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1. Purpo s e 
This procedure describes environmental and occupational safety (EOS) training 
requirements, documentation of training, and training program accountability at Kennesaw 
State University (KSU). 

2. Sco pe 
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C. Ac a d emic  a nd  Ad mi nis tra ti ve Dep a rtm e nts  

Academic and administrative department responsibilities include: 

• Ensuring that faculty, students, administrators, and staff take the required EOS 
training. 

• Providing department-level EOS training for faculty, staff, administrators, and 
students in the department. 

• Maintaining records of training conducted by the department and providing 
copies of records to EHS for the central repository. 

D. Env ir o nm enta l Hea l th a nd  Sa fe ty  D ep a rt men t  

The EHS Department’s roles and responsibilities are as follows: 

• Identifying general and specialized training needs for various classifications of 
employees and others at the University, based on job tasks and hazards. 

• Developing, implementing, and monitoring the overall University EOS training 
program, including reviewing this procedure annually and making revisions as 
needed. 

• Developing training plans, and coordinating and delivering the EOS training. 

• Arranging and providing safety orientation for new employees. 

• Providing specialized training for faculty, staff, and KSU managed contract 
employees. 

• Maintaining a central repository containing records of EOS training conducted 
throughout the University. 

E. Hu ma n Res o u r c es  D ep a rtm en t  

Human Resources (HR) is responsible for referring new employees to the EHS 
Department to ensure they receive appropriate safety 
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Unit managers and supervisors must complete the EHS form titled Environmental and 
Occupational Safety Training Needs Assessment Questionnaire found on the EHS website, 
when   required. 

EHS training needs must be reassessed whenever a person’s job activities or work 
environment changes in a manner that may lead to exposure to new hazards. 

Managers, supervisors, and PIs must ensure and document that all individuals under their 
supervision complete the EOS training identified in their individual training needs 
assessment. 

B. Ne w Emp lo ye e Sa fe t y Or ie nta tio n  

New hires must receive general safety orientation as part of the KSU’s New Employee 
Orientation. All new employees are assigned a New Employee Safety Orientation 
video/courses to be completed within their first 3
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The EHS Department maintains a matrix outlining general, specialized, and compliance 
training requirements by job categories depending on employee roles, responsibilities, 
and associated EOS hazards. 

F . Re fr es h er Tra ini ng  

Refresher training would be required when: 

• EOS-related laws, regulations, policies, or best practices change. 

• A KSU employee, student, or contractor is involved in an EOS-related incident. 

• KSU leadership determines a need for refresher training. 

• A KSU employee returns from extended period of absence. 

Supervisor should determine refresher training needs for job-specific training. 
Departments or units are responsible for ensuring employees receive refresher training 
as required. 

5. T ra in in g Admin i stra t ion 

A. Tra ining De liv ery  

Training may be delivered through various methods, i




