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DRYWALL 
TRAINEE 
GUIDE


Pre-Apprentices and up to 1 Year Apprentices

This Training Guide belongs to:  _________________________________
Hire Date: ________________
Trainer(s): ____________________________________________


Job Description:  Carpenter – Drywall
WHAT YOU GET TO DO: 
· Perform various carpentry tasks such as exterior/interior steel stud framing, exterior sheathing, layout of interior walls, hanging drywall, taping drywall, fire stop protection, and occasionally finish carpentry.
· Read and interpret blueprints to ensure accurate execution of projects.
· Collaborate with team members to complete projects within specified timelines.
· Use tools such as screw guns, routers, circular saws, lasers and various other hand tools. 
· Adhere to safety protocols and maintain a clean and organized work area.
· Comply with company policies and perform other duties as assigned.

WHAT WE WANT FROM YOU: 
· Ability to read & understand blueprints and measurements
· Comfort using hand tools 
· Ability to operate different types of aerial equipment after required training is provided
· Ability to lift up to 50 pounds frequently 
· Ability to stoop, walk, kneel and climb stairs & ladders as required by the job site 
· Strong problem-solving skills and attention to detail. 

WHAT WE VALUE: 
· Preferably 1 year of construction related experience
· Passion for Safety & Quality of work
· Positive attitude that promotes ALC Culture
· Good communication skills and the ability to work both as a team and independently 

On-the-Job Training (OJT): The Trainee is given this list of tasks to be learned and completed in accordance to performance standards.  A Trainer has the same list to guide the trainee in task performance until both feel the learner is ready to do the tasks individually and up to safety and quality standards.  When all tasks have been signed off by the trainer and trainee, the training is complete.
Intent: To accelerate the proficiency of drywall installers, to provide coaching on tasks deemed critical to the trade, to provide direction and guidance and to provide a means to evaluate drywall installers for the purpose of identifying potential future leaders.
	Task
	Page #
	Office or Jobsite
	On-Site Hours
	Online Hours
	Total Hours

	New Hire Orientation – Day 1

	New Hire Safety Online Training 
	4
	Online
	
	0.5
	0.5

	Scaffold Inspection Online Training
	4
	Online
	
	0.5
	0.5

	Arial Lift Online Training
	4
	Online
	
	0.5
	0.5

	Fall Protection Online Training 
	5
	Online
	
	0.5
	0.5

	Proper Use of PPE & Set-Up Perry
	5
	Office
	0.5
	
	0.5

	ALC Policies, Health & Safety Manual, Payroll, Union Info
	5
	Office
	1
	
	1

	On-the-Job Training – first week

	Site Safety Tour
	6
	Jobsite
	1.5
	
	1.5

	Knowledge of Tape Measure
	6
	Jobsite
	0.5
	
	0.5

	Proper Use of Scaffold/Mobile Scaffolds & Ladders
	7
	Jobsite
	1
	
	1

	Proper Use of Elevated Work Platforms
	8
	Jobsite
	1.5
	
	1.5

	Knowledge of Drywall Materials
	9
	Jobsite
	1
	
	1

	Drywall Handling/Lifting Techniques
	10
	Jobsite
	1
	
	1

	Installing Drywall
	11
	Jobsite
	16
	
	16

	Caulking
	13
	Jobsite
	2
	
	2

	Evaluations – end of first week

	Trainee Evaluation by Trainer
	15
	Jobsite
	0.5
	
	0.5

	Trainer Evaluation by Trainee
	17
	Jobsite
	0.5
	
	0.5

	Self-Paced Online Training - within first month

	Anti-Harassment Online Training
	19
	Online
	
	0.5
	0.5

	Heat Illness Online Training
	19
	Online
	
	0.5
	0.5

	TOTAL
	
	
	27
	3
	30





NEW HIRE ORIENTATION   -  3.5 HOURS TOTAL
All new employees will complete the online New Hire Safety Orientation on or before their first day before conducting any on-the-job activities.  TASK: NEW HIRE SAFETY  - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

	Completion Date
	Trainee Initials

	
	


TASK: SCAFFOLD INSPECTION - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

All new employees will complete the online Scaffold Inspection training on or before their first day before using a baker or scaffold on-the-job.  
	Completion Date
	Trainee Initials

	
	




TASK: ARIAL LIFTS TRAINING - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

All new employees will complete the online Arial Lift training on or before their first day before being on an Arial lift on-the-job.  
	Completion Date
	Trainee Initials

	
	



All new employees will complete the online Fall Protection training on or before their first day before being on a boom lift or any other elevated platform that requires fall protection equipment on-the-job.  TASK: FALL PROTECTION - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

	Completion Date
	Trainee Initials

	
	




TASK: PROPER USE OF PPE & PERRY SCAFFOLD SET-UP
TIME: 30 MINUTES
ONLINE: KPA PORTAL

All new employees will receive a demonstration of how to put on their Fall Protection Harnesses. Trainer will ensure employee is able to properly use the harness and that they have the proper fit. Trainer will demonstrate and have employee practice setting-up a baker scaffold including setting up the legs, weeks, and securing board. 
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	




[bookmark: _Hlk196811635]TASK: ALC ORIENTATION (POLICIES, PPE, UNION, PAYROLL)
TIME: 1 HOUR 

[bookmark: _Hlk196811493]All new employees will receive a demonstration of how to put on their Fall Protection Harnesses. Trainer will ensure employee is able to properly use the harness and that they have the proper fit. Trainer will demonstrate and have employee practice setting-up a baker scaffold including setting up the legs and ensuring board is level. 
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	




ON-THE-JOB TRAINING – 25 HOURSTASK: SITE SAFETY TOUR
TIME: 1 HOUR & 30 MINUTES

Trainer Objective:  Walk the trainee around the jobsite to explain important safety topics & potential hazards as they apply to the work being performed on the job. 
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	



TASK: KNOWLEDGE OF A TAPE MEASURE
TIME: 30 MINUTES

Trainer Objective:  The trainee will demonstrate ability to read a tape measure, different types of tape measures for different jobs, measure to the nearest 1/16”. 
Evaluation Items: 
· Identify the following marks on a tape: 
· 4’ – 1/8” 
· 1’ – 1/16” 
· 7’ – 1/4” 
· 2’ – 7/16” 
· 12’3 – 7/8” 
· 5’ – 3/16” 
· Identify the proper tape for: 
· Framing – 25’ X 1” ;  Layout – 100’ 
· Use tape measure correctly when checking square: 3-4-5, 6-8-10, 12-16-20 method. 
When trainee has all evaluation items checked off, initial and date the task completion below: 
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	




Trainer Objective: Verify the trainee’s knowledge of safe scaffold and ladder practices and usage for different conditions. TASK: PROPER USE OF SCAFFOLD/MOBILE SCAFFOLDS & LADDERS
TIME: 1 HOUR

Evaluation Items: 
· Demonstrate scaffold safe work practices 
· Inspect scaffold equipment for any wear that would compromise it
· Locks and gravity pins in place
· Fully planks walking area 
· Use guardrails at 4’ on Web-Tex and at 6’ in J-Line
· Scaffold must be moved by a ground person 
· Ensure clean and level floor with no holes or drop offs 
· Position scaffold at the correct height to avoid awkward positions or overreaching 
· Use personal fall protection when guardrails are not in place, maximum height on Web-Tex 8’ and J-line 16’. 
· Tagging System: 
· Be informed and aware that red tag means “Do Not Use” 
· Be informed and aware that green tag needs to be inspected and signed by competent person before use. 

· Demonstrate baker (perry) scaffold safe work practices: 
· Inspect the baker scaffold for any wear that would comprise it 
· Ensure the wheels are locked 
· Inspect the board to make sure it’s level, not warped, and secured. 

· Demonstrate proper ladder safety procedures:
· Inspect the ladder for any wear and tear that would comprise it 
· Place ladder on level surface & use 3-point climb
· Face ladder, keeping body within the boundaries of ladder
· For extending ladders – trainee needs to secure top and bottom with top extending 36” past the landing
· Explain procedure for removing defective ladders from service. 
When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	




TASK: PROPER USE OF ELEVATED WORK PLATFORMS
TIME: 1.5 HOURS


Trainer Objective: Verify the trainee’s knowledge of safe practices and usage of elevated work platforms in various workplace conditions. 
Evaluation Items: 
· Inspection of ariel lift 
· Check mechanical condition 
· Battery and hydraulic fluids 
· Tire condition 
· Controls 
· Emergency Release
· Reports all problems to Foreman and does not use lift. 
· Operation of arial lift 
· Boom Lifts: Use required fall protection 
· Understand and follow all warning labels on lift 
· Safety chain must be latched while on aerial lift 
· Proper use of fall protection 
· Does not drive elevated aerial lift near any hazard
· Operate aerial lift at proper load capacity
When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	



Trainer Objective: The trainee will demonstrate knowledge of materials, be able to identify material and its common name(s) to include drywall and metal materials. TASK: KNOWLEDGE OF DRYWALL MATERIALS
TIME: 1 HOUR

Evaluation Items: 
· Identify the following drywall types: 
· Dens Shield
· DensArmor Plux
· WR – Water Resistant Board
· Abuse Board
· Type X
· Type C
· Recognize and recite the different names for same material: 
· CRC – black iron
· Shaft Liner – core board
· Angle metal – 2x2, shiny 90
· Flat metal – Metal backing, flat strap 
· Cement Board – Durarock or backer board
· Sheetrock, drywall, or wall board
· Furring channel – hat channel, DWC “drywall channel” 
· RCI – Sound caulk, Hilti red caulk or fire caulk
· Drill points – Teks
· Shaft Screws – laminators 
· Identify 1 – 5/8”,  3 – 5/8”, 4” and 6” and identify gauge metals
When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	




Trainer Objective: The trainee will demonstrate knowledge of safety, equipment evaluation and use, teamwork, and drywall dolly moving and handling techniques. TASK: DRYWALL HANDLING/LIFTING TECHNIQUES
TIME: 1 HOUR

Evaluation Items: 
· Wear required PPE; hard hat, safety glasses 
· Demonstrate the following proper lifting techniques 
· Test load 
· Center body to load 
· Raise chin prior to lifting 
· Lift with legs to keep natural curve in back
· Use entire body and move feet in direction of load
· If needed, get help with the load 
· Demonstrate safe handling of metals using gloves, always lifting not sliding, never handle sharp edges
· Survey path of dolly for obstacles or hazards 
· Load dolly with face side out, weight of load on non-turning wheel
Inspection: 
· Inspect dolly checking to ensure wheels are stable and in good condition 
· Explain procedure for removing dolly from service
When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	









Trainer Objective: Trainee will demonstrate proper cutting, marking, trimming, and installation techniques for drywall to include correct positioning of materials for work. TASK: INSTALLING DRYWALL
TIME: 16 HOURS

Trainee should be given the following materials to perform the work: 
[image: ]
Standards: 
· Walls are plumb, level, and square 
· Screws are set, but not breaking through paper 
· Wallboard attached to bottom track 
· Joints are tight and staggered 
· Screw spacing 8” on joint; 16” on center (or per specs)
· Drywall does not touch the floor or deck.  Check specifications for required distance.  This accommodates deflection and potential damage to sheetrock. 
· Factory butt joints are together
· ¾” gap at control joint
· Drywall cut tight around penetrations
· Clean cut edge 
· Spacers are removed at bottom of board
· Hollow metal door jambs are plumb 
· Aluminum door jamb condition; check door opening width 


Evaluation Items:
Measure and Cut: 
· Give, receive and understand directions from partner for measurements, cutouts, etc. 
· Cut drywall by using a sheetrock knife, a tape measure, and a carpenter’s pencil 
· Mark board for proper stud layout: 16” or 24” 
· Measure then cut penetrations with keyhole saw or roto zip-router
· Trim off excess burrs on edge of drywall using a hook bill or rasp
Installation: 
· Install drywall using proper screw spacing and joint stagger
· Attach drywall with screws.  Screws are set, but not breaking through paper
· Install drywall in direction of stud layout
· Cut and install drywall around door frames 
· Cut drywall tight around penetrations
When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	
















TASK: CAULKING
TIME: 2 HOURS

Trainer Objective: Trainee will demonstrate knowledge of types of caulking; will perform high work according to safety best practices and will apply caulking to standards.
Trainee should be given the following materials to perform the work: 
· Caulking gun and caulk
· Putty knife or spray gun (when required)
· Dust mask
Standards: 
· No sags, no gaps, clean and smooth, flush with rock 

When trainee has all evaluation items checked off, initial and date the task completion below:
	Completion Date
	Trainee Initials
	Trainer Initials

	
	
	








































Trainee: ______________________                                Date: _________________TASK: EVALUATION OF TRAINEE
TIME: 30 MINUTES

Trainer(s): ______________________________________
	Performance
	Excellent
	Good
	Fair
	Poor
	Comments

	Safe Worker
	
	
	
	
	

	Job Knowledge
	
	
	
	
	

	Productivity
	
	
	
	
	

	Quality of Work
	
	
	
	
	

	Technical Skills
	
	
	
	
	

	Enthusiasm
	
	
	
	
	

	Trainability
	
	
	
	
	

	Attitude
	
	
	
	
	

	Initiative
	
	
	
	
	

	Culture Fit
	
	
	
	
	

	Punctuality
	
	
	
	
	

	Attendance
	
	
	
	
	

	Communication
	
	
	
	
	

	Overall Rating
	
	
	
	
	



Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________























TASK: EVALUATION OF TRAINING
TIME: 30 MINUTES

Name: ______________________                                Date: _________________
	Training
	Excellent
	Good
	Fair
	Poor
	Comments

	Training Content
	
	
	
	
	

	Trainer Preparedness
	
	
	
	
	

	Safety Emphasis
	
	
	
	
	

	Patience of Trainer
	
	
	
	
	

	Trainer Communication

	
	
	
	
	

	Overall Trainer Rating
	
	
	
	
	

	Overall Training Rating
	
	
	
	
	



Notes: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

























SELF PACED ONLINE TRAINING – 1 HOUR                     TASK: ANTI-HARASSMENT TRAINING - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

All new employees will complete the online Anti-Harassment training within the first 3 months of their employment.   
	Completion Date
	Trainee Initials

	
	





All new employees will complete the online Heat Illness training within the first 3 months of their employment.   TASK: HEAT ILLNESS TRAINING - ONLINE
TIME: 30 MINUTES
ONLINE: KPA PORTAL

	Completion Date
	Trainee Initials
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