	[Company_Name] Health & Safety Plan 
	Injury and Illness Prevention Program



Chapter 1 - Injury and Illness Prevention Program

1.1  Our Written Safety Plan 

It is required that every company have a written Safety Program or Injury and Illness Prevention Plan. This is [Company_Name]’s plan. Please read it carefully. While no plan can guarantee an accident free work place, following the safety procedures set forth in this manual will significantly reduce the risk of danger to you and your co-workers. 

Thank you for all our safety and participation in our safety program.. 

1.2  Introduction to Our Program 

State and federal law, as well as company policy, makes the safety and health of our employees the first consideration in operating our business. Safety and health in our business must be a part of every operation, and every employee's responsibility at all levels. It is the intent of [Company_Name] to comply with all laws concerning the operation of the business and the health and safety of our employees and the public. To do this, we must constantly be aware of conditions in all work areas that can produce or lead to injuries. No employee is required to work at a job known to be unsafe or dangerous to his or her health. Your cooperation in detecting hazards, reporting dangerous conditions and controlling workplace hazards is a condition of employment. Inform your supervisor immediately of any situation beyond your ability or authority to correct. Employees will not be disciplined or suffer any retaliation for reporting a safety violation in good faith. 

This safety program satisfies the legal responsibility of our company under the law for 
ensuring that our employee’s and worker’s will be properly trained and follow safety 
rules for our company and any outside facility that [Company_Name] performs work for. 
Furthermore, this program satisfies [Company_Name]’s responsibility under the law for 
employee’s and worker’s to report any unique hazards or any dangerous conditions, or 
any potential or unknown hazards encountered by any employee or worker at any time 
while working for [Company_Name] or while performing work for an outside contractor 
or facility. At anytime a condition requires reporting, please report your findings or 

situation to your immediate supervisor. 
1.3  Safety First Priority 

The personal safety and health of each employee is of primary importance.  Prevention of occupationally induced injuries and illnesses is of such consequence that it will be given precedence over operating productivity.  To the greatest degree possible, management will provide all mechanical and physical protection required for personal safety and health, but our employees must bear primary responsibility for working safely. A little common sense and caution can prevent most accidents from occurring. 

1.4  Individual Cooperation Necessary 

[Company_Name] maintains a safety and health program conforming to the best practices of our field.  To be successful, such a program must embody proper attitudes towards injury and illness prevention on the part of supervisors and employees.  It requires the cooperation in all safety and health matters, not only of the company and employee, but also between the employee and all co-workers.  Only through such a cooperative effort can a safety program in the best interest of all be established and preserved. Safety is no accident; think safety and the job will be safer. 

1.5  Safety Program Goals 

The objective of [Company_Name] is a safety and health program that will reduce the number of injuries and illnesses to an absolute minimum, not merely in keeping with, but surpassing the best experience of similar operations by others.  Our goal is zero accidents and injuries. 

1.6  Safety Policy Statement 

It is the policy of [Company_Name] that accident prevention shall be considered of primary importance in all phases of operation and administration.  It is the intention of [Company_Name]'s management to provide safe and healthy working conditions and to establish and insist upon safe practices at all times by all employees. The prevention of accidents is an objective affecting all levels of our company and its operations.  It is, therefore, a basic requirement that each supervisor make the safety of all employees an integral part of his or her regular management function.  It is equally the duty of each employee to accept and follow established safety regulations and procedures. Every effort will be made to provide adequate training to employees. However, if an employee is ever in doubt about how to do a job or task safely, it is his or her duty to ask a qualified person for assistance. Employees are expected to assist management in accident prevention activities.  Unsafe conditions must be reported immediately.  Fellow employees that need help should be assisted.  Everyone is responsible for the housekeeping duties that pertain to their jobs. Every injury that occurs on the job, even a slight cut or strain, must be reported to management and/or the Responsible Safety Officer as soon as possible.  Under no circumstances, except emergency trips to the hospital, should an employee leave the work site without reporting an injury.  When you have an accident, everyone is hurt.  Please work safely.  Safety is everyone's business. 

1.7  Safety Rules for All Employees 

It is the policy of [Company_Name] that everything possible will be done to protect you from accidents, injuries and/or occupational disease while on the job.  Safety is a cooperative undertaking requiring an ever-present safety consciousness on the part of every employee. If an employee is injured, positive action must be taken promptly to see that the employee receives adequate treatment.  No one likes to see a fellow employee injured by an accident.  Therefore, all operations must be planned to prevent accidents.  To carry out this policy, the following rules will apply: 

1. All employees shall follow the safe practices and rules contained in this manual and such other rules and practices communicated on the job. All employees shall report all unsafe conditions or practices to the proper authority, including the supervisor on duty and their immediate supervisor, if corrective action is not taken immediately, a governmental authority with proper jurisdiction over such practices. 

2. The [Title_of_Supervisor] shall be responsible for implementing these policies by insisting that employees observe and obey all rules and regulations necessary to maintain a safe work place and safe work habits and practices. 

3. Good housekeeping must be practiced at all times in the work area. Clean up all waste and eliminate any dangers in the work area. Keeping your work area clean and free from materials or equipment that could cause workers to slip or trip.

4. Suitable clothing and footwear must be worn at all times.  Personal protection equipment (hardhats, respirators, eye protection) will be worn whenever needed. 

5. All employees will participate in a safety meeting conducted by their supervisor once every ten working days. 

6. Anyone under the influence of intoxicating liquor or drugs, including prescription drugs, which might impair motor skills and judgment, shall not be allowed on the job. 

7. Horseplay, scuffling, and other acts which tend to have an adverse influence on safety or well-being of other employees is prohibited.

8. Work shall be well planned and supervised to avoid injuries in the handling of heavy materials and while using equipment. 

9. No one shall be permitted to work while the employee's ability or alertness is so impaired by fatigue, illness, or other causes that it might expose the employee or others to injury. 

10. There will be no consumption of liquor or beer on the job. 

11. Employees should be alert to see that all guards and other protective devices are in proper places and adjusted, and shall report deficiencies promptly to the [Title_of_Supervisor]. 

12. Employees shall not handle or tamper with any electrical equipment, machinery, or air or water lines in a manner not within the scope of their duties, unless they have received specific instructions. 

13. All injuries should be reported to the [Title_of_Supervisor] so that arrangements can be made for medical or first aid treatment. 

14. When lifting heavy objects, use the large muscles of the leg instead of the smaller muscles of the back. 

15. Do not throw things, especially material and equipment.  Dispose of all waste properly and carefully.  Bend all exposed nails so they do not hurt anyone removing the waste. 

16. Do not wear shoes with thin or torn soles. 

1.8  Equal Employment Opportunity Policy Statement

[Company_Name] is committed to the principle of equal employment opportunity for all employees and to providing employees with a work environment free of discrimination and harassment. All employment decisions at [Company_Name] are based on business needs, job requirements and individual qualifications, without regard to race, color, religion or belief, national, social or ethnic origin, sex (including pregnancy), age, physical, mental or sensory disability, HIV status, sexual orientation, gender identity and/or expression, marital, civil union or domestic partnership status, past or present military service, family medical history or genetic information, family or parental status, or any other status protected by the laws or regulations in the locations where we operate. [Company_Name] will not tolerate discrimination or harassment based on any of these characteristics.
1.9  Responsible Safety Officer 

The identity of the person who is responsible for the [Company_Name]’s safety program is [Responsible_Safety_Officer].  This person must be someone of sufficient authority to implement the program. In addition to other titles, this person is called the Responsible Safety Officer. 

1.10  Designated 

In accordance with [Company_Name]'s safety and injury prevention program, [Responsible_Safety_Officer] has been designated as the Responsible Safety Officer, and has responsibility and authority to do the following in the name of [Company_Name]:

1. Develop and implement rules of safe practices for each function within the company. 

2. Develop and implement safe operating rules for use of electrical and mechanical equipment consistent with manufacturer's recommendations and specifications. 

3. Develop and implement a system to encourage employees to report unsafe conditions immediately. 

4. Conduct a thorough investigation of each accident, whether or not it results in an injury, to determine the cause of the accident and to prevent recurrence.  In cases of a known injury accident, the investigation shall proceed only after consultation with [Company_Name] attorneys, who shall direct the investigation (the product of which investigation shall be considered the work product of the attorney). 

5. Instruct supervisors in safety responsibilities. 

6. Develop and implement a program of employee safety education. 

7. Conduct scheduled and unscheduled inspections to identify and correct unsafe working conditions.  Special attention shall be given to notice of serious concealed dangers. 

8. Maintain records of training, periodic inspections, corrective actions and investigations as required by law. The Responsible Safety Officer for [Company_Name] is [Responsible_Safety_Officer]. [Company_Name] will inform every person of the name of the Responsible Safety Officer and post his or her name and telephone/office number on the bulletin board where all other safety information is routinely maintained. 

1.11  Duties 

Overall responsibility and authority for implementing the injury and illness prevention program is vested in [Responsible_Safety_Officer], the Responsible Safety Officer. Management fully supports the Responsible Safety Officer.  As part of the job, the Responsible Safety Officer will supplement this written injury and illness prevention program by: establishing workplace objectives and safety recognition programs; working with all government officials in both accident investigation and safety inspection procedures; maintaining safety and individual training records; encouraging reporting of unsafe conditions and promoting a safe workplace.  Some of these responsibilities will be delegated to your immediate supervisor for implementation. 

1.12  Employee Compliance 

This written plan contains incentives designed to promote employee participation in the safety program. These incentives are not part of your regular compensation and are not intended to discourage you from reporting accidents. 

1.13  Agreement to Participate 

Every company is required to provide a safe and healthful workplace. [Company_Name] is committed to fulfilling this requirement.  A safe and healthful workplace is one of the highest priorities of [Company_Name]. The information in this manual constitutes a written injury and illness prevention program. While [Company_Name] cannot anticipate every workplace hazard, the following general principals should guide your conduct.  To be safe, you must never stop being safety conscious. Study the guidelines contained in this manual.  Discuss the workplace situation with the [Title_of_Supervisor].  Attend all company sponsored training and safety meetings.  Read all posters and warnings.  Listen to instructions carefully.  Follow the Code of Safe Work Place Practices contained herein.  Participate in accident investigations as requested. Accept responsibility for the safety of others.  Maintain all required documentation. By signing the acknowledgement at the end of this handbook, each employee promises to read and implement this injury and illness prevention program. If you don't understand any policy, please ask your supervisor. 

1.14  Safety Contest Awards / Accident Free Workplace 

To recognize the importance of safety, [Company_Name] may award a safety bonus based upon any or all of the following criteria: 

1. No time-loss accidents.   

2.  Successfully passed periodic workplace safety inspections. 

3.  Active participation in Company safety discussions. 

4.  Active participation in safety suggestion program. 

5.  Other factors indicating a concern for safety. 

The award and time period if and when implemented, will be announced in regular safety meetings or posted with the regular safety communications. 

1.15  Employee Safety Suggestion Box 

From time to time, [Company_Name] may award a prize for the best safety suggestion. If and when implemented the following shall apply. To be eligible, please give your written safety suggestions to your supervisor during the safety meetings.  All these safety suggestions will be discussed at the meeting.  The supervisor whose employee wins the best safety suggestion will also be given a prize.  The group that consistently has the best safety suggestions will also be recognized. Management is the sole judge of the value of safety suggestions, and will implement as many of the good suggestions as possible. 

1.16  Training 

Employee safety training is another requirement of an effective injury and illness prevention program.  While [Company_Name] believes in skills training, we also want to emphasize safety training.  All employees should start the safety training by reading this manual and discussing any problems or safety concerns with your direct supervisor.  You may wish to make notes in the margins of this manual where it applies to your work.   

1.17  Safety and Health Training 

Training is one of the most important elements of any injury and illness prevention program.  Such training is designed to enable employees to learn their jobs properly, bring new ideas to the workplace, reinforce existing safety policies and put the injury and illness prevention program into action. Training is required for both supervision and employees alike.  The content of each training session will vary, but each session will attempt to teach the following: 

a) The success of [Company_Name]'s injury and illness prevention program depends on the actions of individual employees as well as a commitment by the Company. 

b) Each employee's immediate supervisor will review the safe work procedures unique to that employee's job, and how these safe work procedures protect against risk and danger. 

c) Each employee will learn when personal protective equipment is required or necessary, and how to use and maintain the equipment in good condition. 

d) Each employee will learn what to do in case of emergencies occurring in the workplace. 

Supervisors are also vested with special duties concerning the safety of employees.  The supervisors are key figures in the establishment and success of [Company_Name]'s injury and illness prevention program.  They have primary responsibility for actually implementing the injury and illness prevention program, especially as it relates directly to the workplace. Supervisors are responsible for being familiar with safety and health hazards to which employees are exposed, how to recognize them, the potential effects of these hazards, and rules and procedures for maintaining a safe workplace.  Supervisors shall convey this information to the employees at the workplace, and shall investigate accidents according to the accident investigation policies contained in this manual. 

1.18  Periodic Safety Training Meetings 

[Company_Name] will hold safety meetings [safety_meeting_period].  The purpose of the meeting is to convey safety information and answer employee questions.  The format of most meetings will be to review, in language understandable to every employee, the content of the injury prevention program, special work site hazards, serious concealed dangers, and Safety Data Sheets.  Each week, the [Title_of_Supervisor] will review a portion of the company's safe work practices contained in this booklet, or other safety related information. Whenever a new practice or procedure is introduced into the workplace, it will be thoroughly reviewed for safety.  A sign-up sheet will be passed around each meeting, and notes of the meeting will be distributed afterwards.  A copy of the notes will also be placed in the file of each employee who attends the meeting.  Employee attendance is mandatory and is compensable unless part of an official state approved training program or pre-employment requirement. 

1.19  Employee Responsibility for Training 

Teaching safety is a two-way street.  [Company_Name] can preach safety, but only employees can practice safety.  Safety education requires employee participation. [safety_meeting_period], a meeting of all employees will be conducted for the purpose of safety instruction.  The employees will discuss the application of the Company's injury and illness prevention program to actual job assignments. They will also read and discuss a section of the manual and review application of general safety rules to specific situations. Remember, the following general rules apply in all situations:

a) No employee should undertake a job that appears to be unsafe. 

b) No employee is expected to undertake a job until he/she has received adequate safety instructions, and is authorized to perform the task. 

c) No employee should use chemicals without fully understanding their toxic properties and without the knowledge required to work with these chemicals safely. 

d) Mechanical safeguards must be kept in place. 

e) Employees must report any unsafe conditions to the job site supervisor and the Responsible Safety Officer. 

f) Any work-related injury or illness must be reported to management at once. 

g) Personal protective equipment must be used when and where required. All such equipment must be properly maintained. 

h) The employer shall include methods and/or procedure for correcting unsafe or unhealthy conditions, work practices and work procedures in a timely manner based on the severity of the hazard based on:

(A) When observed or discovered; and, 

(B) When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and/or property, remove all exposed personnel from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition shall be provided the necessary safeguards. 

i) Training shall also be provided to all employees given new job assignments for which training has not previously been received; 
j)   Whenever new substances, processes, procedures or equipment are introduced to the workplace and represent a new hazard; 
k) Whenever the employer is made aware of a new or previously unrecognized hazard; and, 
l) For supervisors to familiarize themselves with the safety and health hazards to which employees under their immediate direction and control may be exposed. 
1.20  Communication 

Companies should communicate to employees their commitment to safety and to make sure that employees are familiar with the elements of the safety program.  [Company_Name] communicates with its employees orally, in the form of directions and statements from your supervisor, written, in the form of directives and this manual, and by example.  If you see a supervisor or management do something unsafe, please tell that person.  We sometimes forget actions speak louder than words. 

1.21  Accident Prevention Policy Posting 

Each employee has a personal responsibility to prevent accidents.  You have a responsibility to your family, to your fellow workers and to the Company.  You will be expected to observe safe practice rules and instructions relating to the efficient handling of your work. Your responsibilities include the following: 

* Incorporate safety into every job procedure.  

* No job is done efficiently unless it has been done safely. 

* Know and obey safe practice rules. 

* Know that disciplinary action may result from a violation of the safety rules. 

* Report all injuries immediately, no matter how slight the injury may be. 

* Caution fellow workers when they perform unsafe acts. 

* Don't take chances. 

* Ask questions when there is any doubt concerning safety. 

* Don't tamper with anything you do not understand. 

* Report all unsafe conditions or equipment to your supervisor immediately. 

A copy of this manual will be posted in the work area. It is the policy of [Company_Name] to provide a safe and clean workplace and to maintain sound operating practices.  Concentrated efforts shall produce safe working conditions and result in efficient, productive operations. Safeguarding the health and welfare of our employees cannot be stressed too strongly. Accident prevention is the responsibility of all of us.  Department heads and supervisors at all levels shall be responsible for continuous efforts directed toward the prevention of accidents.  Employees are responsible for performing their jobs in a safe manner. The observance of safe and clean work practices, a comprehensive safety check of all workplaces [safety_check_period], coupled with ongoing compliance of all established safety standards and codes will reduce accidents and make our Company a better place to work. 

1.22  Labor/Management Safety Committee 

A Safety Committee has been established to help implement [Company_Name]'s injury prevention program.  The committee shall meet regularly, but not less than once every six months.  Written notes of all Safety Committee meetings shall be available and distributed to all employees and shall be maintained for three years.  The Safety Committee will inspect the work areas [safety_committee_meeting_period] and review production and safety programs and practices.  The Committee also reviews investigations of occupational accidents and causes of incidents resulting in occupational injury, illness or exposure to hazardous substances, and where appropriate, submits suggestions to prevent future incidents.  The Committee encourages and reviews employee safety suggestions, initiates investigations of hazardous conditions or unsafe workplaces, and upon request from OSHA, verifies abatement action taken in reaction to health and safety citations. 

1.23  Safety Committees 

A Safety Committee made up of [safety_committee_number] employees and management has been established.  The committee will conduct regular meetings, keep minutes and make regular inspections of machinery, equipment, appliances and working conditions.  Any conditions found unsafe by the Safety Committee shall be corrected or repaired immediately. 

We recognize that cooperative effort is required to ensure a safe operation.  For this reason, [Company_Name] has established a Safety Committee, composed of employees and management representatives.  It is the duty of this committee to cooperate to maintain safe working conditions throughout the Company, to advise and educate employees in safe working practices, to investigate accidents and their causes, and to seek preventive measures. Meetings are held [safety_committee_meeting_period] to consider the regular inspection report, make recommendations for improvement of conditions, review and analyze accident reports, and to attend to any other business involving safety.  If you would like to become part of the Safety Committee, now or in the future, please let the Responsible Safety Officer know of your interest. 

The safety committee of [safety_committee_number] will meet periodically with management to discuss safety and other problems which may occur in the work area. In the event problems or questions do arise or in the event an employee feels unsure of his or her job requirements or performance, the following steps are to be followed:

A. First, take the problem up with the supervisor or department head. If, after discussion, the problem remains unresolved, use Step B.

B. After discussing the problem with your crew representative, you and the crew representative should take the matter up with the superintendent. If you and the crew representative are still not satisfied, the matter will then be referred to the Committee for disposition at the next regular meeting or at a special meeting, if such special meeting is deemed necessary.

C. All decisions arrived at by the Committee in Step B will be subject to review by the Personnel Director of [Company_Name]. The review will ensure that the rules, regulations and procedures of this manual are being followed, and that the policy of [Company_Name] is followed. Your question, complaint or grievance will be examined, considered and answered after a full investigation has been conducted. 

1.24  Safety Meetings

[Company_Name] has safety meetings [safety_meeting_period].  The format of these meetings will be to review, in language understandable to every employee, the content of [Company_Name]’s Injury and Illness Prevention program, special work site hazards, serious concealed dangers, and SDS sheets, which a copy of are kept [SDS_Location]. [Company_Name] requires all its employees to accept responsibility for their own safety, as well as that of others in the workplace.  It is your responsibility to read this manual and to become familiar with the Code of Safe Work Practices and Specific Safety Rules contained in this manual, as well as any posted government Safety Orders. 

1.25  Progressive Employee Disciplinary Program 

Every employee that works for [Company_Name] shall know and understand that safety and safety training are very important. We take safety seriously and do not and will not tolerate employees who do not comply with the written safety training or the safety program in general. Know that disciplinary action will result from a violation of the safety rules. As stated all employees are required to report any unsafe act or procedure immediately to the proper person. [Company_Name] will give written warnings to employees for any violation of the safety rules or safety training. A safety violation may also include willfully not attending or participating in a safety training session or safety meeting. The 1st warning will serve as such, just a warning. It will be in writing and given to the employee in violation by Responsible Safety Officer. The safety committee will determine if the violation occurred due to lack of training. If the safety committee or the Responsible Safety Officer comes to the conclusion that further training is required, then training will be provided. At any time you as an employee feel that you are not properly trained on how to perform a specific job or work procedure, you are immediately required to report to a supervisor. [Company_Name] never wants anyone to do any type of work where the employee does not feel safe or properly trained. At that point, work must not be performed. If an employee performs work or continues to perform work where they are not properly trained, you are in direct violation of our safety rules. As stated, [Company_Name] will give written warnings to employees for any violation of the safety rules or safety training. The 2nd safety infraction or violation will result in a 1 (one) day suspension without pay, if you are deemed properly trained and in direct violation of [Company_Name]’s safety rules. The 3rd safety infraction or violation will result in one of the following depending on the severity of the violation

· A 5 to 6 (five to six ) day suspension without pay, if you are deemed properly trained and in direct violation of [Company_Name]’s safety rules or;

· Be terminated, if the violation is of a severe nature where others direct safety or lives are seriously at risk.

The 4th safety infraction or violation will result in Termination.

1.26  Hazard Identification & Abatement 

This written safety and health plan sets out a system for identifying workplace hazards and correcting them in a timely fashion.  This process is implemented in order to correct any identified hazards from inspections, accident investigations, anonymous reporting, employee safety suggestions and system hazard identifications. Please review it carefully with your supervisor.  Remember, safety is everyone's responsibility. Hazards must be corrected in order of priority based on severity in an expeditiously manner.

1.27  Reporting Safety Hazards Anonymously

From time to time an employee may encounter a situation where he or she may feel threatened in reporting a safety hazard or unsafe working condition. If this situation arises the following are ways for an employee to report the situation anonymously. This is our policy on ‘‘Anonymous Safety Hazard Reporting’’:

· Please give your written safety hazard or safety suggestions to your supervisor at any time or during the safety meetings on the form named ‘‘Employee’s Safety Suggestion’’ or form “G” in the packet of safety forms. This form is also available at the ‘‘Employee Safety Suggestion Box’’. Your name and any personal information can be left off of the form.

· This form - ‘‘Employee’s Safety Suggestion’’ can also be filled out and placed in the ‘‘Employee Safety Suggestion Box’’. Your name and any personal information can be left off of the form.

· An employee can also fill out this ‘‘Employee’s Safety Suggestion’’ form and can also be filled out and placed in the U.S. Mail and mailed to:

[Company_Name]
Attn: [Responsible_Safety_Officer]
[Company_Street_Address]
[State][City]

,  [Zip]
Your name and any personal information can be left off of the form.

1.28  Safety Audits 

The best method to establish a safer workplace is to study past accidents and worker compensation complaints.  By focusing on past injuries, [Company_Name] hopes to avoid similar problems in the future.  Therefore, whenever there is an accident, and in many cases upon review of past accidents, you may be requested to participate in a safety audit interview.  During the interview, there will be questions about the nature of the investigation and the workplace safety related to the incident.  Please answer these questions honestly and completely.  Also, please volunteer any personal observations and/or suggestions for improved workplace safety. Based upon the study of past accidents and industry recommendations, a safety-training program has been implemented.  In addition to other preventative practices, there will be a group discussion of the cause of the accident and methods to avoid the type of accidents and injury situations experienced in the past. Work rules will be reviewed and modified based upon the study of these accidents. In addition to historical information, workplace safety depends on workplace observation.  Your supervisor is responsible for inspecting your working area daily, before and while you are working, but this does not mean you are no longer responsible for inspecting the workplace also.  Each day, before you begin work, inspect the area for any dangerous conditions.  Inform your supervisor of anything significant, so other employees and guests are advised.  You may also be given written communications regarding unsafe conditions or serious concealed dangers.  Review this communication carefully and adjust your workplace behavior to avoid any danger or hazards.  If you are unclear or unsure of the significance of this written communication, contact your supervisor and review your planned actions before starting to work.  It is better to wait and check, then to go ahead and possibly cause an injury to yourself and others. Managers must provide written notice to employees of any serious concealed dangers of which they have actual knowledge. In addition to providing written notice of all serious concealed dangers to employees managers are required to report serious concealed dangers to either OSHA or an appropriate administrative agency within fifteen days, or immediately if such danger would cause imminent harm, unless the danger is abated. Merely identifying the problem is not sufficient.  The danger must be reported to the appropriate supervisor and the Responsible Safety Officer, who then will correct the problem.   If the danger cannot be corrected, then all employees will be warned to take protective action so that the danger will not result in any injuries. 

1.29  Workplace Inspections 

In addition to the examination of records, work place safety inspections will occur periodically [safety_check_period], when conditions change, or when a new process or procedure is implemented.  During these safety inspections all obtained information will be documented. Furthermore, there will be a review of the injury and illness prevention policy and [Company_Name] code of safe work practices. 

1.30  Accident or Near Miss Investigation 

A primary tool used by [Company_Name] to identify the areas responsible for accidents is a thorough and properly completed accident investigation.  The results of each investigation will be reduced to writing and submitted for review by management and [Company_Name]'s insurance risk management advisors, and, if the accident resulted in serious injury, to Company attorneys.  If the accident resulted in serious injury, the procedure will be directed by the attorneys to provide the most reliable evidence or description legally permissible.  All investigations pursuant to the directions of legal counsel will be protected by all applicable privileges, if any.  The attorney will provide more detail on this topic during the investigation. Every job location will have on site at least one camera, preferably either a video or a sixty second type, with enough film to take pictures immediately after any occurrence. Some workplaces will have a video camera. 

A written report should be prepared from notes and diagrams made at the scene to record direct eyewitness statements as near to the actual time of observation as possible. All statements should include the time and date given, and the town or county where the statement was made.  It the statement is intended to be used in court proceedings, a suitable juror is required, otherwise, a simple statement that the description is sworn to be true under penalty of perjury with the date, place and time should be included.  

All pictures should be similarly identified. Let people know on tape that they are being recorded.  Also, make sure that the names and addresses and day and evening phone numbers of all eyewitnesses are noted or recorded. If a formal police report or other official investigation is conducted by any government agency, get the name and badge number of the official, or a business card, and find out when a copy of the official report will be available to the public.  If you are requested to make a statement, you have the right to have the Company lawyer attend your statement at no cost to you. A satisfactory accident report will answer the following questions: 

1. What happened?  The investigation report should begin by describing the accident, the injury sustained, the eyewitnesses, the date, time and location of the incident and the date and time of the report. Remember: who, what, when, where and how are the questions that the report must answer. 

2. Why did the accident occur?  The ultimate cause of the accident may not be known for several days after all the data are analyzed.  However, if an obvious cause suggests itself, include your conclusions as a hypothesis at the time you give your information to the person in charge of the investigation. 

3. What should be done?  Once a report determines the cause of the accident, it should suggest a method for avoiding future accidents of a similar character.  This is a decision by the Responsible Safety Officer and the supervisor on the project, as well as top management.  Once a solution has been adopted, it is everyone's responsibility to implement it. 

4. What has been done?  A follow up report will be issued after a reasonable amount of time to determine if the suggested solution was implemented, and if so, whether the likelihood of accident has been reduced. 

1.30.a   Appendix A – Sample Questions - Accident or Near Miss Investigation

Sample Questions to be Asked During an Accident or Near Miss Investigation

	Who…
	
	Why…

	
	was injured?
	
	
	was the employee injured?

	
	saw the accident?
	
	
	did the employee behave that way?

	
	was working with him / her?
	
	
	did other persons behave that way?

	
	had instructed, trained, assigned the employee?
	
	
	wasn’t personal protective equipment used?

	
	was involved?
	
	
	weren’t specific instructions provided?

	
	can help prevent recurrence?
	
	
	was the employee in that position / place?

	
	
	
	
	was the employee using that machine or tool(s)?

	What…
	
	
	didn’t the employee check with supervisor?

	
	was the accident?
	
	
	did the employee continue working?

	
	was the injury / illness?
	
	
	was the employee allowed to continue working?

	
	was being done at time of accident?
	
	
	wasn’t the supervisor there at the time?

	
	guards were or were not used?
	
	
	

	
	tools were being used?
	
	Where…

	
	equipment was involved?
	
	
	did the accident occur?

	
	operation was being performed?
	
	
	was the employee at the time? 

	
	specific instructions had been given?
	
	
	was the supervisor at the time?

	
	precautions were necessary
	
	
	were co-workers at the time?

	
	PPE should be used?
	
	
	were other persons involved at the time?

	
	did others do to contribute to the accident?
	
	
	were witnesses when the accident occurred?

	
	problem or questions were encountered?
	
	
	else does this condition exist?

	
	did the employee or others do after the accident?
	
	
	

	
	did witnesses see?
	
	When…

	
	can be done to prevent recurrence?
	
	
	did the accident occur?

	
	safety rules were violated?
	
	
	did the employee begin the task?

	
	safety rules were lacking?
	
	
	was the employee assigned to the task?

	
	safety rules / procedures are needed?
	
	
	were the hazards pointed out to the employee?

	
	environmental factors (noise, lighting, floor conditions, layout, etc.) were involved?
	
	
	did the supervisor last check on the employee’s progress?

	
	
	
	
	did the employee notice something was wrong?

	How…
	
	
	

	
	was the employee injured?
	
	
	

	
	could the accident have been avoided?
	
	
	

	
	could co-workers avoid similar accidents?
	
	
	


1.31  Records 

[Company_Name] maintains records of employee training, hazard identification and abatement, and accident investigation. Records shall be kept to document safety and health training for each employee by name or other identifier, training date, types of training and training providers.
[Company_Name] shall keep records of fatalities, injuries, and illnesses must record each fatality, injury and illness that:

· Is work-related; and

· Is a new case; and

· Meets one or more of the general recording criteria.

1.32  OSHA Records Required 

Copies of required accident investigations and certification of employee safety training shall be maintained by the Responsible Safety Officer.  A written report will be maintained on each accident, injury or on-the-job illness requiring medical treatment.  A record of each such injury or illness is recorded on OSHA Injury and Illness Log (OSHA Form 300) and Summary of Occupational Injuries and Illnesses Form 300A according to its instructions.  The OSHA 300A Summary form must be signed by a company official. [Company_Name] will have this 300A form reviewed and signed by our company’s – RSO, “rso”. This is to certify that the RSO – “rso”, has examined and reviewed the OSHA 300A Log form and that he or she reasonably believes, based on his or her knowledge of the process by which the information was recorded, that the annual summary is correct and complete.

[Company_Name] will post a copy of the annual OSHA 300A summary in each establishment in a conspicuous place or places where notices to employees are customarily posted. [Company_Name] will ensure that the posted annual summary is not altered, defaced or covered by other material.

Supplemental records of each injury are maintained on OSHA Form 301 (OSHA Injury and Illness Incident Record), and/or an equivalent of From 301, such as Companies Report of Injury or Illness as per local State requirements. This form must be completed 7 calendar days after the company receives information that a recordable work-related injury or illness has occurred. To be considered an equivalent form, any substitute must contain all the information asked on the OSHA Form 301.

Every year, a summary of all reported injuries or illnesses is posted no later than February 1 to April 30 of the year following the year covered by the form on OSHA Form 300.  These records are maintained for five (5) years from the date of preparation or five (5) years following the end of the calendar year that these records cover whichever is longer. The OSHA Form 300 and 300A has replaced OSHA Form 200 and OSHA Form 301 has replaced OSHA Form 101.

1.33  General Safety Rules 

These rules set out basic procedures to minimize workplace hazards.  Please follow them always. 

1.34  General Statement on Safety 

Familiarize yourself with and then follow all safety and health rules and regulations.  General safety rules are: 

1. Observe all smoking and fire prevention regulations. 

2.  Employees with long hair, regardless of their sex, must maintain their hair in such a way that it does not become a safety hazard. 

3.  Work clothing must not present a safety hazard.  Shorts, loose or bulky clothing is not permitted. 

4.  Canvas or soft leather shoes will not be allowed on Construction Jobsites.  Work boots or shoes must be worn.  Safety toe shoes are highly recommended. 

5.  Protective head gear (hard hats), hearing protection, eye protection and other personal protective equipment will be worn in designated areas. 

6.  Horseplay is prohibited.  This includes scuffling, yelling, running, throwing tools or material, or playing practical jokes on other employees. 

7.  No fighting will be allowed. 

8.  There will be no throwing of food or paper in lunchrooms.  All garbage will be placed in a covered waste receptacle. 

9.  No equipment will be operated until safety guards are in place. 

10.  Lock out tags or locks shall not be removed unless authorization to remove them is given. 

11.  There will be no adjustment or removal of safety devices unless authorization is given. 

12.  Safety signs must be observed. 

13.  No riders will be allowed in or on company vehicles or any other equipment. 

14.  Drivers of vehicles must make daily safety inspections of their machines prior to operation.  Report defects immediately to the supervisor or the repair shop. 

15.  Industrial injuries are to be reported to your supervisor immediately. 

16.  Orderly and clean work places are every employee's responsibility. 

17.  Fire extinguishers that have been used or that have a broken seal must be turned in to your supervisor. 

18.  Fire hoses are to be used for fire only. 

21.  Personal vehicles are to be parked in the designated area. 

22.  Obey the posted property speed limit. 

You are [Company_Name]'s most important asset. We want to conduct all operations in a safe manner. Your cooperation is necessary for the protection of yourself and others. It is important that you follow safety rules; that you use the safeguards and the safety equipment provided; and, that you make safety part of your job. The Company is covered by the Occupational Safety and Health Act, and must comply with its requirements. Employees are expected to cooperate fully in maintaining such compliance, including notifying your supervisor immediately of any known or concealed dangers in your work area. If you feel uncomfortable or unsafe in any work situation please let a supervisor know that you need assistance. Do not perform any task or duty that you to do feel properly equipped or trained on executing.

[Company_Name] does not believe that "accidents are bound to happen." [Company_Name] gives utmost consideration to the safety of our employees. We constantly strive to eliminate hazards using the most up-to-date safety devices, constant inspection, and constant and continuous safety education. Part of your job is to help prevent accidents. The right way to perform a job is the safe way! We cannot give you an ironclad set of rules applying to all situations. Familiarize yourself with the general safety rules that are listed below. Be sure to familiarize yourself with your own departmental safety rules that are posted on the bulletin board in your department. When you see a dangerous work practice or safety hazard while working, be sure to report it immediately to your supervisor or to a member of the Employee Safety Committee. 

Eyes - Protect your eyes. Safety glasses or face shields must be worn. 

Housekeeping - Keep yourself and your work area clean. Dirty and disorderly conditions cause many accidents.  Serious injury can be caused by an employee slipping on an oil spot. Any time you see oil or grease on the floor, be sure to report it to your supervisor immediately. 

Compressed Air - To safeguard yourself and others from the danger of flying chips, do not use compressed air to clean off machines; use a brush. Never direct an air hose toward another employee. Never use compressed air to blow chips from your hands, face or hair. Above all, do not be guilty of using an air hose for any kind of horseplay. Lifting - Do not strain to lift or push objects that are too heavy for you. Ask for help. Be sure you lift the right way by bending your knees, keeping your body erect and then pushing yourself upward with your legs. Make your legs do the work, not your back. Machines - Inspect your machine for defective or worn parts.  Safety guards on your machine are installed for your protection.  Do not remove them without your supervisor's permission. Never try to repair machines, electrical equipment, or tools. Do not attempt to clean machines while they are in operation. Report any defective equipment to your supervisor. Defective tools should be exchanged for good ones at the tool crib. Horseplay - We aren't trying to dampen anyone's spirits, but serious accidents can result from running, throwing things, scuffling, or playing practical jokes. Don't indulge in horseplay during rest or lunch periods or during working hours. 

Clothing - Wear clothing suitable to your job. All employees working on or around machines must wear short-sleeved shirts or blouses, except those working around high temperatures. 

Shoes - Substantial shoes must be worn to protect feet and toes.  Those handling material or heavy objects should wear safety shoes. No cloth tennis shoes, sandals, or moccasins may be worn in construction zones. 

Running - Running on company property, particularly in aisles or on stairs is dangerous and strictly prohibited. 

Fires - A fire could burn us all out of a job. Be careful with matches, cigars, and cigarettes. Be sure that they are extinguished before you dispose of them. In case of fire, the plant is protected by an automatic sprinkler system. To report a fire in your own department, activate the nearest fire alarm. In case of fire in another part of the plant, do not leave your area until ordered to do so, unless you have been designated to handle fire equipment. Remember to leave your place of work in an orderly manner. Use only regular exits. Exits must always be kept clear of obstructions. 

1.35  Hard Hat Inspection and Replacement

It is each employee’s responsibility to inspect and maintain his or her hard hat in a clean, usable condition. To accomplish this, hard hats shall be inspected on a regular basis at a minimum every two months while in use and before the start of any field project requiring the use of a hard hat.

Hard hat inspection.

Industrial head protection hard hats do not have an indefinite useful life. [Company_Name] requires employees to replace all hard hats every five years, regardless of the cap's outward appearance or under the following conditions.

 If a cap has been struck by a forcible blow of any magnitude, both the hard hat shell and suspension should be replaced immediately, even if no damage is visible.

If the hard hat fails this simple field test that can be performed by an employee or supervisor to determine possible degradation of polyethylene shells: 

Compress the shell inward from the sides about 1" with both hands and then release the pressure without dropping the shell. The shell should quickly return to its original shape, exhibiting elasticity. Compare the elasticity of the sample with that of a new shell. If the sample does not exhibit elasticity similar to that of a new shell, or if it cracks due to brittleness, it should be replaced immediately. 

How old is your hard hat? 

The date code indicates when the hat was molded. Date codes are molded into the hat shell and they specify the following:

· Day; 

· Month; and 

· Year the hat or cap was molded. 


The large arrow inside the "Month / Year" circle points to the month, and the two digits inside that inner circle indicate the year. The arrow inside of the "Day" circle points to day of month. Depending on what model hard hat / cap you have you may find the date code in one of two locations on the hat, on the inside of the shell or the underside front brim of the hat / cap. See the examples below.

[image: image1.jpg]Location #1: This example shows a cap that was molded on January 3, 2006.





1.36  Protective Clothing 

Proper safety equipment is necessary for your protection. The Company provides the best protective equipment it is possible to obtain. Use all safeguards, safety appliances, or devices furnished for your protection and comply with all regulations that may concern or affect your safety. Wear your gear properly -- all snaps and straps fastened, cuffs not cut or rolled. Your supervisor will advise you as to what protective equipment is required for your job. 

Certain jobs require standard safety apparel and appliances for the protection of the employee. Your supervisor is aware of the requirements and will furnish you with the necessary approved protective appliances. These items shall be worn and effectively maintained as a condition of your continued employment and part of our mutual obligation to comply with the Occupational Safety and Health Act. Safety goggles, glasses and face shields shall correspond to the degree of hazard, i.e., chemical splashes, welding flashes, impact hazard, dust, etc. Do not alter or replace an approved appliance without permission from your supervisor. Rubber gloves and rubber aprons shall be worn when working with acids, caustics or other corrosive materials. Specified footwear must be worn. No jewelry shall be worn around power equipment. Hearing protection appliances (approved muffs or plugs) shall be worn by all employees working within any area identified as having excess noise levels. Your supervisor will instruct you in the proper use of the appliance. 

1.37  Hand Tools                               

The company shall be responsible for the condition of tools when furnished by him and the user shall inspect any tool prior to using it to determine that it is in proper operating condition. Defective tools shall be removed from service.  Handles shall be sound, straight and tight fitting. Driven tools shall be dressed to remove any mushrooming. Cutting tools shall be kept sharp and properly shaped.  Tools shall be used for purposes for which they were designed.  Hand tools shall be sheathed or boxed if transported in a vehicle with personnel. If not contained in a box, the sheathed tools shall be fastened to the vehicle.  Proper storage facilities shall be provided for hand tools. Tools shall be stored in the provided location at all times when not in use. 

1.38  Housekeeping 

Good housekeeping not only improves the appearance of the work place, it also helps prevent fires, accidents and personal injuries. Clean workbenches, machines, lockers and floors also enable you to maintain a high standard of quality in your work. For your safety, do not leave tools, scrap, or materials piled on the floor where someone may stumble over them, or overhead where there is danger of them falling.  When piling material, be careful not to exceed a safe height.  Do not pile anything in front of or against fire fighting apparatus, electrical equipment or drinking fountains. If you are a machine operator, give your machine the best possible care and be alert for signs of wear or faulty operations. Handle tools carefully and store them so that they cannot cause accidents. 

1.39  Maintenance 

Maintenance is essential to safe and efficient operation.  A maintenance crew is employed full-time to keep the plant in order. However, they cannot keep the plant up to the required standard of cleanliness without the cooperation of everyone. If you notice a situation that requires maintenance, report it to your supervisor. 

1.40  Emergencies 

If a fire breaks out at [Company_Name], certain employees have volunteered to aid in extinguishing the fire.  [Company_Name] recognizes the potential risks involved in fighting fires, and employees will be compensated for those dangers.  We do not require employees to help fight any fires; employees will only be allowed to participate after executing a mutual release of liability agreement between the Company and the employee. Unless you have been specially trained and assigned to fight a fire, in the event of fire, you must exit the facility immediately, in a safe manner. Every work area will have an evacuation diagram showing the most logical exits.  You should familiarize yourself with the diagram. FIRE DOORS MAY NEVER BE LOCKED FROM THE INSIDE.  Report any obstruction to egress routes to your supervisor immediately.  If the obstruction is not cleared, send a written report to the Responsible Safety Officer. 

It is every employee's responsibility to know the locations of the first aid stations that have been placed throughout the facility.  Instructions for use of first aid equipment are located at each station.  In the event of an emergency, contact the Responsible Safety Officer or a supervisor who is trained in first aid.  Supervisors and employees who are trained in first aid have a first aid emblem on their hardhat or jacket. 

1.41  Smoking & Fire Safety 

Fire is one of the worst enemies of any facility. Learn the location of the fire extinguishers. Know how to use them. You can help prevent fires by observing the smoking rules: 

· Smoking is not allowed on the site, except in designated areas. 

· Smoking is not permitted in rest rooms. 

· If you are not sure about where you may smoke, ask the supervisor. 

1.42  Fire Fighting 

A fire may break out at a wooded location during certain times of the year. If such an emergency occurs [Company_Name] recognizes the potential risks involved in fighting fires, and we do not require employees to help fight any fires; employees will only be allowed to participate upon a mutual agreement releasing liability between the Company and the employee. 

1.43  Special Rules 

No employee shall work alone on high-voltage electrical lines.  In certain areas, no employee will be allowed to work bare handed with wire or electricity at all.  Rubber or other insulated gloves will be required. Everyone is required to be responsible for all tools and equipment that you use; remember which vehicle you took the item from and return it to that vehicle.  When you lay the item or tool on the ground, remember where you placed it so you can return it to the proper vehicle.  It would be appreciated that when leaving the job, that all Employees help by looking around for any tools or equipment that wasn’t replaced.    
1.44  OSHA Reporting & Reporting Requirments

All serious accidents must be reported to OSHA as detailed below.   In cases of hospitalization or death, a full investigation with copies to governmental authorities will be required.  In less serious cases, the investigation report must be presented to the company for disclosure to its insurance carrier and for remedial action at the work site.

Occupational Safety and Health Administration (OSHA) announced a final rule on On Sept. 11, 2014, that requiring employers to notify OSHA when an employee is killed on the job or a single employee suffers a work-related hospitalization, amputation or loss of an eye. The new rule, will go into effect on Jan. 1, 2015, for workplaces under federal OSHA jurisdiction.
As stated, under this revised rule, employers will be required to notify OSHA of work-related fatalities within 8 hours, and work-related in-patient hospitalizations, amputations or losses of an eye within 24 hours.
1.44.a   How do I Report a Severe Injury:

You have three options for reporting the event:

1. By telephone to the OSHA Area Office nearest to the site of the work-related incident. Information about OSHA Area Offices. 

2. By telephone to the 24-hour OSHA hotline (1-800-321-OSHA or 

1-800-321-6742).

3. Electronically, using the event reporting application that will be located on OSHA's public website.

Prior to the new ruling, OSHA’s regulations required an employer to report only work-related deaths and/or incidents requiring hospitalizations of three or more employees. Reporting incidents of single case hospitalizations, amputations or loss of an eye was not required under the previous rule.
All employers covered by OSHA, and including those who are exempt from maintaining  illness and injury records (small farms with 10 or less employees and/or no temporary labor camp), are required to comply with OSHA’s new severe injury and illness reporting requirements.

The Appropriations Act exempts small farming operations from the enforcement of all rules, regulations, standards or orders under the Occupational Safety and Health Act. A farming operation is exempt from all OSHA enforcement and inspection activities if it:

• Employs 10 or fewer employees currently and at all times during the last 12 months (One part-time employee equals one full-time employee, immediate family members are not considered to be employees); and
• Has not had an active temporary labor camp during the preceding 12 months.
• To be considered a temporary labor camp, housing maintained by a farm must be provided: 1. As a required condition of employment, and; 2. for a discrete, temporary period of time (i.e. for seasonal or temporary employment).
• If a small farm does not meet both of these requirements, they would not be considered to have a temporary labor camp and would not be subject to any OSHA inspection or enforcement activities.

1.44.b   Details of What Repoting Information Is Required

You must give OSHA the following information for each fatality, in-patient hospitalization, amputation, or loss of an eye:

1. The establishment name;

2. The location of the work-related incident;

3. The time of the work-related incident;

4. The type of reportable event (i.e., fatality, in-patient hospitalization, amputation, or loss of an eye);

5. The number of employees who suffered a fatality, in-patient hospitalization, amputation, or loss of an eye;

6. The names of the employees who suffered a fatality, in-patient hospitalization, amputation, or loss of an eye;

7. Your contact person and his or her phone number; and

8. A brief description of the work-related incident.

1.44.c   How To Report An Auto Accident On A Public Street or Highway

If the motor vehicle accident occurred in a construction work zone, then you must report the fatality, in-patient hospitalization, amputation, or loss of an eye to OSHA. If the motor vehicle accident occurred on a public street or highway, but not in a construction work zone, then you do not have to report the fatality, in-patient hospitalization, amputation, or loss of an eye to OSHA. However, you must record the event on your OSHA injury and illness records, if you are required to keep OSHA injury and illness records.

1.44.d   Commercial Or Public Transportation System Accidents

You do not have to report the fatality, in-patient hospitalization, amputation, or loss of an eye to OSHA if it occurred on a commercial or public transportation system (e.g., airplane, train, subway, or bus). However, you must record the event on your OSHA injury and illness records, if you are required to keep OSHA injury and illness records. 

1.44.e   Other Commonly Asked Questions

Do I have to report a fatality or in-patient hospitalization caused by heart attack?

If the heart attack is related to a work-related incident, you must report the fatality or in-patient hospitalization. Your local OSHA Area Office director will decide whether or not to investigate the incident.
What if I don’t learn  about a reportable fatality, in-patient hospitalization, amputation, or loss of an eye right away? Or what if I cannot determine that it was work-related right away?

You must report to OSHA within the following time period after the fatality, in-patient hospitalization, amputation, or loss of an eye is reported to you or to any of your agent(s) and you determine that it is work-related: 8 hours for a fatality, and 24 hours for an in-patient hospitalization, an amputation, or a loss of an eye.

How does OSHA define “in-patient hospitalization”?

OSHA defines in-patient hospitalization as a formal admission to the in-patient service of a hospital or clinic for care or treatment.
Do I have to report an  “in-patient hospitalization” that involves only observation or diagnostic testing?

No, you do not have to report an in-patient hospitalization that involves only observation or diagnostic testing. You must only report each in-patient hospitalization that involves care or treatment.

How does OSHA define “amputation”?

An amputation is the traumatic loss of a limb or other external body part. Amputations include a part, such as a limb or appendage, that has been severed, cut off, amputated (either completely or partially); fingertip amputations with or without bone loss; medical amputations resulting from irreparable damage; amputations of body parts that have since been reattached. Amputations do not include avulsions (tissue torn away from the body), enucleations (removal of the eyeball), deglovings (skin torn away from the underlying tissue), scalpings (removal of the scalp), severed ears, or broken or chipped teeth.

For further questions or information

https://www.osha.gov/recordkeeping2014/faqs.html#reporting
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