspect your work area before beginning any 
task. Make sure there are no hazards to you or
anyone around you. Report any hazard to a 
supervisor immediately. 

 

Near Miss Reporting 

 Near miss incidents are events where 
someone could have been injured, property 
damaged, or both. (i.e. forklift almost hits a 
worker because the worker walks in front) 
Reporting a near miss is just as important as 
reporting an accident. Management can use 
the report to ensure controls are put in place 
to prevent an accident from happening. 

 

Equipment and Tool Inspection 

 You must inspect all equipment and tools 
before every use. 
Always use proper tools and equipment for 
the job. Only company-provided box cutters 
should be utilized. No pocketknives. The 
blade should retract on its own. 
Look for obvious signs of damaged 
equipment, such as missing wheels, broken 
parts, loose handles, error messages, etc. 
Tools should also be inspected for any 
defects. 
If damage is found, do not use it and notify 
the supervisor immediately. The equipment 
or tool should be taken out of use following 
site policies. 

 

 

 

Forklift Use and Pedestrian Safety 

 Only authorized employees can operate 
power equipment. This means the 
employee must undergo training and an 
evaluation at the site to be authorized. If 
you are asked to use power equipment 
without being trained, you should 
immediately contact your supervisor. 
While working around forklifts and other 
power equipment, you should know the 
hazards. If walkways are provided within 
a work site, then you should always walk 
within them. Be aware of where the 
machines operate. 
If you are an experienced and trained 
forklift driver, you will still need to be 
trained and evaluated at the site to be 
certified and authorized to use the 
machine. 

 

 

Locating First Aid Facilities 

 First aid facilities will be provided at the 
host site. When you arrive at the site to 
begin the shift, the site should provide site-
specific safety information; however, you 
are also responsible for knowing where the 
first aid equipment is. Take the time to 
locate the first aid kits, eye wash stations, 
restrooms, and any other safety equipment 
the host site provides. 
The site will provide the closest medical 
facilities and site-specific safety training. 

 

Keeping Work Areas Clean and Organized 

 “Clean as you go.” Do not let garbage and 
other debris build up around the work 
area. This will create an unsafe work area. 
Do not create your own hazard. 
Be aware of your surroundings and the 
work area in your vicinity. Look for any 
hazards as you move. i.e. coming off a 
ladder and stepping on something that 
could injure you. Pick up or move 
anything that you see may cause a slip, trip, 
and fall hazard to yourself or someone else. 

 

 


