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This Trainer’s Manual is a companion document to help trainers prepare for and lead a productive 

discussion about the case study and associated questions by providing some additional information. 

The document also shares online resources and content to extend group discussions about the case 

study topic. 

 

Prior to conducting the in-class discussions, the trainer should read through both the case study 

document (trainee manual) and the Trainer’s Manual to fully understand the content and prepare for 

the discussion.  

 

The trainees should be given the trainee manual at the start of the training. Divide the trainees into 

small groups of approximately four students per group based on their prior construction experience 

level. For example, ideally, each group will consist of trainees with diverse training experience. 

 

There are four real-world case scenario-based activities in the trainee manual and several discussion 

questions as part of the overview section. These activities and questions will help trainees master 

why and how to conduct new employee orientations (NEOs). 

 

Each case scenario comes with its description, pictures, activity instructions, and supplemental 

materials where appropriate. For each case scenario, initially provide an overview of the topic. Then 

allow students time to review the case information provided and engage in a brief discussion as a 

team to answer the questions and complete the assigned tasks. After the group performs its 

discussions or tasks, the group can share their feedback with the overall group of trainees at large. 

Briefly discuss the case and facilitate an overall group discussion with the help of answers and 

additional information contained in this manual. 

 

The manual also contains some sample discussion questions for each section to engage the trainees 

and trigger participation. Depending on the trainer’s approach, discussion questions will likely take 

from one to three minutes to answer/discuss. Since it is likely the trainees will have prior construction 

experiences, their engagement will result in an excellent learning environment. 

 

The primary learning objective of the case study is to prepare trainees to design and deliver effective 

NEOs. This training intends to guide construction employers (supervisors) to design and conduct 

NEOs on their project sites. The target audience of this training program is construction field 

management (i.e., foremen, general foremen, and superintendents), including safety professionals. 

After the case study training, trainees should be able to: 

 

1. Identify and prioritize fifteen new employee orientation topics and assign how much time 

the trainer should spend on each subject. 

2. Evaluate the characteristics of the new hires given sample knowledge, competencies, and 

experience, and identify any gaps (red flags) and make recommendations. 



’
 

3. Identify strategies to develop and implement a plan for successfully integrating new 

employees on the project site.  

4. Perform a new employee orientation training on a selected topic. 

 

The information in the student manual document is intentionally brief. Most of the details on NEOs 

should come directly from this workshop as the trainer and the trainees discuss issues, answer basic 

questions, and complete group activities. Depending on their construction experience, trainees can 

share their prior knowledge and participate so others may benefit from their valuable input. 

Trainers should begin the technical portion of the training by introducing the concept and purpose 
of NEOs. Trainers should go over the various definitions by asking the group to define the terms. 
The questions and answers below address some of the critical concepts associated with NEOs, and 
are also included to serve as icebreakers for the trainees to review, and discuss with the trainees. 
Trainees may generate additional questions and answers during their team discussions. 
 

 

One of the primary reasons is injury prevention. Research shows that the chance of a worker 
being injured during the first 30 days of employment is higher than later in the worker’s 
employment on a project, making the design and delivery of an effective NEO even more critical 
to an injury-free work environment. Effective safety training will increase worker competence 
and knowledge to identify and control hazards, resulting in fewer job site accidents. Safety 
training should be an integral part of every Site Specific Safety Plan (SSSP). One of the critical 
pieces of the employee training puzzle is NEO. NEOs help prevent injuries and illnesses by 
preparing workers to be aware of and identify site-specific workplace hazards associated with a 
job or task and the effective controls to eliminate or minimize the hazards. Research also shows 
that safety culture on a project is assessed quickly as a new employee enters a workplace, 
making it important to present a positive safety culture right when the worker steps onto the 
project site. 

 

While governing safety regulations do not specifically require NEOs, identification and control 
of hazards are core intent of the Revised Code of Washington (RCW) and Washington 
Administrative Code (WAC). Training under which NEOs falls under are one such method to 
identify and control hazards. According to the RCW 49.17.060: Employer—General safety 
standard, “Each employer: Shall furnish to each of his or her employees a place of employment 
free from recognized hazards that are causing or likely to cause serious injury or death to his or 
her employees” According to the WAC 296-126-094: General Duty Clause, “It shall be the 
responsibility of every employer to maintain conditions within the work place environment that 
will not endanger the health, safety or welfare of employees.” “All facilities, equipment, 
practices, methods, operations and procedures shall be reasonably adequate to protect 
employees' health, safety and welfare.” 

 

 
NEOs must be site-specific and should not be a comprehensive general/"boilerplate" training of 
general construction safety topics. Even today, some companies use general safety video 
training that is outdated and definitely not site-specific; these types of training should be 
avoided for NEOs. And many companies invest heavily and deliver fantastic NEO training 
programs that make employees feel welcome and safe. The trainees may have worked at many 
sites, and they must have experienced several NEOs and trainers, some good and some bad, 
and several unique and innovative best practices. The discussion can focus on the NEO 
modality, content, venue of the training, the trainer, paperwork, visuals, props the trainer used, 
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and much more. The goal of this discussion is to learn from each other's experience and 
implement the best practices at their sites, and also critique the NEOs that needed 
improvements. 

 
 

The trainer should call for the raising of hands amongst the trainees and solicit a response from 
a diverse group of trainees in terms of construction sector (i.e., heavy civil vs. commercial) or 
role (i.e., safety professional vs. superintendent). 
 

 

Engage the trainees in a discussion about the positives and negatives of each of these individuals 

leading such a critical onboarding program for the site. 

 

 

 Review the brief description of a real-world construction project. Based on the 

knowledge gained about NEOs, come up with a list of fifteen NEO topics. 
 

 This activity is designed to improve your ability to identify specific hazards and 

topics to include in NEO training for a construction project.  
 

  NEO Topics 

 
 Construction is a hazardous industry. Workers on jobsites are regularly exposed to 

dangerous conditions that could lead to an injury. The picture shows the demolition of a 1950s-
era 3-story building to start the construction of a skyscraper. The building project, located in the 
downtown area of a large city, is a multi-story tower over a 5-story (60 ft) underground parking 
garage. The neighborhood surrounding the site consists of commercial businesses and is 
extremely busy with high traffic volumes on the adjacent city streets. The project footprint takes 
up the entire city block with city streets on four sides, including light rail train service on two sides 
of the site.  
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  The trainer should give the trainees some time to review the case and come up with various 

general and site-specific topics. Steer the discussion so that the trainees should always follow up with a 
"why" they think their topic is essential for the project. 
 

Accident Procedures 
Confined Spaces 
Cranes/Rigging 
Discipline / Incentive Policy 
EEO/ Harassment 
Electrical Policy 
Fall Protection 
Fire Protection/Prevention 
Hazard Communications 
Housekeeping  
Safety Meetings 
Ladders, Scaffolds, and Aerial Lifts 
Lifting/Materials Handling 
Lockout/Tagout 
Trenching & Excavation 
Worker Rights and Responsibilities 

Project Overview 
Top 5 Site hazards 
Emergency Procedures 
Lunch Areas 
Sanitation - Toilet facilities 
Evacuation routes / areas 
First Aid Stations 
Occupational Clinic 
Drug Testing Policy / Location 
Heavy Equipment Operations 
Public Protection – Fencing 
Public Protection – Pedestrian Safety 
Environmental – Dust control/Asbestos 
abatement 
Light rail training 
Personal Protective Equipment (PPE) 
Pre-Task Planning 

 
 The trainer must remind the trainees to ensure the workers are adequately trained and protect their 

organization from potential liabilities. Hence, a statement at the end of the checklist that the workers sign 
states, “I have been given a copy of the company’s safety policies and procedures handbook and have 
received a NEO covering the following topics.”  
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 Atkinson Construction 

 
 Review the brief description of a real-world construction project. Based on the 

knowledge gained about NEOs, evaluate the characteristics of the new hires given the sample trainee 
demographics. Generate a list of action items (including red flags) that you would focus on for this 
group as they are introduced to your site.  
 

 This activity is designed to improve your ability to evaluate a new employee cohort 

going through NEOs, identify gaps, and make recommendations. 
 

  NEO follow-up items. 

 
 The case comes from bridge construction to connect a state highway and an interstate 

freeway. Improvements include building a new on-ramp, a new off-ramp, and a new flyover ramp. 
Construction also includes adding traffic cameras, electronic signs for traveler notification, highway 
advisory radio transmitters, and traffic data collectors to provide real-time traffic information for the 
web and 5-1-1. The project includes a 43-foot-wide, 1,061-foot-long precast concrete segmental 
bridge. The activity shown in the picture includes work on columns supporting column caps that 
require worker access to build forms and ultimately pour concrete and set girders. 
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 OSHA-10 OSHA-30 First Aid Leadership 

1 N Male English Journeyman Laborer 8 10/9/2021 10/11/2021 10/9/2021 - 

2 Y Male English Journeyman Laborer 30 11/23/2021 - 10/24/2021 - 

3 Y Female English Journeyman Carpenter 6 9/6/2021 - 11/8/2021 - 

4 N Male English Journeyman Carpenter  18 7/10/2019 - 11/23/2021 - 

5 N Female English Journeyman Laborer 11 6/6/2019 - 12/8/2021 - 

6 N Male Spanish Journeyman Carpenter  6 9/4/2020 - 12/23/2021 - 

7 N Male Spanish Apprentice Carpenter  0 - - 1/7/2022 - 

8 N Female Spanish Apprentice Laborer 0 - - 1/22/2022 - 

9 Y Male English Journeyman Carpenter  18 10/20/2014 - 2/6/2022 11/5/2019 

10 N Male English Journeyman Laborer 13 6/4/2011 - 2/21/2022 - 

* For some certifications that have time limits, either state the due date or its time limit from last training to remind 
them that they are not expired. For example, the certification period for First Aid is two years; Forklifts is three 
years, etc. 
 
 

 The trainer should use this activity to improve the trainee's ability to evaluate a new employee cohort 

going through NEOs, identify gaps, and make recommendations for interventions. The construction site NEO 
daily cohorts vary in size, discipline, experience, homogeneity, etc. One day it may all be laborers; the next day, 
it may be all landscapers; and another day, it may all be roofers. Most days, it will consist of a mix of all trades at 
varying levels of experience. The construction industry workforce is getting diverse, and non-native English 
speakers and workers who do not speak English may be in the cohorts. All these factors impact the 
effectiveness of the NEO and, ultimately, the safety of the workers. Hence, trainers, when conducting NEOs, 
have to recognize this diversity, set their new employees up for success, and identify the risk levels based on 
knowledge and skill gaps. 
 
The trainees shall review the real-world NEO cohort, identify gaps, and make recommendations for 
interventions. Some of the trends that the trainer can lead and focus on are: 

1. Several supervisors have yet to have leadership training in safety management. 
2. Some apprentices have not had any safety training. Should they go through additional training? 
3. What about workers who may not speak or understand English? 
4. How about the culture of inclusion at your site? 
5. Is the first aid training up to date? 
6. Have they received scaffold and fall protection training, since the project involves working from heights 

and heavy use of scaffolds? 
 

 A potential question for discussion here could be soliciting their experience training a cohort with multi-

linguistic workers. The discussion can also take the path of discussing impacts of workers who do not speak or 
understand English working on the site and how we can create a welcoming and safe environment. 
 

 

 Review the brief description of a real-world construction project. Based on the knowledge 

gained about NEOs, identify strategies to develop and implement a plan for successfully integrating the new 
employee to the project site.  
 

 This activity is designed to improve your ability to identify strategies to develop and implement a 

plan for successfully orienting and integrating new employees to the project site. 
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  NEO follow-up strategies and tactics. 

 
 The Skagit OSC project is a new 3-story 60,000 SF development located adjacent to the Skagit 

Hospital Campus in Mount Vernon, WA. The estimated construction value is $30M with major scope packages 
including the demolition of existing buildings, site preparation, shell / core construction, interior tenant 
improvements, right of way improvements, and adjacent lot development for surface parking. The new 
outpatient surgery center and medical office building will have four operating rooms, three endoscopy suites, 
and one procedure room: diagnostic imaging and clinics totaling 62 outpatient exam rooms in total. 
 

(Used by Permission from BNBuilders) 

 
 
 
 

(Used by Permission from BNBuilders) 
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 Scenario #3 is an extension of scenario #2. Trainers can choose to use the case from scenario 

#2 or use the scenario #3 case. In the previous scenario, the trainees identified gaps, and in this activity, 
the trainees can focus on one such gap and develop solutions as a group. For example, the plan may 
include mentor-mentee pairings, long-term development, mentor selection considering mentor abilities, 
how the mentee can ask questions, acknowledge the mentor’s inabilities, etc. The areas of shortcomings 
to focus on may include: 

1. Buddy system 
2. Training 
3. Diversity and Inclusion 

 

 
 Review the brief description of a real-world construction project. Based on the 

knowledge gained about NEOs perform a new employee orientation training for a selected topic. 
 

 This activity is designed to develop your ability to deliver an NEO. 

 
  Develop and deliver an NEO training. 

 
 Use the scenario #3 case as a continuation to complete this activity. 

 
 The training has provided a case scenario, and the group has collectively worked on the 

various areas of NEOs. It is time for a capstone experience to bring everything together. Based on the 
knowledge gained about NEOs, the trainees should perform new employee orientation training for a 
selected topic. The trainer can decide the format and duration of the exercise depending on the available 
time, number of trainees, available space, and other training conditions. The goal is to check that the 
trainees meet the training objectives. The trainer should use sample NEOs from their company’s projects 
as a way to cap this session. 
 

 
Discuss three major takeaways from this training that the trainees will apply at their jobsites. The 
takeaways can be communicated verbally or in writing. The trainer can use the feedback to improve the 
training in the future.    

 


