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Tuyén bd mién trir trach nhiém
Disclaimer
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k§ thuat khac duoc thu thap tir cac ngudn ma AIGA tin 13 dang tin cay va/hoac dwa trén thong tin k¥ thuat va kinh nghiém hién co tir
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AIGA or its members make no guarantee of the results and assume no liability or responsibility in connection with the referen ce to or use of information or
suggestions contained in AIGA’s publications.

AIGA khong c¢6 bt ky quyén kiém soat nao déi véi viéc thwe hién hodc khong thwe hién, viéc hiéu sai, st dung ding hodc khong dung
bét ky thong tin hodc dé xuat nao co trong cac 4n phdm cuia AIGA béi bat ky ca nhan hodc td chirc nao (bao gébm cac thanh vién AIGA)
va AIGA tlr chéi rd rang moi trach nhiém phap ly lién quan dén diéu d6.

AIGA has no control whatsoever as regards, performance or non performance, misinterpretation, proper or improper use of any information or suggestions
contained in AIGA’s publications by any person or entity (including AIGA members) and AIGA expressly disclaims any liability in connection thereto.

Céac 4n pham cda AIGA dwgc xem xét dinh ky va ngudi diung dwoc khuyén céo nén lay phién ban mai nhat.
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1.

Danh muc kiém tra dao tao an toan / Safety training checklist

Danh muc kiém tra dao tao an toan la mét tai liéu dwoc thiét ké dé nguoi quan ly trec tiép cla
nhan vién s dung lam ké& hoach dao tao, hd so va tai liéu phan hdi. Khi cé thé, quan ly c&p cao va
¢ van an toan nén tham gia vao viéc phé duyét chwong trinh dao tao va giam sat tién do. Phu luc
A trinh bay mot m&u ctia mé hinh.

The safety training checklist is a document designed to be used by the employee’s immediate manager to
serve as training plan, record and feed-back document. When possible, the senior manager and the safety
adviser should be involved in approving the training programme and in monitoring progress. Appendix A
presents a model template.

Danh muc kiém tra khéong phai la sé tay dao tao va cac phan yéu ciu dao tao cu thé chi nén dwoc
hoan thanh khi qua trinh dao tao lién quan da dwoc thwc hién.

The checklist is not a training manual and sections which request specific training should only be completed
when the relevant training has been delivered.

Danh muc kiém tra dwoc hién thi trong tai liéu nay chi 1d mot md hinh co ban khoéng day dd va cé
thé thay déi theo nhu cau clia cac co' s& va nhan vién.

The checklist shown in this document is only a basic model which is not exhaustive and may be varied
according to the needs of installations and employees.

Nguwdi quan ly chiu trach nhiém vé chwong trinh dao tao téng thé phai hoan thanh coét dau tién &
phia bén phai ctia danh muc kiém tra badng cach chén vao trng muc tén cta ngudi chiu trach
nhiém thuwc hién muc dao tao dé hodc, néu khéng ap dung, danh du N/A. Cac muc cé thé dwoc
thém vao theo quyét dinh ctia ngwdi quan ly va cho phu hop véi cac nhu cau cu thé.

The manager responsible for the overall training programme must complete the first column on the right-hand
side of the check list by inserting against each item the name of the person responsible for carrying out that
item of training or, if not applicable, mark N/A. Iltems can be added at the manager’s discretion and to suit
specific needs.

Viéc hoan thanh danh muc kiém tra dao tao an toan va cung cép “Chtng chi Trinh d6 An toan”
(xem 2.2) khéng thay thé cho viéc dao tao cong viéc, ciing nhw khéng céu thanh hd so rdng mot
nhan vién da dwoc dao tao dé thwe hién (cac) céng viéc ma ho da duoc tuyén dung. Do dé, hé so
dao tao riéng biét vé tat ca cac khia canh céng viéc cla nhan vién phai dwoc lwu giltr trong hd so
dao tao cla ho ngoai hé so dao tao an toan.

Completion of the safety training checklist and delivery of the “Safety Qualification Certificate” (see 2.2) is not
a substitute for job training, nor does it constitute a record that an employee has been trained to perform the
job(s) for which they have been recruited. Therefore, separate records of training in all aspects of an
employee’s job must be kept in their training file in addition to the safety training records.

Danh muc kiém tra dao tao an toan da dwoc chia thanh 7 phan nhwng ca cac phan nay va thi tw
cla cac muc trong mot phan déu khong ciu thanh danh sach wu tién.

The safety training checklist has been divided into 7 sections but neither these sections nor the order of the
items in a section constitute a priority list.

Khi mét nhan vién thay déi cong viéc, ho sé can duwoc dao tao twong ng va cac phan thich ho’p
cta danh muc kiém tra nén dwoc sir dung. Budi dao tao “méi” nay can dwoc ghi lai nhw yéu cau &
trén.

When an employee changes job, they will need to be trained accordingly and the appropriate sections of the
checklist should be used. This “new’ training session needs to be documented as requested above.

Danh muc kiém tra dao tao an toan khéng dé cap dén viéc kiém tra kién thirc va ky nang cla nhan
vién. Diédu nay la cb y, vi cac thuc hanh khac nhau dang ké gitra cac cong ty va qudc gia. Viéc
kiém tra theo quy dinh phap luat — vi dy nhw déi voi thg han — van phai dwoc thwc hién va cé ghi
chép riéng biét.

The safety training checklist does not make any reference to the testing of employees’ knowledge and skills.
This is deliberate, as practices vary widely between companies and countries. Statutory testing — as for
welders for example — has still to be carried out and recorded separately.

Chirng chi / Certificates

Hai chirng chi la mdt phan cha quy trinh dao tao. Cac biéu mau ctia mé hinh dwoc bao gdm trong
Phu luc B.
Two certificates are part of the training process. Model templates are included in Appendix B.

2.1. Chirng chi Dao tao Ban dau / Induction Training Certificate

- Chirng chi Dao tao Ban dau chirng minh rdng nhan vién méi da dwoc cung cap théng tin co
ban va Trang bi Bao hé Ca nhan trwdc khi dwgc phép thwe hién cac nhiém vu tai noi lam viéc.
This Induction Training Certificate documents that the new employee has been provided with basic
information and Personal Protective Equipment before being allowed to perform tasks at their workplace.

1



AIGA AIGA 009.01/25
2.2. Chirng chi Trinh dd An toan / Safety Qualification Certificate

- Chirng chi Trinh d6 An toan, khi dwgc hoan thanh va ky tén theo yéu cu, chirng minh réng

nhan vién da dwoc dao tao cu thé vé tat ca cac van dé lién quan dén an toan, cling nhu théng
tin an toan lién quan dén cong viéc cGa ho va céc tai liéu ma ho sé thao tac. Nguwdi quan ly
trwc tiép cla nhan vién co trach nhiém dadm bao rang bidu mau dwoc hoan thanh chi tiét va
dwoc lwu gitr dung cach.
The Safety Qualification Certificate, when completed and signed as requested, documents that the
employee has received specific training in all matters relating to safety, as well as safety information
relating to their job and the materials which they will be handling. It is the responsibility of the employee’s
immediate manager to see that the form is completed in every detail and filed in the appropriate manner.
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Phu Tuc A - Danh sach kiém tra dao tao an toan
Appendix A: Safety Training Checklist

Da hoan thanh dao tao
Training Completed
Nguwoi dao tao Chlga!(g/g%wo’l Ngay
h_o Hle L] Signattfre of Date
Trainer or N/A .
trainer
’ THIET Bl AN TOAN
' SAFETY EQUIPMENT
11 Nhan vién da dwoc cap Thiét bi Bao hd Ca nhan phu
’ hop chuwa?
Has the appropriate Personal Protective Equipment been
given to the employee?
e quan 4o bao hd
overalls
e (ng/giay bao h6
safety boots/shoes
e gang tay
gloves
e thiét bj bdo vé mat
eye protection
e thiét bj bdo vé tai
ear protection
e mii bdo hd/mii chéng va dap
hard hat/bump cap
12 | Cécauy téc vé viéc deo trang bi bao ho ca nhan da
' dworc giai thich chwa?
Have the rules regarding wearing of personal protective
equipment been explained?
13 | Nhanviéncé biét rang phai mac quan 4o bao ho dac
' biét (gang tay chong tham, tap dé hoac bd d6 bao
hd, ang, kinh bdo hd, tdm che mat) khi lam viéc tai
cac khu vwc c6 hé thdng hoéa chat &n da/axit hoac
v&i dung méi va biét noi c6 thé l1ay chung khéng?
Does employee know that special protective clothing
(impermeable gloves, apron or suit, boots, goggles, face
shield) must be worn when work is being done on
caustic/acid installations or with solvents and where it can
be obtained?
14 | Nhanvién cé biét rang quan &o bi nhiém héa chét an
’ da hoac axit phai dwoc c@i bé can than khong?
Does employee know that clothing contaminated with
caustic or acid has to be removed carefully?
15 Nhan vién da dwoc thong bao rang trang bi bao hod
' ca nhan bi hdng hoac khong st dung dwogc phai
dwoc thay thé va bat ky hw héng nao dbi véi thiét bi
an toan phai dwgc bao cao cho ngwdi giam sat cla
minh chwa?
Has employee been told that damaged or unserviceable
personal protective equipment must be replaced and that
any damage to safety equipment must be reported to his
supervisor?
16 | Nhan vién da duoc thong bao rang thiét bi khan cap
' khong dwoc st dung cho cac cong viéc thuwong
ngay chwa?
Has employee been told that emergency equipment must
not be used for routine jobs?
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Da hoan thanh dao tao
Training Completed

g Chir ky ngwoi
Ng ot ED dao tao Ngay
(e e (L Signature of Date
Trainer or N/A gnat
trainer

Nhan vién da dwoc cho biét vi tri cla voi sen khan
cap va thiét bi rra méat, cling nhw cach s dung
chung chuwa?

Has employee been shown where emergency showers
and eyewash devices are located and how to use them?

1.7

18 Nhén vién coé bié’t' ly do tai sao vOi sen va chai rira
' mat dwgc cung cap & mot so6 khu viee nha may va
tAdm quan trong cua viéc ngan chan viéc sr dung sai
muc dich khéng?

Does employee know why showers and eyewash bottles
are provided in some plant areas and the importance of
preventing their misuse?

19 | Nhén vién da dwoc thong bao rang viéc lau mat
' hoac mat bang tay cé thé da tiép xuc véi hoa chat
hodc dung méi la nguy hiém chwa?

Has employee been told that it is dangerous to wipe his
eyes or face with hands which may have come into
contact with chemicals or solvents?

Nhan vién c6 biét noi cét gilr thiét bj thé ddc 1ap, bd
loc va day an toan, va chung chi dwoc st dung béi
nhan vién da qua dao tao khong?

Does employee know where self-contained breathing
apparatus, canisters and safety harness are kept and that
they can only be used by trained personnel?

141 | Nhan vién da duoc huéng dan rang cac thiét bi an
toan khoéng bao gi& dwgc nglrng hoat déng hoac bé
qua (bypass) chwa?

Has the employee been instructed that safety-installations
must never be taken out of operation or by-passed?

MOI NGUY
HAZARDS

21 T4t ca céac tai liéu cu thé lién quan dén coéng viéc da
’ dwoc cung cap cho nhan vién chwa? Vi dy: Danh
gia rdi ro, Hwéng dan khan cap?

Have all specific documents relevant to the job been given
to employee. ie Risk evaluations, @ Emergency
instructions?

Cac Hwéng dan Coéng viéc lién quan dén cong viéc
2.2 : A a4 2 =
cu thé cda nhén vién va cac van dé chung da duwoc
chi ra cho ho chwa? Nhan vién da doc va hiéu
chwa?
Have the Work Instructions which concern employee’s
particular work and general matters been pointed out to
him? Has employee read and understood them?

Y nghia cla t4t ca cac bién bao an toan lién quan da
2.3 e
dugc giai thich chwa?
Has the meaning of all relevant safety signs been
explained?

Cac t& roi ap dung da dugc nhan xét chwa? Bai
kiém tra twong (*ng da dwoc dién chwa? Ty |& phan
trdam cau tra Ioi dung téi thiéu da dat dwoc chwa?
Cac cau hai bj sai da dwoc nhan xét chwa?

Have the applicable leaflets been commented? Has

respective test been already filled? The minimum
percentage of right answers has been reached? Failed

24

7
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Da hoan thanh dao tao
Training Completed

Nguwoi dao tao Choilvaay]

< dao tao Ngay
hoac N/A . i
Trainer or N/A Sig na?ure & ST
trainer

questions have been commented?

B4t ky huéng dan an toan, video, v.v. c6 lién quan
nao cling nén dwgc st dung & giai doan nay.

Any relevant safety booklets, videos, etc. should be used
at this stage.

Nhan vién c6 biét cac méi nguy lién quan dén:

25 Does employee know the hazards associated with:

e Oxy két hop voi dau, m& hodc cac chat dé chay
ho&c chét hiru co khac?

Oxygen plus oil, grease or other flammable or organic
substances?

Axetylen hodc hydrocarbon trong oxy Idng (chi
ap dung cho nha may tach khi)?

Acetylene or hydrocarbons in liquid oxygen (air
separation plants only)?

e Sy tran db oxy Iéng trén bé mat nhya dwong
hoac hac in?

Liquid oxygen spillages on asphalt or tar surface?

e Sy thiéu oxy cé thé xay ra do tran d6 hoac xa
khi nito hoac argon, hoac trong khéng gian han
ché?

Oxygen deficiency which can be created by spillage or
venting of nitrogen or argon or confined spaces?

e Mbi trworng giau oxy do tran d4 hoac xa khi?
Oxygen enrichment due to spillage or venting?

e S dung khong dung cach céac tién ich clda nha
may, chang han nhw hoi nwéc va khi nén?
Improper use of plant utilities, such as steam and
compressed air?

26 | Anh 4y co biét rang cong viéc néng, bao gébm viéc

s dung ngon Ira tran, chi c6 thé dwoc thuc hién &
nhi*rng khu vic cu th& da dwoc chi dinh, hodc sau
khi cAp Gidy phép lam viéc thich hop khéng?.

Does he know that hot work, including the use of naked
flames may only be carried out in certain specified areas
which have been pointed out to him, or after the issue of
the appropriate Work Permit ?.

57 | Nhan vién cé hiéu day di cac méi nguy lién quan
’ dén ngon Ilra/tia Ita... va viéc hut thudc chi dwoc
phép & nhirng khu vwc nhat dinh da dwoc chi dinh
khéng?

Does employee fully understand hazards associated with
flames / sparks...and that smoking is only allowed in
certain areas which have been pointed out to him?

Nhan vién cé biét rdng anh 4y khéong dwoc mang
diém, béng ban dan, radio hoac cac thiét bj dién
khong dwoc phép khac, bat I(ra hoac vat liéu hat
thubéc vao trong ranh gi¢i ctia khu vuc tdn chira va
san xuét axetylen hoa tan (DA) va hydro véi cac khu
vic ATEX da dwec xac dinh khong? (DA = Axetylen
hoa tan).

Does employee know that he must not bring matches,
transistor, radios or other unapproved electrical devices,
lighters or smoking materials within the boundary of DA
and hydrogen storage and production areas with defined

2.8

8
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Da hoan thanh dao tao
Training Completed
Nguwoi dao tao Chl;:oy ;; %LPO’I Ngay
h_o SBLL Signatu.re of Date
Trainer or N/A .
trainer
ATEX zones? (DA = Dissolved Acetylene).
29 | Nhan vién c6 ndm rd cac hwéng dan hanh dong
' trong trwong hop hda hoan khong...?
Is employee aware of the instructions for action in case of
fire...?
e Nhan vién c6 biét v tri ciiabinh chira chay, tru
nwéc va voi chira chay khéng?
Does employee know the location of fire
extinguishers, hydrants and hoses?
¢ Nhan vién da dwoc hwdng dan thwe hanh cach
str dung binh chira chay va voi chira chay thich
hop chuwa?
Has employee been given a demonstration of the use
of appropriate fire extinguishers and hoses?
e Nhan vién co6 biét vi tri va am thanh cla chuéng
bao chay va so tan khong?
Does the employee know the location and sound of
the fire and evacuation alarms?
210 Nh?n vien da duoc huwdng dan vé cac quy trinh
' khan cap lién quan dén cong viéc ciia minh chwa va
nhan vién cé biét vi tri cla cac nut dirng khan cép va
van ngét khan cap khong?
Have instructions been given in emergency procedures
relevant to employee’s job and does employee know the
position of emergency stop buttons and emergency shut-
off valves?
211 Ké hoach khan cép tai co s& da duoc giai thich, bao
) gOm ca vai tro cu thé cta nhan vién chwa?
Has the site emergency plan been explained including
employee’s particular role?
512 | Nhan vién co biét diém tap két cGa minh trong
' truéng hop khan cap khong?
Does employee know his meeting point in case of
emergency?
213 Nhan vién cé duwoc hwdng dan khéng s dung thang
' may trong trwdng hop cé bao déng khéng?
Was the employee instructed to not use elevators in case
of alarms?
514 | Nhan vién cé duoc hwéng dan vé cac 16i thoat hiém
' phu khong?
Was the employee instructed on secondary escape
routes?
545 | Ghi lai tai day khi tham gia dién tap khan cép tai
' cong trworng hodc budi dao tao.
Record here when present at a site emergency drill or
training session.
216 Nhan yién co biét cach nhan dang loai khi bén trong
' chai bang:
Does employee know how to identify the contents of
cylinders by:
e Chi¥ viét (nhan)?
The written word (label)?
e Ma mau?
Colour code?
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Da hoan thanh dao tao
Training Completed

Nguwoi dao tao Choilvaay]

< dao tao Ngay
hoac N/A . i
Trainer or N/A Sig na?ure & ST
trainer

e Loaivan?
Valve type?

e Ngay the ap?
Pressure test dates?

e Ap suétlam viéc téi da cho phép?
Max. allowed working pressure?

217 Cac mbi nguy khi nap chai bj hw hdng da dwoc giai
' thich cho anh ay chwa?

Have the dangers of filling damaged cylinders been
explained to him?

218 Cac mébi nguy khi chai bi qua ap da dwoc giéi thich
' chua?

Have the dangers of over pressurizing cylinders been
explained?

Cac mbi nguy khi cho phép van chuyén hodc gli di
mot chai khong dat tiéu chuan da duwoc gidi thich
chua (vi du: chai réng, khéng cé nap, nhan khéng
chinh xac, v.v.)?

Have the dangers of allowing an out of standard cylinder to
be despatched or shipped been explained (i.e. empty,
uncapped, incorrect labels, etc.)?

219

Quy trinh bao céo cac mbi nguy vé an toan da duoc
2.20 S A A
giai thich cho nhan vién chwa?
Has the procedure for reporting safety hazards been
explained to employee?

Nhan vién da dwoc hudng dan bao céo ro ri khi trén
thiét bi va cac két néi bj 16i chua?

Has employee been instructed to report gas leaks on
equipment and faulty connections?

2.21

Nhan vién cé biét phai lam gi khi 6ng mém siéu lanh
2.22 o % . C T
va/hodc Ong nap ap cao bi nd khéng?
Does employee know what to do when cryogenic transfer
hoses and/or high-pressure filling hoses rupture?

Nhan vién co biét cac mdi nguy khi tiép xuc lién tuc
2.23 . N R . 5 N N
tay va cac bd phan khac cua co thé véi dung moi
hoac ldng lanh khong?
Does employee know the dangers of continued exposure
of hands and other parts of the body to solvents or cold
liquids?

Cac mbi nguy tiém an khac vé sirc khde da duoc
2.24 . .
giai thich chwa, vi du:
Have other potential health hazards been explained, e.g.
Tiéng 6n, d6 rung, nhiém doc, birc xa do N, ngat,
thiét bi chiu ap va do chai.
Noise, vibration, intoxication, radiation Explosion,
asphyxiation, pressurized equipment, and falling cylinders

Nhan vién cé biét cé cac chat tdy rira cho da da
dwoc phé duyét va noi tim thay ching khong?

Does employee know that there are approved skin
cleansers, and where to find them?

2.25

Nhan vién cé nhan thirc dwoc vai trdo ma anh 4y phai
2.26 o U . A
thwe hién trong viéc gilr gin vé sinh khu vwc hoac bd
phan noi anh 4y lam viéc va tdm quan trong cla viéc
do trong viéc phong ngwa tai nan khéng?

10
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Da hoan thanh dao tao
Training Completed

g Chir ky ngwoi
Ng ot ED dao tao Ngay
(e e (L Signature of Date
Trainer or N/A gnat
trainer

Is employee aware of the role he is expected to play in
housekeeping of the area or section in which he works and
the importance of it in prevention of accidents?

GIAY PHEP LAM VIEC
WORK PERMIT

31 Nhan vién co biét hé théng Gidy phép lam viéc hoat
’ dong nhu thé nao khong?

Does employee know how the Work Permit system
operates?

3o | Nhan vién c6 biét khi nao phai s&* dung Gidy phép
' lam viéc khéng?
Is employee aware of when Work Permits must be used?

Cac quy trinh ky nhan va ky két thac lién quan dén
gidy phép da dwoc giai thich cho nhan vién chua va
anh &y da dwoc hwéng dan phai lam gi néu cong
viéc bi gian doan hoac dwoc ban giao cho ngu&i
khac chuwa?

Have the signing on and signing off procedures concerning
permits been explained to employee and has he been
instructed on what to do if the job is interrupted, or handed
over to someone else?

3.3

Nhan vién da duoc huwéng dan tuan thu cac yéu cau
3.4 "
vé “bién phap phong ngtra dac biét” va quan ao bao
hd” cla gidy phép, trong subt thoi gian gidy phép
con hiéu lwc chwa?
Has employee been instructed to observe permit “special
precautions” and “protective clothing” requirements, during
the validity period of the permit?

35 | Nhan vién c6 nhan thire duoc rang trong mot 5’6
' trwdng hop nhat dinh, giay phép co thé can thiét
trong xwdng khong?

Is employee aware that under certain circumstances a
permit could be necessary in a workshop?

Nhan vién da dwoc hudng dan vé cac ky thuat khoa
3.6 L g 2 i N . ) A
va gan thé (dién, co khi va dwdng 6ng) va tam quan
trong clia chidng chwa?
Has employee been instructed in lock out and tag out
techniques (electrical, mechanical and pipework) and their
importance?

37 Nhan vién cé hiéu rang kh| cac bién phap phong
' ngtra dac biét duoc yéu cau, nguwdi tiép quan chi
duoc phép thyc hién DUNG cbng viéc dwoc mo ta
trie khi c6 duwoc sw chép thuan thém t co quan coé
thAm quyén khong?

Does employee appreciate that when special precautions
are called for, the person who has taken over is authorized
to carry out ONLY the job described unless further
authority approval has been obtained?

38 Nhan vién c6 nhan thirc dwec cac bién phép‘phc‘)ng
’ nglra dac biét phai dwoc thwc hién khi can vao
khéng gian han ché khoéng? Va lam thé nao dé nhan
biét mot khong gian han ché?

Is employee aware of the special precautions which must

11
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Da hoan thanh dao tao
Training Completed

Chir ky ngwoi
dao tao Ngay
Signature of Date
trainer

Ngwoi dao tao
hoac N/A
Trainer or N/A

be taken when it is necessary to enter a confined space?
And how to recognize a confined space?

Nhan vién c6 nhan thirc dwoc bat ky sap xép dac
biét nao dé co lap hé théng dién khong?

Is employee aware of any special arrangements which
exist for isolating electrical systems?

3.9

CAC MOI NGUY VE CO KHi & BDIEN
MECHANICAL & ELECTRICAL HAZARDS

Nhan vién da dwoc hwéng dan vé cac phwong phap
thich hop dé mé dwong éng chua?

Has employee been instructed in the proper methods of
breaking into lines?

4.1

Nhan vién cé biét nén st dung dung cu cam tay dién
ap thap & dau khong?

Does employee know where low voltage hand tools should
be used?

4.2

Nhan vién c6 biét cac quy tdc diéu chinh viéc sl
dung dung cu cam tay dién &ap tiéu chuan khong?
Does employee know the rules governing the use of
standard voltage hand tools?

4.3

Nhan vién cé quen thudc véi cac méi nguy hiém lién
quan dén han va cét bang ngon Ira va cac bién
phap phong ngtra chinh xac khéng?

Is employee familiar with the hazards associated with
soldering, welding and flame-cutting and the correct
precautionary measures?

4.4

Nhan vién cé biét rdng anh 4y dwoc yéu cau deo
thém thiét bi bdo vé méat cho moét sé cong viéc
va/hodc & mot sb dia diém nhét dinh khéng va
nhirng cong viéc va dia diém nay da dwoc gidi thich
cho anh 4y chua?

Does employee know that he is required to wear additional
eye protection for certain tasks and/or in certain locations
and have these tasks and locations been explained to
him?

4.5

Nhan vién cé biét rang can cé cac bién phap phong
nglra dac biét khi lam viéc trén mai nha hoac trong
hdé khéng?

Does employee know that special precautions are required
for working on roofs or in excavations?

4.6

Cac quy téc lién quan dén viéc st dung, bdo quan
va tra lai thang va thiét bi nang da dwoc giai thich
chwa?

Have rules relating to the use, care and return of ladders
and lifting equipment been explained?

4.7

Nhan vién da dwoc thong bao rang 16i di dén thiét bi
chira chay, 16i thoat hiém khan cédp va bang dién
phai ludn dwoc gilr théng thoang chwa?

Has employee been told that access to fire equipment,
emergency exits, and electrical switchboards must be kept
clear at all times?

4.8

12
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Da hoan thanh dao tao
Training Completed

L hir ky i
Ngwoi dao tao & l;é g’ ;; %LPO’I Ngay
hogc N/A o o7 %7 ¢ p
Trainer or N/A ©'9nature o ate
trainer
Nhan vién da dwoc hwéng dan cach thao tac voi
4.9 s JORRA f . . . .
chai va cac vat nang khac mot cach chinh xac
chuwa?
Has employee been instructed how to handle cylinders
and other heavy objects correctly?
Nhan vién c6 hiéu réng chi nhitng nhan sy duoc
4.10 . . R 20 iRl A
dao tao méi dwoc phép st dung cau va thiét bi nang
ha khéng?
Does employee understand that only trained personnel
can use cranes and lifting equipment?
Nhan vién c6 biét rang chi tho dién c6 trinh dd
4.11 « . .. a N ~ A
chuyén mén méi dwoc thwe hién sra chira dién,
ngay ca v&i nhivng 16i nhé khéng?
Is employee aware that only qualified electricians ca n
carry out electrical repairs, even though apparently trivial?
- MOI NGUY GIAO THONG
’ TRAFFIC HAZARDS
5 1 Nhan vién da duoc théng bao vé gi¢i han tbéc do dbi

v&i tat ca cac phwong tién trong nha may chua?
Has employee been told that a speed limit exists for all
vehicles in the factory?

Nhan vién da dwoc thong bao réng chi nhan sv
5.2 R - X . e x
duwoc dao tao va uy quyén moi dwge phép lai hoac
van hanh xe nang hang khoéng?
Has employee been told that only trained and authorized
personnel are allowed to drive or operate forklift trucks?

Nhan vién da dwoc théng bao réng viéc di nh& trén
53 . R 2 , NS
xe nang hang hoac phia sau xe tai la bj cam chwa?
Has employee been told that riding as a passenger on a
forklift truck or the back of a lorry is forbidden?

54 Nhan vién da duoc théng bao rang anh ta phai
' khéng dwoc di vao khu vee mdi nguy xung quanh xe
nang hang (FLT) trv khi c6 diu hiéu rd rang tir
nguwi lai xe FLT cho phép nhan vién di qua chuwa?
Has the employee been told that he shall not enter the
hazard-zone around a fork-lift-truck(FLT) unless there was
an unmistakable sign from the FLT-driver that the
employee is allowed to pass?

55 Nhan vién da du’o’g khuyén céo tranh xa céac
' phwong tién di chuyén ma khong cé canh bao tw
bén bai, v.v. chwa?

Has employee been advised to keep clear of vehicles
moving without warning from docks, etc.?

Nhan vién da dwoc huédng dan bao cao tat ca cac

56 diéu kién khong an toan tai co s& clha khach hang
clng nhuw trong nha may chwa?
Has employee been instructed to report all unsafe
conditions at customer’s premises as well as in the
factory?

57 | Nhan vién c6 biét rdng anh ta nén st dung 16i di

danh cho ngu®i di bd khi ching cé sdn/dwoc xac
dinh khéng?
Does employee know that he should use pedestrian

13
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Da hoan thanh dao tao
Training Completed

g Chir ky ngwoi
Ng ot ED dao tao Ngay
(e e (L Signature of Date
Trainer or N/A gnat
trainer

walkways when they are available/identified?

Nhan vién da dwoc thong bao rang viéc that day an

58 toan la bat budc khi lai bat ky phwong tién nao hoac
ngdi trong phwong tién véi tw cach 1a hanh khach
chuwa?

Has employee been told that the use of seat belts is
mandatory while driving any vehicle or sitting in the vehicle
as a passenger?

6 SO clrU VA CHAN THUONG

FIRST AID AND INJURIES

6.1 Nhan vién cé biét ’ai la ngwoi so clru cha bd phan,
' hoac nhan vién y té dwgc dao tao (vi du: bac si hoac
y td) va ho & dau khéng?

Does employee know who the department first-aider is, or
trained medical staff e.g. doctor or nurse and where they
are located?

6.2 | Nhan vién co biét rdng tat ca cac chan thwong phai
' dwoc bao cao cho Giam sat cla minh va dwogc ghi
lai trong S6 nhat ky Tai nan cang sém cang tbt
khoéng?

Does employee know that all injuries must be reported to
his Supervisor and a record made in the Accident Logbook
as soon as possible?

63 | Nhan vién co biét r&ng néu xay ra chan thwong
' khién anh ta phai nghi viéc, anh ta phai théng bao
cho Giam sat cla minh cang sém cang tét trwdc
ngay hoac ca lam viéc dau tién nghi khéng?

Does employee know that if an injury occurs which
necessitates his absence from work, he must, as soon as
possible before the first day or shift of absence, inform his
Supervisor?

6.4 | Nhan vién co biét rang, trong thoi gian nghi viéc, anh
' ta cé thé dwoc yéu cau tham gia kham sirc khde bdi
Bac si dwoc chi dinh khéng?

Does employee know that, during absence from work, he
may be requested to attend medical examination by an
appointed Doctor?

6.5 | Nhanviénco biét rang, khi tré lai lam viéc, anh ta cé
thé dwoc yéu cau kham sirc khde bédi Bac si duwoc
chi dinh khéng?

Does employee know that, on return to work, he may be
required to be examined by an appointed Doctor?

7. TO CHUC AN TOAN

SAFETY ORGANISATION
71 Nhan vién da dwoc cung cidp mot ban sao Chinh
' sach An toan Co s& chwa?
Has the employee been given a copy of the Site Safety
Policy?
7o | Céc Quy tdc Clu sinh hodc quy tic twong dwong

clia Cong ty da dwoc gidi thich cho nhan vién chwa?
Have the Life Saving Rules or Company equivalent been
explained to the employee?
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Training Completed

Chir ky ngwoi
dao tao Ngay
Signature of Date
trainer

Nguwoi dao tao
hoac N/A
Trainer or N/A

Chinh sach An toan da dwgc giai thich cho nhan
vién chwa?
Has the Safety Policy been explained to employee?

7.3

Tb chirc An toan (Céng ty va don vi van hanh) da
dwogc gidi thich cho nhan vién chwa?

Has Safety organisation (Company and operating unit)
been explained to employee?

7.4

Nhan vién c6 biét anh ta nén glri cac thac méc vé An
toan dén ai khong?

Does employee know to whom he should address queries
on Safety?

7.5

Nhan vién da dwoc tw van vé chirc néng cta Uy ban
An toan chwa?

Has employee been advised about the function of the
Safety Committee?

7.6

Nhan vién da duoc tw van vé Danh gia va kiém tra
An toan va vai trd ma anh ta cé thé dwoc yéu cau
thwc hién chwa?

Has employee been advised about Safety Audits and
inspections and the role he may be asked to play?

7.7
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AIGA 009.01/25

Phu luc B: Mau Chirng chi — Pao tao Ban dau
Appendix B: Example Certificate — Induction Training

CONG TY / BIA DIEM
COMPANY / SITE

“CHUNG CHi PAO TAO BAN DAU”
“INDUCTION TRAINING CERTIFICATE”

-Pao tao Nhan vién Méi -
- Training of New Employees -

Biéu mau nay phai dwgc hoan thanh trwéc khi nhan vién bét dau 1am viéc:
This form must be completed before the employee starts work:

Tén L et ee ettt eeeeeetteeeeeeeeeeaaeeetaeeeetaeeeetaeeeeaaaeeett e ae et ae e aaeraaaaeaanan
Name

Ma sb e e e e et te et ete et eete et eee et ee et ee e et eetee et eetee et eeteeareeraeeaeeneens
Id. N°

Chtrc danh PSRRI
Job Title

Phong ban PR PPP PP
Department

Nhan vién néu trén da dwoc huong dan vé cac quy tc co ban vé an toan va gi gin vé sinh noi lam
viéc theo To roi Dao tao An toan 02 (Tai liéu AIGA Doc. 009.02 T¢ roi Dao tao An toan 02, Quy tac

Co bén vé An toan va Giir gin Vé sinh Noi lam viéc).

The above employee was instructed about the basic rules of safety and good housekeeping per Safety Training
Leaflet 02 (AIGA Doc. 009.02 Safety Training Leaflet 02, Basic Rules for Safety and Good Housekeeping).

Céac tai liéu sau da duwoc trao:
The following documents were handed over:
- Danh sach Kiém tra Dao tao An toan
Safety Training Check List,
- TO roi
Leaflets
- Khac..
Others..

Nhan vién da dwoc cung cap cac thiét bi bdo hd ca nhan sau:
Employee was provided with following pieces of personal protective equipment:

- Md bdo ho

Hard hat,
- Kinh bao ho
Safety glasses,
- Giay bao ho.
Safety shoes.
- Khac..
Others..
Ngay:
Date:
Tén/Chr ky:
Names/Signatures:
Quan ly Truc tiép ettt e e et ee ettt e e et e e e et eae e
Immediate Manager
Nhéan vién ettt et eeee oo e eeeeeeeeeeeee feeeeeeeeeeeteeeeeeteeeeutanantnnnranan s
Employee
Y kién:
Comments:



AIGA AIGA 009.01/25

Phu luc C: Mau Chirng chi — Chirng nhan An toan
Appendix C: Example Certificate — Safety Qualification

CONG TY / BIA DIEM
COMPANY / SITE

“CHUNG CHi CHUNG NHAN AN TOAN?”
“SAFETY QUALIFICATION CERTIFICATE”

-Pao tao Nhan vién Méi -
- Training of New Employees -

Ch®Ng NNAN FEANG.......coeoiieeeeeeeeceeeeeee e (MB SO)....ooiieeeeeeeee e,
da dwoc cung cap khdéa dao tao An toan nhu chi tiét trong cac muc 1 dén 7 clia danh sach kiém tra
Pao tao An toan dinh kém.

This certifieS that.............c.ccoveveieciiesiieie (10, IN®) e e
was delivered Safety training as detailed in the sections 1 to 7 of attached Safety Training check list.

CONG VIEC / CHUC NANG: ..o Phong ban: ........cccoceeveveiieeen
JOB/ FUNCTION: Department:

Ngay/gir bat GAU CONG VIBC: ......c.oeveeeeeeeeeeeeeeeeeeceee e
Date/time job start:

Tén/Chir ky cua
QUAN 1Y trPC tIEP: e NGAY e

Name/Signature of Date:
immediate Manager:

Tén/Ch{ ky cua

Nhéan vién SR NGAY: oo
Name/Signature of Date:
Employeer:

Y KIEN CUA QUAN LY CAP CAO (néu co):
COMMENTS BY SENIOR MANAGER (when applicable):

Name/Signature: Date

Y KIEN - CAN BO AN TOAN/DAO TAO (néu c) :
COMMENTS - SAFETY/TRAINING OFFICER (when applicable) :

Dat chirng chi nay cung véi danh sach kiém tra dao tao An toan da hoan thanh vao hé so dao tao cla
nhan vién
Place this certificate with completed Safety training checklist in the employee’s training file



