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Record Keeping Template
Instructions
The Occupational Health and Safety Awareness and Training Regulation (O. Reg. 297/13) requires the employer to maintain a record of the basic occupational health and safety awareness training for workers and supervisors who work for that employer. The employer must also keep a record of workers and supervisors exempt from the training.
This guidance tool is one way that an employer can record the basic occupational health and safety awareness training for their workers and supervisors. This guidance tool is a sample template and is not required to be used under the Occupational Health and Safety Awareness and Training Regulation (O. Reg. 297/13).
Step 1: Enter the last name
Step 2: Enter the first name
Step 3: Enter the Name of the Training Provider
Step 4: Enter the Name of the Training Program
Step 5: Select the Mode of Delivery (e.g., In-Class, Online, Blended)
Step 6: Select the Type of Training (e.g., Supervisor, Worker)
Step 7: Select the Date of when training was completed
Step 8: If an exemption applies, select ‘Yes’. If an exemption does not apply, select ‘No’
An employer need not fill in all the information in the table.
Note: This guidance tool is neither mandatory nor enforceable. Ministry of Labour Inspectors do not enforce the use of this guidance tool. This document does not constitute legal advice. To determine your rights and obligations under the Occupational Health and Safety Act and its regulations, please contact your legal counsel or refer to the legislation at:
Last Name
First Name
Job Title
Name of Training Provider
Name of Training Program
Mode of Delivery
Type of Training
Date Training Completed 
(if known)
Exempted
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Occupational Health and Safety Awareness Training Record Keeping Tool. Last Name. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. First Name. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Job Title. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Name of Training Provider. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Name of Tranining Program. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Mode of Delivery. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Type of Training. Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Date Training Completed (if known). Item 1.
Occupational Health and Safety Awareness Training Record Keeping Tool. Exempted. Item 1.
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