Process for On-the-Job Training

Following is a process anyone can use when providing on-the-job training.

1. Start with the big picture.  Explain why the job or process is important.  Explain why it is important to do the job or process in a safe manner.
2. Explain the job or process step by step.  For each step you discuss, emphasize the important safety requirements.
3. Demonstrate the job or process step by step.

4. Encourage questions and comments from the trainee.

5. Have trainee perform the job or process step by step while you watch.
6. Observe and offer feedback.  Emphasize the safety requirements by acknowledging and praising those that were followed and by correcting those that were not.
7. When you are comfortable with the trainee’s proficiency level, allow him/her to work alone.  Make yourself easy to find in case the employee has questions or problems.
8. Give trainee a set of written procedures to follow once s/he is on his/her own.
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