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	Attach this completed form to the relevant WPC activities where this OJT is required. To learn how, see the instructional video "How to use the OJT Tool in Activity Manager (Video)" at the OJT Website (https://training.lbl.gov/OJT/).

	
	This OJT is for qualifying workers to ________________________________    Note: See back page for the meanings of these column-headings


	Preparation Steps (setup)
	Student Explains
	Student Demos
	Critical Step 
	Risk Important Action
	Common Error
	Instructor
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	Clean up (what is done after performing the task)
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	Emergency Response
	
	
	
	
	
	

	1.
	
	
	
	
	
	

	2.
	
	
	
	
	
	

	3.
	
	
	
	
	
	

	Instructor Notes
	
	
	
	
	
	

	
	
	
	
	
	
	


This form helps you document the contents of your OJT sessions. From within WPC, you can attach the completed form to the relevant Activity, or place it on a network drive and link to it from the Activity. See: https://training.lbl.gov/OJT/
Instructions
The template is arranged in blocks. Use the blocks that are helpful to you and delete blocks that don’t apply. You can also add rows and blocks as-needed. Likewise, use the columns that apply to your OJT and ignore the ones that don’t.
Steps

List the steps the student must be able to perform to execute this task correctly. Use the columns to indicate your expectations for the student, and to remind yourself if a step cannot be easily undone (“critical step”), if this is a step necessary for reducing risk in a later step (“risk-important action”) or if students frequently make a common error. 

Other things you should consider noting in this column include:

· Why (e.g., “Why is this step necessary?”) and What-If (e.g., “What if I forget to do this step or do it wrong? What could happen?”) questions related to this step 
Student Explains
Check this column if the student must explain something (e.g., how to respond to a particular emergency or off-normal condition).

Student Demos

Check this column if the student must demonstrate something (e.g., how to put on proper PPE). In general, it’s preferable to have the student demonstrate rather than just explain.

Critical Step 
Mark this column if this is a critical step, meaning, it’s a step that can’t be easily undone. (e.g., once you combine two chemicals in the same beaker, you can’t easily “uncombine” them). You and the student should both verify that everything is as it should be before executing a critical step.

Risk Important Action
Mark this column if this is a risk important action. For example, putting on your seatbelt is a risk-important action because it mitigates the harm you could experience if your car is involved in a crash. By itself, it makes no difference, but in an emergency, it can make a very big difference. In laboratory terms, this could be analogous to keeping a spill kit nearby in case there’s a chemical spill, or ensuring you have calcium gluconate gel nearby if you are working with hydrofluoric acid.

Common Error

Check this column if there are known, common mistakes that people make. If this row is documenting such a step, identify those common errors for the student, clarify why so many people make them, and ensure that the student knows to avoid them.

Instructor
Some OJT is taught by multiple instructors, each taking responsibility for a different portion of the session. If that is the case for your OJT, use this column to mark (with the instructor’s name) which instructor teaches which steps. If your OJT has only one instructor, you can just put the instructor’s name in this column in the first row and leave the rest of the column blank.
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