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Preventing Workplace Violence 

Objective:  To help employees understand how to prevent workplace violence, this education and 
training program is designed to present basic safety information in this area. Upon completion of the 
program, employees should be able to: 

• Understand the nature of workplace violence. 
• Spot the early warning signs and indication of potential violence. 
• Apply proven techniques to handle verbal abuse, insults, intimidation and “escalation”.  
• Understand that sexual harassment is a form of violence and know what is included in this type 

of behavior. 
• Recognize the variations of “assault”, including threats to do bodily harm. 
• Know what to do, and what not to do, when confronted with an armed assailant. 

 
Workplace Stress 

Objective:  To help employees deal with stressful situations and the feelings that result, this education 
and training program is designed to present important information about workplace stress. Upon 
completion of the program, employees should: 

• Recognize situations that can cause stress. 
• Recognize symptoms of stress in themselves and fellow employees. 
• Be able to differentiate between positive and negative stress. 
• Know how their mind and body may react as a result of stress. 
• Know how to eliminate many of the “stress factors” they encounter. 
• Be able to use simple exercises to relieve stress. 

 

Winter Safety 

Objective:  To help employees recognize hazards they may encounter during the winter and around 
the holidays, as well as to handle these hazards, this education and training program is designed to 
present basic information in these areas. Upon completion of the program, employees should be able 
to: 

• Dress appropriately for the cold weather. 
• Recognize situations that could lead to overexertion and pace themselves accordingly. 
• Remind themselves and others about how to “play” safely in the snow. 
• Prepare their vehicles for cold weather operation and drive safely in ice and snow. 
• Guard against fires in their homes by selecting and caring for holiday trees appropriately. 
• Use fireplaces, space heaters and candles safely. 
• Use alcohol intelligently and safely, and help those around them to do the same.  

 



Heat Stress 

Objective:  To help show employees that heat-related illnesses can occur in many environments, as 
well as what can be done to address these situations, this education and training program is designed 
to present fundamental information on heat stress and similar illnesses. Upon completion of the 
program employees should: 

• Be able to recognize situations that can lead to heat stress and other heat-related illnesses. 
• Understand the differences between heat stress, heat exhaustion and heat stroke. 
• Know how the body reacts to heat. 
• Be able to recognize symptoms of heat stress, heat exhaustion and heat stroke. 
• Know what steps can be taken to prevent heat stress as well as other heat-related illnesses. 
• Understand what types of basic first aid can be helpful when dealing with fellow employees who 

experience heat-related illnesses. 
 

Wellness and Fitness 

Objective:  To help address these situations, this education and training program is designed to 
present the fundamentals of good wellness and fitness practices. Upon completion of the program, 
employees should: 

• Understand the common health risks associated with smoking, stress, alcohol, drug use. 
• Recognize what effects their own lifestyle and personal habits will have on their fitness and 

wellness. 
• Understand the importance of nutrition and weight control to their own well-being. 
• Be able to set up a personal fitness and wellness improvement program. 
• Know where to go for assistance in changing lifestyle habits, if they need it.  

 

First Aid 

Objective:  This education and training program reminds employees that they can make a difference! 
It shows them how to recognize the types of injuries that occur most frequently in workplace 
situations…as well as the basic first aid techniques that can be useful in these situations. Upon 
completion of the program, employees should: 

• Recognize basic types of injuries that are experienced in the workplace. 
• Know how to treat cuts, scrapes and blisters. 
• Know how to deal with muscle pulls, strains and sprains. 
• Understand why they should take precautions when dealing with injuries involving bleeding. 
• Know how to handle victims with broken bones and fractures. 
• Be able to perform the Heimlich Maneuver. 
• Know when rescue breathing (artificial respiration) and CPR should be used.  
• Understand how to use an automatic external defibrillator (AED). 

 



Emergency Planning 

Objective:  To help facilities with their emergency planning efforts, and provide the first level of 
training needed by employees about how the emergency planning process works, as well as their 
responsibilities in an emergency situation, this program is designed to present fundamental 
information in the following areas: 

• What can cause an emergency. 
• How an emergency plan is created. 
• Activities that take place when combating emergency situations. 
• Employees’ responsibilities during an emergency. 

 

Upon completion of the program, employees should: 

• Know how their facility’s emergency plan works. 
• Know what they can expect to see going on around them during an emergency situation. 
• Understand the importance of practices and drills. 
• Know what their responsibilities are during an emergency (including equipment shut-down and 

evacuation). 
 

Dealing with Drug and Alcohol Abuse…For Managers and Supervisors 

Objective:  This education and training program reminds managers and supervisors that they can 
make a difference! It discusses the effects that employees who are “under the influence” can have on 
their own safety and the safety of their coworkers, and reviews what managers and supervisors can 
and should do to deal with substance abuse in the workplace. Upon completion of the program, 
managers and supervisors should: 

• Understand how employees’ substance abuse can affect a workplace. 
• Be familiar with the laws and regulations related to substance abuse. 
• Know how to help create an alcohol and drug-free workplace. 
• Be able to recognize instances of on-the-job substance abuse. 
• Know how to handle substance abuse situations. 
• Understand the role of workplace education and testing in preventing substance abuse. 
• Know how they can help employees overcome substance abuse.  

 

Dealing with Drug and Alcohol Abuse…For Employees 

Objective:  This education and training program reminds employees that they can make a difference! 
It discusses the major effects that drugs and alcohol can have on someone, both at home and at work. 
It also reviews what employees can do to help combat substance abuse in their workplaces. Upon 
completion of the program, employees should: 

• Understand what substances are commonly abused. 



• Recognize the effects and dangers of various types of substances. 
• Know how people can get “hooked” on drugs or alcohol.  
• Understand the two major types of substance dependency.  
• Know the major components of a company’s drug and alcohol policy, and what they are meant 

to accomplish. 
• Know how their company can help employees overcome substance abuse.  

 

Computer Workstation Safety 

Objective:  This education and training program reminds employees that if they know the types of 
problems that their computers can cause, they can prevent them from occurring. Upon completion of 
the program, employees should be able to: 

• Recognize potential problems that can occur when working with computer workstations. 
• Determine the causes of these problems.  
• Make adjustments to their work areas, using commonly available materials. 
• Use ergonomically correct postures and body positions. 
• Set up their own “break” and exercise program to relieve visual, physical and mental fatigue. 


