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Statistics indicate that 85% of all work-related injuries are caused by an 
unsafe act by the injured employee or a co-worker. To combat this trend, a 
strong stand on safety is necessary. It has been proven that by developing 
an effective safety program, which promotes a positive safety attitude, the 
accident and injury rates can be lowered thus lowering insurance premiums. 

In keeping with the agency mission, the Safety and Loss Control 
Division's goal is to provide consultation and training to the members of the 
State Accident Fund. By providing this service to our members we hope to 
assist you in the reduction of accidents and lowering the high insurance . 
premtums. 

The following guide should be used as a reference for establishing a 
working program for your company. It will provide you with an outline that 
can be incorporated into your businesses' every day activities. It is intended 
only as a guide to provide a framework to develop a program, not as "the, 
program for you. 

Mission 

The Mission of the State Accident Fund is to: . . ... 
• Provide an assured worker's compensation insurance market for,fta.1:~ 

agencies and political subdivisions, with capability to as~ure sycJ:l:~ market 
for small businesses should the commercial market becC>rrte inad~uate; 

• Facilitate timely medical rehabilitation, family income replacement and 
return of injured workers to full employment; ... 

• Assist and train pblicyholders in workplace accident and disease 
prevention; and . ' .· ,' 

• Ensure actuarial soundness of the fund with premium rates that are 
equitable and neither excessive not inadequa~e. .,:rr 
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MANAGEMENT COMMITMENT 

A Note To The Manager 

Your attitude toward safety and health shows 
in every decision you make, and every action 
you take. Your employees respond to that 
attitude. You can demonstrate your 
commitment through your personal concern 
for employee safety and health and by the 
priority you place on safety and health issues. 

just as you have established ways to yield maximum production and quality 
control, you should also have systems to control potential hazards at your 
workplace and to correct hazardous conditions or practices if and when they 
occur. It's a matter of fully committing yourself to developing and running 
an effective safety and health program . 

What Constitutes Management Commitment? 

Your commitment to protecting your employees from workplace hazards is 
reflected in all aspects of your safety and health program, but more so in the 
organization and management of the program. To leave no doubt about 
your personal conviction that safety and health is every bit as important as 
productivity and quality, you should combine safety and health with your 
other business functions. For example, the following kinds of actions would 
show your employees that you are serious about safety and health: 

1. Set measurable objectives for safety and health the same way you 
set objectives for other business functions such as sales or 
productivity. 

2. Assign safety and health responsibilities to your staff, just as you 
would assign production responsibilities . 
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3. Hold your supervisors and employees accountable for their safety 
and health responsibilities, and reward good performance while still 
correcting any problems. 

4. Allocate sufficient company resources for: 

a. the identification and control of hazards and potential 
hazards; 

b. the installation of engineering controls; 

c. personal protection equipment; and 

d. safety and health training and promotion. 

5. Establish clear lines of communication for your employees to tell 
you of their safety and health concerns. 

6. Take every opportunity to let employees know of your concern for 
safety and health by: 

a. including safety and health topics in meetings and 
conversations with employees; 

b. taking any necessary corrective action after inspections or 
accidents; and 

c. providing feedback on safety performance. 

7. Set a good example! If, for instance, you require hard hats to be 
worn in a specific area, then you must wear a hard hat in that area. 

Once you and your employees are convinced that safety and 
health are essential parts of daily business operations right 
along with production and quality control, you will have a 
solid foundation for an effective workplace protection 
program . 

2 
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COMPANY SAFETY POUCY 

A "safety and health policy,, communicates your company,s 
commitment to employee safety and health, and defines what is expected of 
all workers. The policy statement is the place to express your goals or 
principles regarding employee safety and health. Because it contains the 
essence of your beliefs about safety, the safety policy should be brief. At the 
minimum, it must emphasize top managemenfs full support for assuring 
worker safety and health. At the maximum, it puts safety on a par with 
profit and productivity. 

The policy will carry the most weight if it is signed by the 
organization,s chief executive officer. It also should be given wide publicity 
in the company and should set the tone of operations for both management 
and employees. This policy should be reviewed during new employee 
orientation, safety meetings and should be posted for all to view . 

The following is a list of possible statements that might be in a safety policy: 
• The safety and health of employees, the public, and the company 

are first in importance. 
• We are committed to make continual improvements in safety. 
• Employees will be trained to work in a safe manner. 
• Safety will not be sacrificed to production. 
• Every member of this company is charged to make every effort to 

prevent accidents. 
• Supervisors are responsible for safety as for production. 
• Employees are responsible to work safely and report hazards. 
• All safety rules, regulations, laws and policies will be vigorously 

enforced. 
• Compliance with this policy and all safety procedures within this 

company is a condition of employment. 

MAKE SURE YOU LEAD BY EXAMPLE: .. 

FOLLOW YOUR OWN RULES ... 

NO EXCEPTIONS! 

3 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

SAMPLE COMPANY SAFETY POLICY 

"It is the policy of (XYZ Company) to provide all employees with 

a safe and healthy workplace. To ensure that a safe workplace is 

maintained, employees will observe all safety practices, rules and 

standards throughout the workday. All accidents and injuries can 

be prevented by the monitoring and maintaining of a quality safety 

program." 

,· 



• 

• 

• 

IDENTIMNG RESPONSIBILITIES 

As in any business function, it is important to identi-fY the individual 
responsibilities of managers, supervisors and employees. A safety program 
should not be instituted without clearly defining the specific tasks and roles 
of each employee. 

The following breaks down the function of each member and specific areas of 
responsibility for that member. 

EXECUTIVE MANAGEMENT RESPONSIBILITIES: 

1. Develop the policy statement. 
2. Develop written performance standards for supervisors. 
3. Assign responsibility. 
4. Support written safety rules. 
5. Provide leadership. 
6. Evaluate effectiveness. 
7. Support a health and safety committee . 
8. Support training and education. 
9. Promote visibility. 
10. Personally follow all rules. 

SUPERVISOR RESPONSIBILITIES: 

1. Be aware of safety and health regulations. 
2. Know the operations in each job supervised. 
3. Establish work methods and procedures for all job tasks. 
4. Educate and train employees. 
5. Document training. 
6. Encourage employee participation in all safety functions. 
7. Provide personal protective equipment and oversee maintenance of all 

equipment. 
8. Make periodic safety inspections. 
9. Investigate all accidents and near-miss accidents in a timely manner. 
10. Report unsafe conditions and correct immediately. 
11. Enforce compliance .of safety rules, with disciplinary policy . 
12. Personally follow all safety rules and practices. 

4 
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1. Report prior injuries of physical limitations to ensure that the employee is 
assigned work that they can perform safely. 

2. Comply with prescribed job procedures and instructions of supervisors. 
3. Report all accidents and injuries immediately to a supervisor no matter 

how minor they may appear. 
4. Wear the proper personal protective equipment. 
5. Report hazardous conditions and other safety concerns to a supervisor. 
6. Know what to do in case of an ~mergency. 
7. Follow all safety rules and practices . 

5 
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!THINGS SUPERVISORS SHOULD DO TO PROMOTE SAFETY I 

1. Set a good example .. 

2. Know the operations in each job. 

g. Establish work methods and procedures that are well understood. 

4. Provide job instruction on every operation . 

.5. Be alert for unsafe conditions. 

6. Inspect often. 

1. When you find something wrong- take action quickly. 

~. Maintain discipline. 

9. Know your employees. 
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EMPLOYEE INVOLVEMENT 

~
. . .··. Behavioral scientist and educators have been saying for 

_.,... .··· some time that involvement techniques are useful as 
· · tools for training and motivation. This concept also 

applies to the field of safety. Involvement, properly used, can be one of the 
most important tools in a safety program, but it must be planned and built 
into the system. 

The traditional safety program should includes the following steps: 
1. Identify existing and potential problems and hazards in the 

organization. 
2. Determine their causes. 
3. Develop solutions. 
4. Implement the solutions. 
5. Verify that the solution is working and monitor its effect . 

These five steps can be carried out without input from your employees. 
However, this is courting failure, or at least minimal 
success. Managers in all fields and all industries are 
realizing the importance of including employees in the 
decision-making process. This is important in safety, 
too. Who knows better than the employees themselves 
what problems and hazards they encounter on the job? 

Safety programs can be developed in a vacuum, and many 
organizations do it. If you try, don,t be surprised if employee 
resistance makes the implementation step extremely difficult. It 
has been proven that you get the best information from employees 
because they know their jobs better than anyone else, and they are 

willing to assist in the implementation of solutions because they have a hand 
in developing the solutions. 

Many of the most successful safety programs rely heavily on employee 
hazard identification programs and employee input on safety policies, safety 
committees, inspections and audits, safety analyses, accident investigations 
and safety training and meetings. 
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Some ways to involve your employees in yoLtr safety program are: 
1. Make safety part of all employee training and evaluations. 
2. Act on all reports by employees of unsafe practices and fix hazards 

immediately. 
3. Make up safety contest or find ones that other businesses are using. 
4. Give recognition to employees with certificates, awards, bonuses or 

other incentives. 
5. Respond to all employee concerns and suggestions . 

7 
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SELF CHECK UST FOR A SAFETY PROGRAM 

1. Do you have a management safety policy signed by ·a top executive? 
2. Is your safety policy given any publicity other than appearing in a 

book of general rules? 
3. Are all your employees familiar with the safety policy? 
4. Does a representative of management attend safety meetings? 
5. Is safety included in the agenda of company meetings? 
6. Does management know accident costs, including-both insured and 

uninsured costs? 
7. Has the authority for safety activities been assigned to one 

individual? 
8. Have the duties and responsibilities of all persons involved in safety 

such as manager, safety officer, supervisors and employees been 
spelled out in writing? 

9. Is safety included in the job description for supervisors? 
10. Is safety included in your supervisory evaluations? 
11. Do you have a job safety analysis program? 
12. Do supervisors use the job safety analysis forms to train workers? 
13. Do supervisors periodically review the job with workers following 

the steps in the JSA? 
14. Do you investigate all accidents promptly and provide summary 

reports of your accident experience to all involved departments 
including top management? 

15. Have you reviewed your accident report forms within the past 
year with all involved persons to uncover any problem areas? 

16. Is first aid treatment readily available to your employees? 
17. Do you offer company-sponsored first aid coursed for your 

employees? 
18. Do you have a safety committee? 
19. Do you have scheduled safety meetings for all employees? 
20. Do you have a safety suggestion system? 
21. Is there any evidence of safety in the work areas such as signs, 

posters, etc? 
22. Do you conduct periodic fire drills? 
23. Do you conduct periodic safety inspections? 
24. Do you have a set procedure for correcting unsafe conditions? 
25. Do you manage your workplace injuries by using a company 

physician and utilizing an early return to work program? 

I 
Yes/No 
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KEY LOSS CONTROL ELEMENTS 
SELF RATING WORKSHEET 

POOR 
Top management commitment 0 

Loss Control responsibilities assigned 0 

Standardized hiring policies and procedures 0 

Written health and safety program 0 

Active safety committee 0 

Enforced safety rules and work practices 0 

Job-specific safety training 0 

Planned, systematic safety audits 0 

Thorough accident investigations 0 

Claims management policies and procedures 0 

Modified or light duty program 0 

Ongoing record keeping and data analysis 0 

Designated medical providers 0 

Substance abuse prevention policy 0 

COLUMN TOTALS 

FAIR 
1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

1 

COMBINED TOTAL 

GOOD 
2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

2 

Overall rating: 0- 11, poor; 12- 24, fair; 25-34, good; 35-42, great 

GREAT 
3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 

3 
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Safet:y Committee 

Safety committees can be a viable and positive element in reducing worker,s 
compensation claims, increasing employee participation in the companls loss 
control efforts, and preventing accidents by identifying problems and 
hazards before they cause injuries or illnesses. The extra emphasis a safety 
committee can give will help maintain safety awareness thus leading to safer 
work practices on the part of the employee. 

The function of a safety committee is to create and maintain interest in loss 
prevention and to help open and maintain communications between 
management and employees. 

The goals of the committee should be to: 
• Enhance safety awareness among employees . 
• Identify hazards and suggest actions to eliminate them. 
• Identify employee safety training needs. 
• Develop and implement accident investigation procedures. 

Once these goals are understood, the safety committee should set specific 
objectives for each goal. 

Management Support 

Support from management is critical to the effectiveness of a safety 
committee. Management needs to be ready to support the committee and 
take action. Committees will do a commendable job if their ideas, efforts and 
suggestions are supported. A purposeful, empowered safety committee, with 
the support of the management team, can have a dramatic positive impact 
on the safety performance of the organization. 

A committee charter should be formed stating the purpose of the committee 
with ifs goals and objectives. The charter should be signed by top 

• management and filed as proof that the committee and its work is valued. 

8 
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It is important that the necessary funds be provided for 
the safety committee to work effectively. Some 
recommendations and suggestions are going to cost 
money. If management's attitude is one of not helping to 

locate the funds, then the committee and general staff will get the feeling 
that safety is only important to the point that it doesn't cost. 

Responsibility and Authority of the committee 

The safety committee does not make company policy, but is responsible for 
recommendations to management which address employee safety and health 
issues. Management should consider each recommendation and promptly let 
the safety committee know what action it will take, why and when. 

Membership 

There are various viewpoints concerning management's participation on the 
safety committee. One viewpoint is that the safety committee should consist 
of an equal number of management representatives and employee 
representatives who have a good understanding of the company's overall 
operations. Another viewpoint is that the committee should be made up of 
employees only, since some employees will not get involved in the presence of 
management. Members should be represented from every department 
within the organization. 

There should be no fewer that 2 members for 
businesses with 20 or fewer employees and no 
fewer than 4 members for businesses with more 
than 20 employees. The members should have an 
interest in the general welfare of the organization 
and its employees. They should be volunteers or 
be elected by their peers. 

Appointment to the safety committee should be for a period of twelve 
months. This assures that everyone will have the opportunity to serve on 
the committee at some point in time . 

9 
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The first committee members should be replaced under the following 
schedule: 

• One third replaced after nine months service. 
• One third replaced after 12 months service. 
• One third replaced after 15 months service. 

Following the first year appointments, committee members should be 
appointed for twelve month terms. Members may also be appointed for 
successive terms. 

When an employee accepts this responsibility, this activity should be used as 
a positive addition to his/her performance evaluation. It should not be used 
negatively in an evaluation. If the employee-does not work out as a safety 
committee member, merely replace them. Management should use safety 
committee participation to provide positive reinforcement to employees who 
make the extra effort. This can make the safety committee participation a 
valued activity, rather than a thankless task. -

Duties of Committee Members 

The National Safety Council describes typical 
duties of the safety committee as follows: 

Chairman- Arrange for a meeting place 
Notify members of meeting dates 
Arrange the program 
Schedule the meeting 

Secretary - Prepare minutes of the meetings 
Distribute material 
Report status of recommendations 

Members - Attend all safety meetings 
Report unsafe conditions 
Report accidents and near misses 
Investigate serious accidents 
Contribute ideas and suggestions 
Work safely 
Influence others to work safely 
Make inspections 

10 



• Meetings 

Plan and hold regular committee meetings. Meetings can 
be held as often as once a month or they can be spread 
out to once a quarter. Make sure that meetings are held 
often enough to be effective and not so often that 
management considers it a waste of time. 

All meetings should have an agenda which is adhered to 
as closely as possible. This agenda should be distributed 

_ to the members in advance of the meetings or at the 
beginning of each meeting. Regular topics on the agenda should consist of 
previously undiscussed accidents, review of previous meeting notes, 
upcoming training and promotions and other concerns of the members. 

The meeting minutes and related notes should be filed for future reference. 
Copies of the minutes should be given to each member. 

• Training 

• 

To become a real asset, members should be oriented to the committee,s goals 
and objectives. Each member must be knowledgeable in certain critical areas 
to assume full responsibility on the committee. These areas include: 

Safety committee purpose and operation 
Hazard identification 
Accident and incident investigation techniques 
Reporting procedures 

Inspections 

Surveying the workplace for hazards should be a priority during 
the initial stages of safety committee work. A safety committee 
team can conduct hazard surveys by walking through the work 
area noting and documenting hazards. An easy way to do this is 
to develop a self inspection checklist. The safety committee 
should then report findings to management. Hazards with the 
most severe consequence and highest probability of occurrence 
should be corrected first. 

11 



• Accident I Incident investigation 
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The major purpose of an accident investigation is to prevent recurrence of 
the accident. The safety committee should seek to eliminate the causes of 
the accident and any other contributing factors. The main thrust of the 
investigation should be to make recommendations to management that will 
prevent future occurrences. It is also important to treat the "near misses" 
as a full accident, conducting the same investigation as would be done for an 
accident. 

It may not be necessary for the entire s~fety committee to be involved in 
every accident investigation. It is important for the results of the 
investigation to be discussed at the safety committee meetings so members 
can be aware of the causes and preventions . 

Teamwork is the 
key to safetyl 

12 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

SAFETY COMMI 1'1 EE CHARTER 

DATE TEAM FORMED: 

ADVISOR: 

TEAM LEADER: 

MEMBERSHIP FOR (YEAR): 

PURPOSE 

To assist management in the observation of workplace hazards and the 
evaluation and implementation of safety (health recommendations. To 
create and maintain the interest of agency employees. in occupational safety 
and health matters. 

OBIECTIVES • 

• To assist management in the development of a workplace safety 
program. 

• To promote communication and implementation of safety and 
health matters in the workplace. 

• To encourage the employees to increase their involvement in agency 
safety activities. 

• To work toward an "accident free, workplace. 



• SCOPE 

• 

• 

The safety committee will meet the last Monday of each month. Minutes of 
the meeting will be taken and distributed to all members. The safety 
committee members will: 

• Review accident {injury reports and discuss corrective actions 
· necessary to prevent future accidents. 

• Regularly inspect the facility to detect unsafe conditions and 
unsafe practices. 

• Recommend suitable hazard elimination or reduction 
measures. 

• Actively participate in safety and health instruction programs 
and evaluate the effectiveness of these programs. 

• Discuss improvements to existing safety and health rules and 
procedures. · 

• Compiling and distributing safety, health and hazard 
communications to the employees . 

Expected Results 

1. Increased employee involvement in the agency safety efforts. 
2. Continue employee awareness of safety and health issues. 
3. Continue to strive for a "no accident" record. 

Reviewed and approved by the Management Team . 

COE, or Management Repr:esentative Date 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

SAFETY COMMI a· I EE MEETING 
AGENDA 

DATE-------------

MEMBERSPR~ENT: ------------------

REVIEW ACCIDENTS 

The following accidents or near misses happened since the last meeting. 
Recommendation/ 

Date of Injury Cause Action Taken 

OLD BUSIN~S 

Recommendations completed: 

Recommendations not Completed: 

NEWBUSIN~S 

EVALUATION 
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SAFETY COMMI I I I EE MEETING NOTICE 

Announcement for the next Safety Committee meeting, please 
make plans to attend. 

The next Safety Committee meeting will be: 
Date 

Time Location 

In addition to the normal agenda items, please be prepared to discuss the 
following: 

• Safety Committee Chairperson Phone 
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Team Excellence 
Stone Container Corporation 

In 1994, employees at the Columbia, SC corrugated Container plant 
decided enough was enough. That year, accidents cost the plant 2 72 lost
time days, enough to fill three-quarters of the calendar, due to just three 
accidents. 

Frustrated but determined to improve their record, six Columbia 
employees joined forces to create a new plantwide Safety Committee. At 
weekly safety meetings, committee members discuss problems from the week 
before, focusing on personal protective equipment, machine-guard issues and 
notes from walk through plant inspections. 

When a team member spots an employee violating a safety rule, he or 
she invites that employee to attend the next meeting. There, committee 
members discuss the violation with the employee and offer suggestions for 
working in a more safety-conscious manner. 

In 1995,just one years after the Safety Committee held its first 
meeting, Columbia,s lost-time accident rate dropped to 25 days. In 1996, 
that number fell to zero. In the last two years, the committee has made 
believers our of management and production employees alike, more than 
doubling its membership. 

"Of course we,re happy to see our efforts paying off/, says 
Maintenance Supervisor Paul Szolis. "But we,re more interested in making 
sure that everyone continues to work safely. That means more than 
numbers ever could.,, 

Copied with permission from The Safety Pen, the quarterly newsletter of the South 
Carolina Occupational Safety Council, july- September 1997 issue . 
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HAZARD ASSESSMENT AND CONTROL 

Hazard assessment and control is a vital element in any ·safety program. It is 
your system for identifying any existing or potential hazards in the 
workplace, and eliminating or controlling them. In many ways, hazard 
control is the cornerstone of an effective safety program. If hazards occur 
(or reoccur), this reflects a breakdown in the hazard control system, and in 
turn, the safety program. The hazard control system also serves as the basis 
for developing safe work procedures and safety training. 

Correcting or controlling hazards can be accomplished in a variety of ways. 
However, to work properly, a hazard control system must have the following 
components: 

1. An initial, comprehensive hazard assessment. 

2. A job Safety Analysis or job Hazard Analysis 

3. A system for hazard identification at regular intervals. 

4. An effective system for employees to report conditions 
which may be hazardous. 

5. A system for review of workplace, injuries and illnesses, 
and 

, 6. A system for initiating and tracking hazard correction . 

13 
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Initial Hazard Assessment 

The initial safety survey, inspection or audit as it is sometimes 
called, should be conducted by a qualified person in the 
company or an outside person in the field. The Safety and Loss 
Control Department at State Accident Fund or the Voluntary 
Compliance office at OSHA will be happy to do a walk through 
audit. It helps to bring in an outsider every so often to catch 

those "unrecognized hazards,, that often go unnoticed by employees. 

If you decide to conduct your own initial hazard survey, you need to make 
sure that you make a list of all work processes and research to find out what 
is required by OSHA. There are several Inspection Checklist on the market to 
assist in the process. Several reference materials which will be helpful are: 

• The OSHA Checklist For General Industry 
• The 29CFR 1910. OSHA regulations 
• Standard Fire Codes 
• National Electrical Codes 

job Safety Analysis 

A job Safety Analysis (also known as a job Hazard Analysis) is a 
review of job methods and procedures that uncover hazards, 
and with corrective action, results in a safer and more efficient 
way to do a job. The term 'job, refers to the steps or 
activities involved in a person,s occupation. Once job hazards 
are discovered, proper solutions can be developed. 

Some solutions take the form of physical changes that minimize or control 
job hazards: for example, using machine guards. Other solutions can consists 

of changes in job procedures that eliminate or minimize hazards: 
for example, piling material more safely. Most solutions will 
require some form of training to assure that the employee knows 
and understands the changes . 

14 



• The steps to conducting a JSA consists of: 

1. Select the job to be analyzed. 

2. Break the job down into successive steps. 
a. Select the right person to observe. 
a. Explain the purpose of the analysis. 
b. Observe the person as the job is performed. 
c. Record each step on a form. 
d. Review with the employee and seek comments. 

3. Identify the hazards and potential accidents. 
a. -Striking against, being struck or other injurious contact. 
a. Being caught in or between. 
b. Slipping or tripping. 
c. Straining, pushing, pulling, reaching, twisting or lifting. 
d. Gases, fumes, mists or dust that are hazardous. 

4. Develop ways to eliminate the hazards and prevent potential 

• accidents . 
a. Find a new way to do the job. 
b. Change the physical conditions that create hazards. 
c. Eliminate the hazards that are present. 
d. Reduce the necessity or frequency of the job. 

JOB HAZARD ANALYSIS 

bFunction: ------------------------------------

Ste Hazard Safe Procedure or Protection 

1. Mix Pesticides. Possible chemical Wear chemical splash goggles. 
plash in eyes. 

2. Etc ... 

• 
15 
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Periodic Hazard Inspections 

You should conduct self-inspections on a regular basis. This 
means walking through your workplace at regular intervals to 
ensure that established safe work practices are being followed 
and that unsafe conditions or procedures are identified and 
correctly properly. These inspections are in addition to the 
everyday safety checks that are part of the routine duties of 
managers. The frequency of these inspections depends on the 

operations involved, the magnitude of the hazards, the proficiency of 
employees, changes in equipment or work processes, and the history of 
workplace injuries and illnesses. Inspections _should be performed by 
someone who is able to identify actual and potential hazards and who 
understands safe work practices. The safety committee, given the proper 
training is a great source for conducting these inspections. 

You should develop a uniform checklist for each person to 
use when conducting the inspection. These forms should 
be dated and kept for future reference. (Several sample 
checklist are enclosed . 

Checklist 
a~~
a~~~ 

a~-a~._,...._ 

a~,...._,"-. 

a~-· a~-..., 
a~,_.--. 

While you may not have the expertise to monitor and sample for health 
hazards, you do need to be able to recognize potential health 
hazards so that you can call an OSHA health consultant or other 
outside professional for assistance. Due to their scientific and 
technical nature, any health sampling and analysis must be done in 
accordance with nationally recognized procedures. 

Employee Reports Of Hazards 

(This same information can be found under the section on Record Keeping 
Systems.) 

Perhaps the best source of hazard information is the 
employee. Employees need to know whom to notify when 
a safety hazard is discovered. Employees should be 
trained on how to recognize hazardous situations and 
how to notify their immediate supervisor whenever a 

16 



• safety and health hazard is found. Prompt attention 
to the hazards identified and proper feedback to 
employees will result in a system where employees 
will continue to report hazards promptly and 
effectively. 

REPORT OF IIAFETY OR HEALTH HAZARD 

Developing a standardized form for employees to ... ._ 
complete will aid in maintaining track of the hazards ~"'i'mi;m;nmli"~ 
reported. (A sample Report of Safety or Health Hazard form is enclosed.) 

Review Of Workplace Injuries and Illnesses 

You need to review over all workplace accidents, illnesses and 
near:-misses. Analysis of these records can help in determining 
the type of accidents that occur, where they happen, their 
causes, and accident rates. Such information is invaluable in 
preventing and controlling hazards and future accidents. The 
section in this manual, Record Keeping System, details what is 

• involved in a record keeping system. 

• 

Initiating and Tracking Hazard Correction 

Identified hazards should always be corrected as promptly as 
possible. For hazards found during an OSHA consultanfs 
inspection, the consultant will work with you to develop 
mutually agreeable time frames for correcting them, based on 
the probability and severity of an injury of illness resulting 
form the hazard; the availability of needed equipment, 

w materials and/or personnel; time for delivery, installation, 
modification or construction; and training periods. You should establish 
similar time frames for hazards which you identify. Remember to provide 
interim protection to employees who need it while correction of hazards is 
proceeding . 

17 



• 

• 

• 

Except for small workplaces in which hazard correction is always immediate 
and obvious, there should be a written tracking procedure 
such as a log. It should contain the hazard, source of 

notification, when it was reported, who is responsible for correction, the 
correction target date, when it was corrected, actions steps taken to correct 
hazard and the follow-up inspection -- "<>l'•u , ,_ . 

date. (Sample Hazard Analysis Log _ _ -~..:...~s~G _T_ '"'= 

enclosed.) ~ t---+--+--+--t---t--+------ir--t ~ 

An effective system for hazard assessment and control can be your best tool 
for eliminating workplace risks· and preventing hazards from developing. The 
information you get from hazard assessment can also help you develop safe 
work procedures and training programs . 
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JOB HAZARD ANAL VSIS 

Job Function: 

Step Hazard Safe Procedure or Protection Needed 

• • • 



• 

• 

• 

STATE ACCIDENT FUND 
SAFETY CHECKLIST 

Date: __________________ __ 

Area Checked: Name: ----------------------- ~------------------------

SAFETY ITEM LOCATION OK NOT OK COMMENTS 

1. Evacuation procedures 
are posted? 

2. Exits are unobstructed. 

3. Exit lights are lit. 

4. Exit doors are easy 
to open . 

5. Fire extinguishers 
are mounted. 

6. Fire extinguishers -
monthly inspection 
completed. 

7. Emergency lights 
have been checked. 

8. First aid kits are 
stocked and accessible. 

9. Bloodborne kits are 
stocked and accessible. 

10. Office lighting is 
adequate . 

11. Work areas are clutter 
free. 



• SAFETY ITEM 

12. Floors are clean 
and dry. 

13. Machine Cords are out 
of the way. 

14. Aisles are clear. 

15. Toilets are clean. 

16 . 

• 17. 

18. 

19. 

20 . 

• 

STATE ACCIDENT FUND 
SAFETY CHECKLIST 

LOCATION OK NOT OK COMMENTS 



• REPORT OF SAFETY OR HEALTH HAZARD 

Nature of hazard 

Location of hazard 
Building _____________________ _ 

Floor-----------------------Area ________________________ _ 

Seriousness of the hazard 

• Signature Date Submitted 

Safety Officer,s Evaluation 

Plan of Action 

Date to be completed ---------------------

Final action taken 

• Signature Date 



HAZARD ANAL VSIS LOG 

Hazard Date Source of Responsibile Correction Date Actions Taken to Followup 
Reported Notification For Correction Target Date Corrected Correct Hazard Inspection 

. 

• • • 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

LIST OF COMMON SAFETY HAZARDS 

Removed or missing machine guards 

Open file cabinets/drawers 

Open electrical wiring 

Protruding objects from shelving 

Aisle storage 

Extension cord trip hazards 

Wet floors( spills 

Cracked/vaulted floors/sidewalks 

Broken/damaged carts 

Improper lifting 

Discharged/used fire extinguishers 

Expired extinguisher service tags 

Blocked fire exits 

Expired/missing first aid materials 

Blocked sprinkler heads/alarm pull boxes 

Damaged racks/conveyors 

Unsecured file cabinets 

Poor housekeeping 

Potential falling objects 

Items stored on stairs 

Upturned/frayed carpet 

Poor lighting 

Broken stair treads 

Broken chairs, desks, etc. 

Blocked fire extinguishers 

Overloaded extension cords 

Overloaded electrical outlets 

Faulty emergency lighting 

Unsecured shelving 

Unlabelled bottles/containers 
of hazardous materials 

NOTE: The items listed here are just a few of the numerous types of safety hazards that may 
be identified during any self inspection. These are listed as examples and are not 
intended as an all inclusive list of safety hazards. 
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OSHA INSPECTION PRIORITIES 

IMMINENT DANGER 
Any condition that can cause death or serious physical harm 
immediately or before the danger can be eliminated through normal 
enforcement procedures. 

OSHA can: 
• Request employer immediate voluntary removal of hazard 
• Procure an injunction prohibiting further work until 

corrected. 

FATALITIES AND CATASTROPHES 

~ Hospitalization of three or more employees 
~ Must be reported within 8 hours 

FORMALEMPLOYEECOMPUUNTS 

Alleged standard violations, unsafe or un-healthful working 
conditions. 

• OSH Act - Employee Rights 
• Confidential, if requested 

PROGRAMMED INSPECTIONS 

~ Specific high- hazard industries 
~ Specific high - hazard occupations 
~ Specific high - hazard toxic substances 
~ Target high incident rates, employer history, etc. 

FOLLOW- UP INSPECTIONS 

Take priority over programmed when 
• Willful, repeated, or serious violations existed 
• Failure to abate notifications existed 
• Imminent danger situations existed 
• Employers fail to respond 
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VIOLATIONS 

OTHER -THAN - SERIOUS VIOLATION 

Definition: 
One that has direct relationship to job safety and health, but 
probably would not cause death or serious physical harm. 

Penalty: 
Up to $7,000 for each violation 

May be adjusted downward depending on the employer,s 
demonstration of good faith to comply with OSH Act, history of 
previous violations, and size of business . 

SERIOUS VIOLATION 

Definition: 
There exists a substantial probability that death or serious 
physical harm could result and that employer knew, or should 
have known, of the hazard. 

Penalty: 
Mandatory penalty up to $7,000 for each violation 

May be adjusted downward based on employer,s demonstration 
of good faith, history or previous violations, gravity of alleged 
violation, and size of business . 
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• WILLFUL VIOLATION 

• 

• 

Definition: 
When employer intentionally or knowingly violates an OSHA 
standard or is aware that a hazardous condition exists and makes 
no reasonable effort to eliminate the condition. 

Penalty: 
Up to $70,000 for each violation with a minimum penalty of 
$5,000 for each violation. 

May be adjusted downward based only on the size of business 

If - OSHA finds an employer guilty of a willful violation that resulted in 
the death of an employee, the offense is punishable by a court -
imposed fine or by imprisonment for up to six (6) months or both. 

Criminal Conviction: 
A fine of up to $250,000 for an individual or $500,000 for a 
corporation may be imposed. 

REPEATED VIOLATION 

Definition: 
A violation of any standard, regulation, rule, or order where, 
upon re-inspection, or similar violation is found. 

Penalty: 
Up to $70,000 for each violation 
(To be repeated, the original citation must be final; a citation 
under contest may not serve as a basis for a subsequent repeat 
citation.) 

May be adjusted downward based only on the size of the 
business . 

3 



• 

• 

• 

FAIWRE -TO - ABATE VIOLATION 

Definition: 
When the employer fails to correct a prior violation. 

Penalzy: 
May carry a civil penalty of up to $7,000 for each day the 
violation continues beyond the prescribed abatement date. 

May be adjusted downward based only on the size of the
business . 

CITATIONS AND PROPOSED PENAL TIES MAY BE 
ISSUED UPON CONVICTION OF THE FOLLOWING: 

=> Falsifying records, reports, or applications, which can upon 
conviction, bring a criminal fine of $10,000 or up to six (6) months 
in jail, or both. 

=> Violating posting requirements, which can bring a civil penalty of up 
to $7,000. 

=> Assaulting a compliance officer, or otherwise resisting, opposing, 
intimidating, or interfering with a compliance officer in the 
performance of his or her duties, which is a criminal offense subject 
to a fine of not more than $5,000 and imprisonment for not more 
than three (3) years . 



• 10SHA PENAL TIES 

WILLFUL 
=>MAXIMUM $70,000 
=>MINIMUM $5,000 

REPEATED 
=>MAXIMUM $70,000 

SERIOUS, OTHER THAN SERIOUS, 
OTHER SPECIFIC VIOLATIONS 

=>MAXIMUM $7,000 

FAILURE TO ABATE FOR EACH CALENDAR 
DAY BEYOND ABATEMENT DATE 

• =>MAXIMUM $7,000 

OSHA NOTICE $1,000 

POSTING OF OSHA 200 SUMMARY $1,000 

POSTING OF CITATION $3,000 

MAINTAINING OSHA 200, OSHA 101 $1,000 

REPORTING FATALITY /CATASTROPHE $5,000 

ACCESS TO RECORDS UNDER 1904 $1,000 

NOTIFICATION REQUIREMENT UNDER 
1903.6 (ADVANCE NOTICE) $2,000 

• 
1 Penalties before adjustment, if any, for size and history . 
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BE PREPARED 

1. Have written an physical Safety Program in place. 

2. Define and delegate areas of Safety responsibility. 

3. Train employees on OSHA standards. 

4. Self- Audits and Inspections 
(Use your safety Committee) 

5. Mandate abatement from self- inspection. 

6. Maintain Commitment and Accountability . 

COMPLY WITH OSHA STANDARDSII 
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CHECKLIST 

This is not intended to be a complete checklist, but should be used 
as a guide to help you assess your Safety and Health Process. Other 
items should be added as necessary for your company and industry. 

Do you have a written Safety and Health Policy, signed by 
management? 

Do you have a written Safety and Health Program? 

Is it aimed a achieving excellence in Safety and Health, or just 
compliance with regulations? 

Is responsibility and accountability clearly established for management, 
staff, and hourly employees? 

Are OSHA logs, first aid records, and workers compensation records 
reviewed regularly to assess trends and establish priorities? 

Are annual safety and health goals/objectives established, and results 
reviewed? 

Do you know how your incidence rates and accident cost compare with 
industry averages? 

Do you monitor advanced notices of proposed new standards, to keep 
abreast of what's ahead in next 1 - 3 years? 

Are you knowledgeable on federal/state safety and health regulations 
that apply to your industry? 

Do you encourage workers to report hazards and suggest ways to 
improve safety? 

Are you familiar with all the potential health and safety hazards your 
employees might encounter on the job? 
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Do you regularly inspect your work area for any unsafe work 
conditions or practices? 

Do you have, and follow, specific procedures to ensure that any 
hazards are corrected promptly, without further endangering 
employees? 

Do you determine any potential safety and health hazards when any of 
the following are introduced: 

New Operation? 
--- New substances? 
___ New processes? 
--- New procedures? 
--- New equipment? 

Do you have specific procedures for investigating job - related injuries 
and illnesses? 

Do employees receive specific safety training when: 

--- They join the company? 

___ They receive a new job assignment? 

--- New substances, processes, procedures or equipment with 
new hazards are introduced? 

--- A new hazard is identified? 

Are employee chemical and other health exposures monitored as 
required? 

Is medical surveillance established as required for employee health 
risks? 

Do you have procedures to make sure employees understand and 
follow the practices they learn in safety training? 
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Do you conduct safety meetings to reinforce training? 

Do employees receive handouts and other reference materials to help 
then remember and implement safety procedures? 

Do employees participate on committees or other cooperative efforts 
to improve workplace safety? 

Do employees receive recognition for following safe and healthful work 
practices? 

Are employees disciplined for failing to .follow safe and healthful work 
practices? 

Do you keep records on safety inspections? 

Do you keep records of safety and health training sessions? 

Do you keep documentation of other safety and health activities? 

Is required personal protective equipment provided and its use 
monitored? 

Do you have a policy and procedure(rules for on-site contractor safety 
and health? 

Do you have a safety training program for all vehicle operators? Do 
you require operators to use installed seat belts? , 

Are written programs(procedures in place for handling emergencies, 
equipment lock and tagout, hazard communication, confined space 
entry, electrical safety work practices, fire prevention, ergonomics, 
blood borne pathogens, and other required areas for your industry? 

Do you have a written procedure for handling OSHA visits? Does it 
include involvement of an OSHA specialist attorney in the event of a 
visit due to a fatality of serious accident? 
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HAZARD PREVENTION PLAN 

Once you have found and started correcting the safety hazards and risks in 
your workplace, you can set the rules and routines or procedures that you 
want your employees to go by. 

The following steps should be included in the hazard prevention plan: 

1 r 1 
r 

1. Put together a set of general safety rules. 
2. Set up a disciplinary system that is fair and can 

v be understood by everyone. v 3. Provide protective equipment and training on 
how to use it properly. 

n 4. Develop an equipment maintenance program to 

R prevent breakdowns . 
5. Plan for emergencies: fire, medical, and natural 

disasters. 
6. Put together safe work procedures for each job. J 

j 
l 

l 

Step 1: Develop A Set Of General Safezy Rules. 

Policies 
and 

Procedures 

Good planning is essential for safe and efficient job 
performance. Rules and procedures governing actions and 
conditions in the work place exist to help promote and 
maintain a safe and healthful work environment. All rules 
must be enforced fairly and consistently. Violation of the rules 
should result in disciplinary action even if the resulting 
accident does not cause serious injury or equipment damage . 
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Sample general safezy rules 

1. All employees are expected to utilize common sense and good judgment 
and to be aware of their surroundings at all times. 

2. All unsafe conditions, injuries, or illnesses, no matter how slight, are to be 
reported immediately to the supervisor. All accidents must be reported 
before the end of the work shift. 

3. All types of horseplay (running, throwing things, scuffling, etc.) is 
prohibited. Fighting in the workplace is grounds for dismissal. 

4. Maintain good housekeeping. Put all oily rags, rubbish, papers, etc. in 
proper containers. 

5. Keep materials, boxes, ladders, tools and other equipment from blocking 
aisles, exits, fire fighting equipment and power panels. 

6. Working while under the influence of alcohol or illegal drugs is 
prohibited. Prescription medications are allowed as long as the employee 
can safely and effectively perform their job. 

7. Firearms, explosives or unlawful weapons are NOT ALLOWED in the 
workplace . 

8. Tools and equipment that are not in good working order will be reported 
to the supervisor, and are not to be used until they are repaired. 

9. Employees will not operate any equipment until they are trained. 
10. Employees will wear the personal protective equipment needed for their 

particular job. 
11. Electrical cords are to be kept so that they do not present a tripping 

hazard. Extension cords are to be used only on a temporary basis. 
Electrical cords are to be inspected prior to the use of any equipment. 

Additional Safezy Rules for the Office 

1. Keep drawers of desks and file cabinets closed when not in 
use. Only one drawer of file cabinet should be open at a 
time in order to prevent tipping over. 

2. Do not stand on chairs or boxes to reach overhead areas. 
Use an approved step ladder. 

3. Be careful walking around blind comers. 
4. Floors will be kept clear of cords, loose paper and cartons . 

20 



• 

• 

• 

5. Shelves will be stacked so that heavy objects will not fall off . 
6. Unsafe electrical cords or equipment will be reported immediately to the 

supervisor. 
7. Do not place broken or sharp objects in the waste paper containers. 
8. Portable heaters and fans may only be used with permission from 

management. 
9. Maintain furnishings in good repair, free from splinters, sharp objects, 

and broken parts. Remove from service any broken furniture until it 
can be repaired or replaced. 

10. Keep sharp objects (pens, pencils, letter openers, etc.) away from desk 
edges and other ledges where they may injure someone or are likely to 
fall. 

11. Correct or report any tripping, slipping, or falling hazards in aisles, halls 
or on stairways. Be sure spills and broken objects are cleaned up 
promptly. 

Step 2: Set Up A Safety Disciplinary System That Is Fair And Can Be 
Understood By Everyone . 

Safety Rules protect the employer, employees and the public. 
Any employee who does not follow the safety rules should be 
disciplined. The object of a safety disciplinary system is to 
correct or eliminate unsafe behaviors. The policy should 
provide fair and equitable administration of discipline in all 
cases. 

All disciplinary actions, including oral reprimands, should be made a matter 
of record by memorandum or letter. After reading the memorandum or 
letter, the employee and the supervisor or person administering the 

discipline should sign and date the letter. If the employee 
refuses to sign the disciplinary memoranda it should be so 
noted and witnessed . 

21 



• 

• 

• 

Forms of disciplinary action include: 

l¢i:li,i@4ili:;;,;;;JMm.tjJI$Bl Stage 1: Warning 
The employee should be told what rule was broken and that 
there will be more severe action taken if it happens again. If it 
is the employee's behavior, then the supervisor must give the 
employee a time period in which to change his behavior. The 
warning should be written up and one copy filed in the 
employee's personnel file. A second copy should be given to the 
employee. 

fil;a!qr:.t;:ti±i¢r:S1b,Bf®i Stage 2: Final Warning 
If the employee's behavior has not gotten better, or he repeats 
the same offense, then a final warning should be written up. 
The final warning should have a time period for improvement 
and copies to the personnel file and employee. The employee 
needs to be reminded that another offense will mean immediate 
termination . 

i:q;±:[,::lj;,gJf1:1i,!i4&Rti14» Stage 3: Termination 
If there is no improvement within the time frame of the final 
warning, the employee should be terminated. Serious safety 
violations or gross misconduct are grounds for immediate 
termination, as well. These situations are listed in the General 
Safety Rules. 

Step 3: Provide Protective Equipment And Training On How To Use It 
Properly. 

The proper protective equipment (PPE) required for each job ~. 
function can be determined by: ~ -

•Conducting a job Hazard Analysis of each job function. 
•Consulting the OSHA standards and OSHA personnel for required 
protective equipment. The OSHA standards on PPE are found in 29CFR 
1910. Subpart I or 1910.132- 1910.140. For specific requirements, 
the standards on the work process should be studied. 
•Consulting the manufacturer of the equipment, machinery and 
materials used in the job functions. 
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• Training employees on how to use protective equipment is 

• 

• 

very important. You can't assume that employees will know 
how to put in ear plugs, or maintain a respirator. OSHA 
requires that employees go through formalized training for 
certain job processes. This training must be documented. 
(More information on training programs can be found under 

the section "Safety and Health Training.") 

Step 4: Develop An Equipment Maintenance Program To Prevent Breakdowns. 

Your equipment must be properly maintained. While this 
is specifically required by many OSHA standards, you 
should have your own program which will monitor the ·. 
operation of workplace equipment and make sure that 
routine preventive maintenance is conducted. This not 
only makes good sense, but it is good for business because 
proper maintenance can prevent costly breakdowns . 

EQUIPMENT 
DATE OF 

MAINTENANCE TYPE OF MAINTENANCE OR REPAIR 
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• Step 5: Plan For Emergencies: Fire, Medical, Natural Disasters 
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• 

An emergency is any unplanned event that can cause deaths or 
significant injuries to employees, customers, or the public; or 
that can shut down your business, disrupt operations, cause 
physical or environmental damage, or threaten the facility,s 
financial standing or public image. Every year emergencies take 
their toll on business and industry - in lives and dollars. But 

something can be done, businesses can limit injuries and damages and return 
more quickly to normal operations if they plan ahead. 

The effectiveness -of response during emergencies depends on the amount of 
planning and training performed. When emergency action plans are required 
by a particular OSHA standard, the plan must be in writing; except for 
companies with 10 or fewer employees, the plan may be communicated 
orally to employees. The plan must include the following _elements: 

1. Emergency escape procedures and emergency escape route 
assignments, 

2. Procedures to be followed by employees who remain to perform 
critical operations before the building is evacuated, 

3. Procedures to account for all employees after emergency evacuation 
has been completed, 

4. Rescue and medical duties for those employees who are to perform 
them, 

5. The preferred means for reporting fires and other emergencies, and 
6. Names or regular job titles of persons or departments to be 

contacted for further information or explanation of duties under 
the plan. 

The emergency action plan should address all potential 
emergencies that can be expected in the workplace. Therefore, 
it is necessary to perform a hazard audit to determine 
potentially dangerous conditions. Some of the more common 
emergencies include: fire, hazardous materials incident, flood 
or flash flood, hurricane, tornado, winter storm, earthquake, 
explosion, civil disturbance, workplace violence, and communications failure . 
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For emergency evacuation, the use of floor plans or 
workplace maps that clearly show the emergency escape 
routes and safe or refuge areas should be included in 
the plan. All employees must be told what actions they 
are to take in emergency situations that may occur in 
the workplace, such as designated meeting location after 
evacuation. 

The plan must be reviewed with employees initially when the plan is 
developed, whenever the employee' responsibilities under the plan change, 
and whenever the plan is changed. A copy should be kept where employees 
can refer to it at convenient times. 

The following is a list of some of the OSHA requirements pertaining to 
emergency response. 

Title 29, Code of Federal Regulations, Part 1910, 
Subpart E - Means of Egress 

1910.3 7 - Means of Egress 
1910.3 8 - Employee emergency plans and flre prevention 

plans 
Subpart H - Hazardous Materials 

1910.119- Process Safety Management of Highly 
Hazardous Chemicals 

1910.120 Hazardous Waste Operations and Emergency 
Response. 

Subpart J - General Environmental Controls 
1910.146 - Permit-required Confined Spaces 
1910.147- Control of Hazardous Energy Sources 

Subpart K - Medical and First Aid 
1910.151 -Medical Services and First Aid 

Subpart L - Fire Protection 
1910.155- 156- Fire Protection and Fire Brigades 
1910.156- 163 -Fire Suppression Equipment 
1910.164- Fire Detection Systems 
1910.165 -Employee Alarm Systems 

Subpart Z- Toxic and Hazardous Substances 
1910.1030- Bloodbome Pathogens 
1910.1200- Hazard Communication 
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Step 6: Put Together Safe Work Procedures For Each Job . 

Your employees need safe and healthful work practices 
for each specific job they do. These procedures need 
not be complicated but must protect against hazards 
that are part of the tasks they perform. 

First, you should figure out the hazards or risks for 
each task by completing the job Hazard Analysis found 

in the section on Hazard Assessment and Control. Then safe practices and 
procedures should be spelled out in steps that are easy to follow by all 
employees, especially new employees. 

You can get many ideas for specific work practices from equipment and tool 
manufacturers, although these may relate more to efficient operation than 
to safe operation. When formulating-work practices, keep in mind that 
workers in surrounding areas who are not directly involved in a specific 
operation can also be affected by the procedure for that operation . 
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MACHINERY - EQUIPMENT - VEHICLE MAINTENANCE 

DATE OF 
·EQUIPMENT MAINTENANCE TYPE OF MAINTENANCE OR REPAIR 
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• RECORD KEEPING SYSTEM 

A records system, including complete accident investigations, provides a 
means to identify accident trends, aids in developing preventive measures, 
and furnishes data to be used in measuring the program,s effectiveness. 

The aspects of a record keeping system include: 

A system for employees to report hazardous conditions and accidents. 

Data analysis of past accidents and near misses. 

Procedures for reporting accidents. 

Accident Investigation on all accidents and near misses. 

• Employee Reports Of Hazards 

• 

Perhaps the best source of hazard information is the 
employee. Employees need to know whom to notify when 
a safety hazard is discovered. Employees should be 
trained on how to recognize hazardous situations and 
how to notify their immediate supervisor whenever a 

safety and health hazard is found. Prompt attention to the hazards 
identified and proper feedback to employees will result in a system where 
employees will continue to report hazards promptly and effectively. 

Developing a standardized form for employees to complete will aid in 
maintaining track of the hazards reported. (A 
sample Report of Safety or Health Hazard form 
is enclosed.) A hazardous Analysis Log can be 
used to keep track of all hazards reported, the 
corrective action taken, person responsible for 
the correction and the date completed. (More 
information on tracking hazards is found in the 
section on "Hazard Assessment And Control.,.) 
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Data Analysis of Past Accidents and Near Misses 

Data analysis on past accidents and near misses is the invitation to begin 
finding the reasons for, and then eliminating your workplace injuries and 
illnesses. 

The first step is to group or categorize your accidents (including near 
misses) into types, such as strains and sprains or slips and falls. For this 
use your incident reports and copies of 
your First Report of Injury (12-A). 
Deciding what categories to include 
and how far back to go in time 
are both dependentupon the 
completeness of your record keeping. 
Such records on past accidents filed 
with State Accident Fund can be 
obtained to help with the analysis. 

Fall 
Same 
Level 
22'1 

Caught 
In 3'1 

Overexenioa 
9'1 

Abraded 
Eyes 
3'1 

Chemical 
Exposure 

3% 

Strike 
Against 

6'1 

Vehicle 
Accident 

16'1 

Struck By 
26'1 

. Bodily 
Reaction 

3'1 

When you have determined what types of accidents should be of primary 
concern, either because of frequency, severity or both, the next step is to 
figure out why the accidents occurred or almost occurred. Precise reasons 
for accidents must be found either in work conditions, employee actions or a 
combination of the two. 

Discovering the reasons for the accidents and near misses will give some 
insight into the next step. If the reason for the frequency and severity of 
accidents is in the work conditions, then the job task as well as the 
surroundings should be reanalyzed for possible hazards. The possible 
correction could be anything from equipment replacement to restructuring 
job procedures. If employee actions are the main reason for the number of 
accidents and near misses, then training may need to be put in place as well 
as enforcement of safety rules. 

Accident Reporting 

One of the first rules of accident reporting is that all accidents must be 
reported to the supervisor immediately. Once reported, the employee can 
follow the established procedures for documenting the accident. The South 
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Carolina Worker,s Compensation Laws and the Department of Labor (OSHA) 
require that certain accident forms be completed in a timely manner. There 
are other forms which can be used to aid the reporting procedures in your 
company. 

INCIDENT REPORTS 

EMPLOYEE'S REPORT OF AtCIDEIIT'/ExPosuR£ 

Dat~tandTmwAccldmtkp....ud: __ T, .. Wh..--m'--' -

N.IIml' (I) ~-.f'MtMU (n): 

Onombf Tlw lnp.ma In 

In house accident reports provide information 
to help determine the cause of accidents and 
suggest ways to avoid them in the future. An 
incident report, describing the accident and its 
apparent cause, should be prepared by an 
employee or the employee,s supervisor as the 
preliminary step to completing and filing the 
First Report of Injury form. The supervisor 
should also prepare an incident report for all 
"first-aid, and "near miss, accidents. "Near 
misses, are work events which would have 
resulted in a serious injury or illness under 
slightly different circumstances. "First-aid, 

accidents are minor injuries or illnesses which are not serious enough to 
require medical attention. (A sample Employee,s Report of Accident and 
Supervisor,s Report of Accident are enclosed.) 

FIRST REPORT OF IN JURY 

Before workers, compensation benefits can be determined, the proper 
reporting of the injury must take place. 

All employees should be aware of their responsibilities under South Carolina 
workers, compensation laws. An "employee handbook, on workers, 
compensation is available from the State Accident Fund. Employees must 
notify their employer immediately when an on-the-job injury occurs. Failure 
to notify the employer within ninety(90) days after an accident may deprive 
them of their right to benefits. Injured employees cannot receive benefits 
until the employer files a Workers Compensation - First Report of Injury or 
Illness (Acord 4 form{ WCC form 12-A) with the State Accident Fund . 
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When an employer is notified of an on-the-job injury or ~ ?liPV ... -... iliiln~ 
illness he/she must complete and mail a Workers :=-~.:~~~j 
Compensation- First Report of Injury or Illness (Acord uaa == -
4 form/ WCC form 12-A) to the State Accident Fund i=.._~ ·~r.--. ·:7.; 

immediately. This submission is critical. The employer, ~:-:---:-··~-~~-::;. •-1 

as well as, the State Accident Fund can be fined for ·;.,; .i.A'="'..:;~::_"",...~ 
failure to report claims to the Workers' Compensation 
Commission in a timely manner. Also, early E:. .. __. . 1!:7-:~:..~ 
intervention by a trained claims adjuster is essential to ·· ·······--···· .... ·*-

_.:.;;::.:::::::;,.··.--.~ 
control claim costs and speed up the employee's return 
to work. Several studies have shown that delays in reporting injuries have a 
direct impact on the cost of a claim and consequently on your prem~ums. 

This reportshoul~--. be ~l~d ___ ou! _byt~~ .• ~uR~rvis~r r~ ~~~ig!late~ cl~irrts 
manager. · · .Y#. ......... ~~glgy~~:~hg~!g·~~tti09~;~§~·~~:-~~~J?erit.pfiJ1JYry•· 
form. 

OSHA 200 LOG 

South Carolina Law requires that all employers complete the OSHA form 200 
log and summary of occupational injuries and illnesses. All public sector 
employers must maintain and post this form annually. All private sector 
employers with 11 or more employees must maintain and post this form 
annually. It must be posted in February of every year based on the past 
year's accidents. It should be posted in a readily accessible location. The 
previous five years of the 200 Log must also be on file. This requirement 
must be completed because of the Occupational Safety and Health Act of 
1970, Section .1904. (A sample OSHA 200 log is enclosed.) 

1::. ~;:J_;·;~.;;: ;_;:~·:;··\'>>".<~;;,;;;.;;<;:·~~·;y6.:- :?;:f:';;{';:'~~~:'/c~ ·.::.;:-:·/, ·i/·!i<i.'<i·::cg,·,;::.·,·;:;::.' .•/o\;:.; 
r:•· NOTE Thlsbmilh!qlltt'edbJPI:Iglk:Uiw91-596m1 RECCIWI\BI..ECAS!S:You .. ~toi'II!Ddlllllll'llaoOatal Company Name 

amlbfbpltDillltalllblilb:I:DeJCor.5)1eUL flllmtiD ..-y~dcdl;_,.1131dmlOIIQiplbCIIIII~adlbmf 

..tllll~illpria'MIIcll~llltflt-cllbt~ 
l:lllbtlldDa:adp:RGmra:ubbllbeilmlmri:eofcitatimtl -d~llalndiOIIof.Uot-.hllltcfiDIIDibrr)Qb. --t;: ... Dmoof Employee's Name Oca!pation llepanmem Desaiplioo or Injury or u-. fmali1les - Number Eau:r 

InjUry or w ... of days ~ 
t/ ~'!nt. InjUry nay. :::: Ometof Dmo 

{; 

~; 

1~·:: 

1-~~ 
·.•-;:/-:;::,::.·;;··=~·.;·:::::.·; •:.•.: ·::<<i".;'.}.::':::~~·;::~'~:.~;;it2'. .:·:· •i ·.:-:·. '.< . .. ;:.··.:: ·:·.'·<:·. '\:··:··:-: ... ·:•. ::,.::: .. ;· .. ~,·;·;.::· 
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Accident Investigation 

Accident Investigation should be a vital part of the safety 
program. Ifs purpose is to determine the cause and 
corrective action needed to prevent future accidents. It is 
crucial to remember that accident investigation is not a means 
to find fault, but rather to seek facts. The steps for 

conducting an accident investigation are discussed in the following pages. (A 
sample Accident Investigation Report is enclosed.) 
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• REPORT OF SAFETY OR HEALTH HAZARD 

Nature of hazard 

Location of hazard 
Building _____________________ _ 

Floor-----------------------
Area -------------------------

Seriousness of the hazard 

• Signature Date Submitted 

Safety Officer,s Evaluation 

Plan of Action 

Date to be completed ------------------------

Final action taken 

• Signature Date 



• EMPLOYEE,S REPORT OF ACCIDENT/EXPOSURE 

Employee,s Name: Age: Sex: ___ _ 

job Position/Title: Social Security Number .... · ------

Supervisor,s Name: Shift Hours: ----------
Date and Time of Accident: Location: ·-----------

Task Being Performed When Accident Occurred:.-------------

Date and Time Accident Reported: To Whom: ------ -~--------
Name (s) ofWitnes·s (es):. ____________________ _ 

Describe How The Accident Occurred:-:-______________ _ 

• 
What Part Of The Body Was Injured:-----------------
Describe The Injuries In Detail:. _________________ _ 

Date and Time You First Sought Medical Attention:-----------

Name Of Doctor and/or Hospital: _________________ _ 

Could Anything Be Done To Prevent Accidents Of This Type? If So, What: __ _ 

Employee Signature .... · ------------- Date._· ------

• 



• 

• 

SUPERVISOR,S REPORT OF ACCIDENT{EXPOSURE 

Employee's Name: ___________ SS Number: _______ _ 

job Position/Title: Supervisor's Name:-------

Date and Time of accident: Location: -----------

Task being perfor:med when accident occurred: -------------

Date and Time accident reported to you: --------------

Name (s) of Witness (es): ----------------------
Accident Resulted In: Injury ___ Fatality ___ _ Property Damage __ _ 

First Aid Given? ___ Medical Treatment Required? __ Workdays Lost: __ _ 

Describe how the accident occurred: -------------------

What actions, events or conditions contributed most directly to this accident? 

Could Anything Be Done To Prevent Accidents Of This Type? If So, What: __ _ 

• Supervisor Signature_· --------------- Date ... · ------



INSURED REPORT NUMBER 

EMPLOYER'S LOCATION ADDRESS (IF DIFFERENT) 

SIC CODE 

TO 

IF APPROPRIATE 

POUCY/SELF-INSURED NUMBER 

ADDRESS (INCL ZIP) 

EMPLOYMENT STATUS 

CONTACTNAM~HONENUMBER PART OF BODY AFFECTED 

OCCUR ON EMPLOYER'S PREMISES? 

NO 
DEPARTMENT OR LOCATION WHERE ACCIDENT OR ILLNESS EXPOSURE OCCURRED ALL EQUIPMENT, MATERIALS, OR CHEMICALS EMPLOYEE WAS USING WHEN ACCIDENT 

OR ILLNESS EXPOSURE OCCURRED 

SPECIFIC ACTIVITY THE EMPLOYEE WAS ENGAGED IN WHEN THE ACCIDENT OR ILLNESS 
EXPOSURE OCCURRED 

WORK PROCESS THE EMPLOYEE WAS ENGAGED IN WHEN ACCIDENT OR ILLNESS 
EXPOSURE OCCURRED 

HOW INJURY OR ILLNESS/ABNORMAL HEALTH CONDmON OCCURRED. DESCRIBE THE SEQUENCE OF EVENTS AND INCLUDE ANY OBJECTS OR 
INJURED THE EMPLOYEE OR MADE THE EMPLOYEE ILL 

DATE RETURN(ED) TO WORK IF FATAL, GIVE DATE OF DEATH WERE SAFEGUARDS OR SAFETY EQUIPMENT PROVIDED? 

THEY USED? 

PHYSICIAN/HEALTH CARE PROVIDER (NAME & ADDRESS) HOSPITAL (NAME & ADDRESS) 

PREPARER'S NAME & TITLE 

WCC FORM 12-A REV. DATE 3/96 REPRINTED WITH PERMISSION OF IAIABC 



EMPLOYER'S INSTRUCTIONS 
DO NOT ENTER DATA IN SHADED FIELDS 

DATES: Enter all dates in MMJDD/YY format. e 
SIC CODE: This is the code which represents the nature of the employer's business which is contained in the Standard 
industrial Classification Manual published by the Federal Office of Management and Budget. 

CARRIER: The licensed business entity issuing a contract of insurance and assuming financial responsibility on behalf of the 
employer of the claimant. 

CLAIMS ADMINISTRATOR: Enter the name of the carrier, third party administrator, state fund, or self-insured responsible 
for administering the claim. 

AGENT NAME & CODE NUMBER: Enter the name of your insurance agent and his/her code number if known. This 
information can be found on your insurance policy. 

OCCUPATION/JOB TITLE: This is the primary occupation of the claimant at the time of the accident or exposure. 

EMPLOYMENT STATUS: Indicate the employee's work status. The valid choices are: 

Full-Time 
Part-Time 
Not Employed 

On Strike 
Disabled 
Retired 

Unknown 
Apprenticeship Full-Time 
Apprenticeship Part-Time 

Volunteer 
Seasonal 
Piece Worker 

DATE DISABILITY BEGAN: The first day on which the claimant originally lost time from work due to the occupation injury or 
disease or as otherwise deigned by statute. 

CONTACT NAME/PHONE NUMBER: Enter the name of the individual at the employer's premises to be contacted for 
additional information. 

TYPE OF INJURY/ILLNESS: Briefly describe the nature of the injury or illness, (eg. Lacerations to the forearm). 

PART OF BODY AFFECTED: Indicate the part of body affected by the injury/illness, (eg. Right forearm, lower back). 

DEPARTMENT OR LOCATION WHEREACCIDENTOR ILLNESS EXPOSURE OCCURRED: (eg. Maintenance DepartmeAt 
or Client's office at 452 Monroe St.. Washington, DC 2621 0) 

If the accident or illness exposure did not occur on the employer's premises, enter address or location. Be specific. 

ALL EQUIPMENT, MATERIAL OR CHEMICALS EMPLOYEE WAS USING WHEN ACCIDENT OR ILLNESS EXPOSURE 
OCCURRED: (eg. Acetylene cutting torch, metal plate) 

List all of the equipment, materials, and/or chemicals the employee was using, applying, handling or operating when the injury 
or illness occurred. Be specific, for example: decorator's scaffolding, electric sander, paintbrush, and paint. 

Enter "NA" for not applicable if no equipment, materials, or chemicals were being used. NOTE: The items listed do not have 
to be directly involved in the employee's injury or illness. 

SPECIFIC ACTIVITY THE EMPLOYEE WAS ENGAGED IN WHEN THE ACCIDENT OR ILLNESS EXPOSURE OC
CURRED: (eg. Cutting metal plate for flooring) 

Describe the specific activity the employee was engaged in when the accident or illness exposure occurred, such as sanding 
ceiling woodwork in preparation for painting. 

WORK PROCESS THE EMPLOYEE WAS ENGAGED IN WHEN ACCIDENT OR ILLNESS EXPOSURE OCCURRED: 
Describe the work process the employee was engaged in when the accident or illness exposure occurred, si.Jch as building 
maintenance. Enter "NN for not applicable if employee was not engaged in a work process (eg. walking along a hallway). 

HOW INJURY OR ILLNESS/ABNORMAL HEALTH CONDITION OCCURRED. DESCRIBE THE SEQUENCE OF EVENTS 
AND INCLUDE ANY OBJECTS OR SUBSTANCES THAT DIRECTLY INJURED THE EMPLOYEE OR MADE THE 
EMPLOYEE ILL: (Worker stepped back to inspect work and slipped on some scrap metal. As worker fell, worker brushed 
against the hot metal.) 

Describe how the injury or illness/abnormal health condition occurred. Include the sequence of events and name any object...J. 
or substance that directly injured the employee or made the employee ill. For example: Worker stepped to the edge of trw 
scaffolding to inspect work, lost balance and fell six feet to the floor. The worker's right wrist was broken in the fall. 

DATE RETURN (ED) TO WORK: Enter the date following the most recent disability period on which the employee returned 
to work. 
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Public reporting burden for this collection of information is estimated to vary from 4 to 30 (time in 
minutes) per response with an average of 15 (time in minutes) per response, including the time for 
reviewing instructions, sea-ching existing data sources, gathering and maintaining the data needed, 
and completing and reviewing the collection of information. If you have any comments regarding 
this estimate or any other aspect of this information collection, including suggestions for reducing 
this burden, please send them to the OSHA Office of Statistics and/or the Department of Labor, 
Office of lAM Policy, Room N-1301, 200 Constitution Avenue, N.W. Washington, D.C. 20210 

Instructions for OSHA No. 200 

I. Log and Summary of Occupational Injuries and Illnesses 

Each employer who is subject to the recordkeeping requirements of the 
Occupational Safety and Health Act of 1970 must maintain for each estab· 
lishment a log of all recordable occupational injuries and illnesses. This 
form (OSHA No. 200) may be used for that purpose. A substitute for the 
OSHA No. 200 is acceptable if it is as detailed, easily readable, and under
standable as the OSHA No. 200. 

Enter each recordable case on the log within six (6) workdays after learn
ing of its occurrence. Although other records must be maintained at the 
establishment to which they refer, it is possible to prepare and maintain 
the log at another location, using data processing equipment if desired. If 
the log is prepared elsewhere. a copy updated to within 45 cal~ndar days 
must be present. at all times in the establishment. 

Logs must be maintained and retained for five (5) years following the end 
of the ca:endar year to which they relate. Logs must be available (normally 
at the establishment) for inspection and copying by representatives of the 
Department of Labor. or the Department of Health and Human Services, 
or States accorded jurisdiction under the Act. Access to the log is also 
provided to employees, former employees and their representatives. 

II. Changes in Extent of or Outcome of Injury or Illness 

If, during the 5-year period the log must be retained, there is a change in 
an extent and outcome of an injury or illness which affects entries in 
columns 1, 2, 6. 8, 9, or 13, the first entry should be lined out and a new 
entry made. For example, if an injured employee at first required only 
medical treatment but later lost workdays away from work, the check in 
column 6 should be tined out, and checks entered in columns 2 and 3 and 
the number of lost workdays entered in column 4. 

In another example, if an employee with an occupational illness lost work
days, returned to work, and then died of the illness, any entries in columns 
9 through 12 should be lined out and the date of death entered in column 8 . 

The entire entry for an injury or illness should be lined out if later found 
to be nonrecordab!e. For example: an injury which is later deter
mined not to be work related, or which was initially thought to involve 
medical treatment but later was determined to have involved only first aid. 

Ill. Posting Requirements 

A copy of the totals and information following the fold line of the last 
page for the year must be posted at each establishment in the place or 
places where notices to employees are customarily posted. This copy must 
be posted no later than February 1 and must remain in place until March 1. 

Even though there were no injuries or illnesses during the year, zeros must 
be entered on the totals line, and the form posted. 

The person responsible for the annual summary totals shall certify that the 
totals are true and complete by signing at the bottom of the form. 

IV. Instructions for Completing Log and Summary of Occupational Injuries 
and Illnesses 

Column A - CASE OR FILE NUMBER. Self-explanatory. 

Column B - DATE OF INJURY OR ONSET OF ILLNESS. 

Columns 

For occupational injuries, enter the date of the work acci
dent which resulted in injury. For occupational illnesses, 
enter the date of initial diagnosis of illness, or, if absence 
from work occurred before diagnosis, enter the first day of 
the absence attributable to the illness which was later diag
nosed or recognized. 

C through F- Self-explanatory. 

Columns 
1 and B - INJURY OR ILLNESS.RELATED DEATHS. 

Columns 
2 and 9 

Columns 
3 and 10 

Columns 
4 and 11 

Columns 
5 and 12· 

Self-explanatory. 

INJURIES OR ILLNESSES WITH LOST WORKDAYS. 
Self-explanatory. 

Any injury which involves days away from work, or days of 
restricted work activity, or both must be recorded since it 
always involves one or more of the criteria for recordability. 

INJURIES OR ILLNESSES INVOLVING DAYS AWAY 
FROM WORK. Self-explanatory. 

LOST WORKDAYS--DAYS AWf\Y FROM WORK. 
Enter the number of workdays (consecutive or not) on 
which the employee would have worked but could not be
cause of occupational injury or illness. The number of lost 
workdays should not include the day of injury or onset of 
illness or any days on which the employee woul<i not have 
worked even though able to work. · 
NOTE: For employees not having a regularly scheduled 
shift, such as certain truck drivers, construction workers, 
farm labor, casual labor, part-time employees, etc., it may 
be necessary to estimate the number of lost workdays. Esti
mates of lost workdays shall be based on prior work history 
of the employee AND days worked by employees, not ill or 
injured, working in the department and/or occupation of 
the ill or injured employee. 

LOST WORKDAYS--DAYS OF RESTRICTED WORK 
ACTIVITY. 
Enter the number of workdays (consecutive or not) on 
which because of injury or illness: 
(1) the employee was assigned to another job on a tem

porary basis, or 
(2) the employee worked at a permanent job less than 

full time, or . 
(3) the employee worked at a permanently assigned job 

but could not perform all duties normally connected 
with it. 

The number of lost workdays should not include the'- of 
injury or onset of illness or any days on which the employ
ee would not have worked even thoogh able to work. 



Columns 
6 and 13 - INJURIES OR ILLNESSES WITHOUT LOST 

WORKDAYS. Self-explanatory. 

Columns 7a 
through 7g - TYPE OF ILLNESS. 

Enter a check in only one column for each illness. 

TERMINATION OR PERMANENT TRANSFER-Place an asterisk to 
the right of the entry in columns 7a through 7g (type of illness) which 
represented a termination of employment or permanent transfer. 

V. Totals 

Add number of entries in columns 1 and 8. 
Add number of checks in columns 2, 3, 6, 7, 9, 10, and 13. 
Add number of days in columns 4, 5, 11, and 12. 
Yearly totals for each column (1-13) are required for posting. Running or 
page totals may be generated at the discretion of the employer. 

If an employee's loss of workdays is continuing at the time the totals are 
summarized, estim~te the number· of future workdays the employee will 
-'<)se and add that estimate to the workdays already lost and include this 

~ure in the annual totals. No further entries are to oe made with respect 
to such cases in the next year's log. . 

VI. Definitions 

OCCUPATIONAL INJURY is any injury such as a cut, fracture, sprain, 
amputation, etc., which results from a work accident or from an ~xpo
sure involving a single incident in the work envirqnment. 
NOTE: Conditions resulting from animal bites, such as insect or snake 
bites or from one-time exposure to chemicals;.are considered to be injuries. 

OCCUPATIONAL ILLNESS of an employee is any abnormal condition or 
disorder, other than one resulting from an occupational injury, caused by 
exposure to environmental factors associated with employment. It in
cludes acute and chronic illnesses or diseases which may be caused by in· 
halation, absorption, ingestion, or direct contact. 

The following listing gives the categories of occupational illnesses and dis· 
orders that will be utilized for the purpose of classifying recordable ill· 
ness~s. For purposes of information, examples of each category are given. 
These are typical examples, however, and are not to be considered the 
complete listing of the types of illnesses and disorders that are to be count· 

. ed under each category. 

7a. Occupational Skin Diseases or Disorders 
Examples: Contact dermatitis, eczema, or rash caused by pri· 
mary irritants and sensitizers or poisonous plants; oil acne; 
chrome ulcers; chemical burns or inflammations; etc. 

7b. Dust Diseases of the Lungs (Pneumoconioses) 
Examples: Silicosis, asbestosis and other asbestos-related dis· 
eases, coal work.er's pneumoconiosis, byssinosis, siderosis, and 
other pneumoconioses. 

7c. Respiratory Conditions Due to Toxic Agents 
Examples: Pneumonitis, pharyngitis, rhinitis or acute conges
tion due to chemicals, dusts, gases. or fumes; farmer's lung; etc. 

7d. Poisoning (Systemic Effect of Toxic Materials) 
Examples: Poisoning by lead,. mercury, cadmium, arsenic, or 
other metals; poisoning by carbon monoxide, hydrogen sulfide, 
or other gases; poisoning by benzol, carbon tetrachloride, or 
other organic solvents; poisoning by insecticide sprays such as 
parathion, lead arsenate; poisoning by other chemicals such as 
formaldehyde, plastics, and resins; etc. 

Je. Disorders Due to Physical Agents (Other than Toxic Maferials) 
Examples: Heatstroke, sunstroke, heat exhaustion, and other 
effects of environmental heat; freezing, frostbite, and effects of 
exposure to low temperatures; caisson disease; effects of ionizing 
radiation (isotopes, X-rays, radium); effects of nonionizing radia
tion (welding flash, ultraviolet rays, microwaves, sunburn); etc. 

7f. Disorders Associated With Repeated Traume 
Examples: Noise-induced hearing loss; synovitis, tenosynovitis, 
and bursitis; Raynaud's phenomena; and other conditions due to 
repeated motion, vibration, or pressure. 

7g. All Other Occupational Illnesses 
Examples: Anthrax; brucellosis, infectious hepatitis, malignant 
and benign tumors, food poisoning, histoplasmosis, coccidioido
mycosis, etc. 

MEDICAL TREATMENT includes treatment (other than first aid) admin· 
istered by a physician or by registered professional personnel under the 
standing orders of a physician. Medical treatment does NOT include first· 
aid treatment (one-time treatment and subsequent observation of minor 
scratches, cuts, burns, splinters, and so forth, which do not ordinarily. re
quire medical care) even though provided by a physician or register.3d 
professional personnel. 

ESTABLISHMENT: A single physical location where business is conduct· 
ed or where services or industrial operations are performed (for example: 
a factory, mill, store, hotel, restaurant, movie theater, farm, ranc;h, bal"'k, 
sales office. warehouse, or central administrative office) . Where distinctly 

separate activities are performed at a single phys1cal location, such as con
struction activities operated from the same physical location as a lumber 
yard, each activity shall be treated as a separate establishment. 

For firms engaged in activities which may be physically disper~d. such as 
agriculture; construction; transportation; communications; and electric, 
gas, and sanitary services, records may be maintained at a pli!ce to which 
employees report each day. 

Records for personnel who do not primarily report or work at a single 
establishment, such as traveling salesmen, technicians, engineers, etc., shall 
be rnaintained at the location from which they are paid or the base from 
which personnel operate to carry out their activities. 

WORK ENVIRONMENT is comprised of the physical location, equipment. 
materials processed or used. and the kinds of operations performed in the 
course of an employee's work , whether on or off the employer's premises. 

1! u.s. GP0:1997-418-423/62801 



Log and Summary of Occupational 
Injuries and Illnesses 

NOTE: This fiN'm Ia r-ired bv Public lAw 11·686 and ,...at be kiPl RECORDABLE CASES: are required to record Information about every occupa. 
tiona! dMttl; every nonfatal occupational Ill.-; and those nonfatal occupational ;,. 
jurieo which involve one or more of the following: loss of conociousness, restriction 

in the -blilhrnent for 5ye.n. Feilure to meintein end -' 
C8n result in the ..,.,... of elUtions and --of penalties. 
(S. pcntlnfl r«JUi,.,tr on tM otMr lide of fonn.J of work or motion, transfer to another job, or medical treatment (other than first aid). 

(S.. definition• on tiN other 1/de of form.) 
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(E) 

of Injury or Ill,_ 

Enter a brief description of the injury or illnea 
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Typical entries for this column might be: 
Amputat ion of 1st joint right forefinger; 
Strain of lower back; Contact dermatitis 
on both hands; Electrocution-body. 
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Accident Investigation Report 
Prevention Analysis 

Employee,s Name Date ------------------------ ---------------
Accident Date Accident Time --------------

Witness (es) --------------------Describe injury _____________________________________ _ 

Employee,s condition. Were day missed from work due to accident? How 
many? ________________________________________________ __ 

Describe operation performed when accident occurred. 

When injury occurred, was employee following standard practice? Was 

personal protective equipment being worn? Is it needed? ____________ _ 

What actions need to be taken to prevent this type of accident? 

Investigator 



• 

• 

• 

REPORTING ACCIDENTS 

Accident prevention is a company 
wide responsibility. Your safety 
and the safety of your co-workers, 
depends on everyone being aware 
of potential hazards. Along with 
reporting safety hazards, it is 
important for you to report when 
you have had an accident. 

Have you ever failed to report an 
accident or a near-miss because 
you thought you might get into 
trouble or you just didn,t want to 
take the time? Or_ maybe you 
thought it was such a minor 
accident that there wasn,t any 
point in reporting it to anyone. 

Reporting accidents to the 
appropriate person does make a 
difference for you and your co
workers. Conversely, not reporting 
an accident jeopardizes everyone,s 
safety. All accidents, no matter 
how trivial you think they are, 
should be reported at once. Your 
company can not work to improve 
on the job safety for you and your 
co-workers if you do not report 
accidents or near-misses. After all, 
hazards can not be corrected if the 
people with the authority to fix 
them do not know they exist. 

A near miss is an incident where 
injury did not occur- this time. 
Removing the cause of a near-miss 
or doing something to prevent a 

recurrence is so important. The 
next time you, or your co-worker 
might not be so lucky. If you have 
a near-miss, resolve to turn it into 
a learning experience in order to 
prevent future accidents. 

If an accident occurs, you should: 

1. assess the situation to 
make sure you can safely 
enter the area. You need 
to find out what kind of 
help is needed. 

2. Do not disturb the area. 
If you touch or move 
anything you could be 
distorting valuable 
information that could 
explain the cause of the 
accident. 

3. Get a mental picture of 
what happened. Try to 
remember the who, what, 
where, when and why of 
the accident to help in the 
investigation. 

4. Notify the appropriate 
person as soon as possible. 

Help make sure there is no next 
time. Take the time to make an 
effort to report every accident and 
near-miss no matter how small. It 
will help make our workplace safer 
for all of us. 

SAFETY IS EVERYBODYS JOB 
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ACCIDENT INVESTIGATION 

PURPOSE 

Employers should use all possible means to investigate every workplace 
accident, injury, or near-miss. The investigation must be designed to seek 

facts, not find fault. A structured investigation not only assists 
in determining a likely trend, it also proves beneficial in verifying 
that the mishap truly occurred within the scope and course of 
employment. Ideally, the investigation should assist in deterring 
future accidents and reducing the severity and/ or frequency of 
those which may be beyond our control. 

PREVENTION 

It would be pointless to discuss accident investigation and not stress 
prevention. There exist numerous professionals in the safety field that will 
agree that for one accident, there are countless near-misses that go ~ 
unnoticed. Some will argue that there are one hundred near misses 
for every one accident that is reported. Therefore, it is imperative ,¥" .. 
that employers continually monitor themselves and self-check that 
they offer the employee every aspect and degree of safety. 

RESPONSIBILITY 

The immediate supervisor is usually the most qualified person to do the 
accident investigation. They are best in conducting an accident investigation 
for the following reasons: 

1. They know an employee's work habits. This includes 
what the employees should have been doing as well 
as the correct way of doing the job. 

2. Since a supervisor has a knowledge of the job task, 
they can draw conclusions from a witness's remarks. 
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3. A supervisor is responsible for preventing 
accidents from reoccurring. Investigations are 
practical ways to determine cause and preventive 
measures. 

4. The interaction of supervisors with employees can 
convey an organization's interest in providing 
safety for all employees. 

FIVE BASIC STEPS OF ACCIDENT INVESTIGATION 

1. TAKING IMMEDIATE ACTION 

Immediately after an accident has taken place, certain things need be 
done to assure the success of the investigation. The first concern should 
be the injured employee's care. The supervisor must 
assure that immediate first aid and if needed, medical 
care is rendered. After the employee's care is provided 
the employer should do the following: 

A. Secure the scene to prevent further injury and to preserve evidence. 

B. Reassure other employees and advise them that the details of the 
injured employee will be forwarded as it becomes available. 

C. Stress safety for company employees and relate an attitude of 
general concern. 

2. GATHERING EVIDENCE 

A thorough and comprehensive search for the facts is essential in an 
accident investigation. A pre-prepared accident investigation kit may 
become useful. The kit might include a camera, film, drawing paper, pens, 
pencils, sample containers, a measuring instrument, and a listing of 
procedures . 
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The following procedures should be followed in investigating an accident . 

A. Take pictures of the scene from different angles. Photographs will 
preserve the facts surrounding the accident and provide accurate 
information about the accident. As you analyze each 
photograph, consider using a systematic process. For 
example, begin with the photographs that focus on 
the general area of the accident and progress to those 
that focus on the specific detailed elements of the 
accident. 

B. Create sketches of the scene. Sketches of the accident 
_ scene should compliment your photographs by providing 

additional details such as distances, locations of victims 
and equipment, and structural or geographical data. As 
you analyze the accident data, review the sketches in 
parallel with the photographs that were taken. 

C. Collect physical evidence. Physical evidence is anything that is real, 
has substance, and helps to establish the facts. Types of physical 
evidence collected in the accident area that should be re-examined 
include: 

•Position of tools and equipment. 
•Air quality. 
•Equipment operations, logs, charts, and records. 
•Identification numbers of equipment. 
•General housekeeping and work environment. 
•Floor or surface conditions. 

D. Take notes of the findings. Taking notes will help to review the 
facts surrounding the accident. The notes 
should focus on the "who, what, when, where, 
how, and why, facts of the accident. When 
reviewing notes, some of the most important 
questions to focus on include: 

• Who was involved in the accident? 
• Who was injured in the accident? 
• Who witnessed the accident? 
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• • What happened? 
• What did witnesses see? 
• What rules (if any) were violated? 
• When did the accident happen? 
• Where did the accident happen? 
• Where were witnesses when the accident occurred? 
• How did the accident happen? 
• How was the accident discovered? 
• How were employees injured? 
• Why did the accident happen? 
• Why were employees injured? 

-
The notes and any checklist information that was gathered during the 
investigation may also provide insight about contributing factors such as 
operational errors, violations of rules and procedures, victim morale, 
attitude and work knowledge, and health and safety records of those 
involved. 

3. INTERVIEWING WITNESSES 

• In many cases, the most accurate information of an 

• 

accident can be obtained through witnesses. Either 
present just prior to an accident or shortly after, a 
witness can assist in reconstructing exactly what 
occurred to produce an accident or near-miss. There 
may be witnesses that did not actually observed the 

accident but can provide testimony on items such as employee behaviors 
and attitudes, and employment conditions at the time of the accident. 
The following points need to be remembered when interviewing witnesses. 

A. The interview must be conducted as soon as possible. The details 
will be forgotten as time goes by. 

B. Conduct an interview privately to avoid a natural tendency to 
colla borate. 

C. Do not allow the interview to appear threatening or be interpreted 
as fault finding . 
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D. Ask open-ended questions that can not be answered by a simple 
"yes, or "no,. 

E. Questions that answer WHO, WHAT, WHEN, WHERE, HOW and WHY 
should be addressed. 

F. Keep the interview to the point and do not allow guessing to replace 
details. 

G. Do not attempt to complete an answer or put words into a witness's 
mouth. 

H. Some witnesses or victims may not wish to discuss the accident if 
they were in any way traumatized by the event. This situation may 
need to be handled in a delicate manner. 

4. DETERMINING THE ROOT CAUSE 

Identifying the root cause of an accident is one of the central ideas behind 
accident investigation. Determining the contributing factors of the 
accident is what identifying . \ .. ;l the root cause (or causes) is all 
about. Before looking for ---~ .. ~~ the root cause, it is important 
to understand the ?v+. difference between a symptom 
and a root cause. · 

A symptom is a contributing factor to an accident, whereas, a root cause 
is the likely cause of the accident itself. For example, if a hammer falls 
from a scaffold and strikes a worker on the head, the symptom of that 
accident is the falling hammer. Through proper investigation, you may 
find that the root cause was that the scaffold did not have a toeboard, 
which allowed the hammer to fall over the edge of the scaffold when a 
worker accidentally kicked it with his foot. 

In this example, by simply addressing the symptom of the accident and 
telling the worker to be more careful in the future, it is likely that a 
repeat of the accident will occur. On the other hand, by ~\t 
ensuring that a toe board is installed on the scaffold, it is less 
·likely that a hammer (or any of the material) will accidentally 
drop on an unsuspecting worker . 
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Accident investigation tends to focus on the immediate actions and 
conditions of the incident. While it is important to evaluate immediate 
actions and conditions, doing so may lead to an emphasis on the 
individuals involved, which then tends to focus blame. The overall tone of 
any accident investigation should be that health and safety matters to 
this organization. 

Once all of the possible causes have been identified, each one should be 
examined to determine the root cause. The examination process is 
actually a series of questions. Identifying the root cause of an accident 
usually centers around the questions "why" or "why not." 

-
After discovering the root cause or causes of the accident the information 
should be used to develop corrective and preventive actions that will 
safeguard against similar accidents in the future. 

5. RECOMMENDING CORRECTIVE ACTIONS 

There are several steps that you can take to reduce or eliminate the root 
cause of the accident. Depending on the situation and the 
type of root cause you are dealing with, there may be several 
potential options for reducing or eliminating these factors. 
Because a root cause can vary from a mechanical problem 
with a machine to a personal problem with an employee, a 

broad range of solutions must be explored. Some examples include: 

• Seeking input from employees about how to create a safer working 
atmosphere. 

• Conducting hazard assessment classes. 
• Establishing procedures to correct or control all current and 

potential hazards in a timely manner. 
• Establishing safety committees. 
• Providing for facility and equipment maintenance so that 

equipment malfunctions and breakdowns are reduced. 
• Conducting frequent job refresher training classes . 
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Reporting the recommendations for preventing repeat accidents is just as 
important as finding the cause of the accident. The investigative process is 
essentially wasted if no recommendations are made and acted upon to 
prevent the recurrence of the same or similar accident event. 

In order to help prevent future accidents, the results of the investigation 
must be reviewed with appropriate operating, maintenance, and other 
personnel whose work assignments are within the facility 
where the accident occurred. To ensure follow-up and 
closure of recommendations from an accident 
investigation, it is important to develop and implement a 
system to address the recommendations and to document 
actions taken to initiate recommendations. 

SUMMARY 

A fundamental aspect of productive accident investigation is prevention. As 
a minimum, a company should attempt in every possible way to deter 
accidents from occurring. For accidents that are not prevented, one strives 
to reduce the severity of it. Accidents will always occur simply because we 
are human. It is critical that all accidents, injuries, and near-misses be 
completely investigated by means such as presented in the above material -
not to find fault, but to find facts. There is no doubt that the advantages of 
low accident rates greatly influence a company financially and productively, 
to address a few ways. Investigations are a key part of safety programs 
which are designed after all, to protect the employee . 
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BASIS :RULES FOR ACCIDENT INVESTIGATION 

1. The purpose of an investigation is to find the cause of an accident while not 
placing the blame, and to prevent future occurrences. An unbiased approach 
is necessary to obtain objective findings. 

2. Visit the accident scene as soon as possible (when it is safe to do so) while the 
facts are fresh and before witnesses forget important details. 

3. If possible, interview the injured worker at the scene of the accident and 
"walk, him or her through a re-enactment. 

4. All interviews should be conducted as privately as possible. Interview 
witnesses one at a time. Talk with anyone who has knowledge of the accident 
even if they did not actually witness it. 

5. Consider taking signed statements in cases where facts are unclear or there is 
an element of controversy . 

6. Document details graphically. Use sketches, diagrams and photos as needed, 
and take measurements when appropriate. 

7. Focus on causes, and hazards. Develop an analysis of what happened, how it 
happened and how it could have been prevented. Determine what caused the 
accident itself, not just the injury. 

8. Every investigation should include an action plan. How will you prevent such 
accidents in the future? 

9. If a third party or defective product contributed to the accident, save any 
evidence. It could be critical to the recovery of claims costs. 

10. The US Department of Labor,s OSHA has issued a final rule requiring 
employers to orally report any occupational fatality or catastrophe involving 
in-patient hospitalization of three or more workers within eight hours. The 
South Carolina number to call to report such an injury is (803) 734-9607. 
If the employer does not learn of a reportable incident at the time of its 
occurrence, the eight-hour reporting time begins as soon as any agent or 
employee of the employer is informed. 
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EMPLOYEE SAFETY IS BASED ON: 

• 

KNOWLEDGE 

AWARENESS 

JUDGEMENT 
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• SAFETY AND HEALTH TRAINING 

Training is essential to the overall success of the safety program. The 
benefits of offering safety training are: 

1. Increased knowledge and awareness. 

2. Fewer work relateg injuries. 

3. Reduced employee stress. 

Start your training by working to build good 
attitudes so that all of your management team is 
convinced of the value of workplace safety. 
Training should start with supervisors. Show them 
that they are the key figures in the implementation 

• and overall success of the program. 

• 

Supervisor training should be in the following areas: 

1. The need to establish and maintain safe and healthful 
working conditions. 

2. The hazards associated with each job. 
3. Rules, procedures and work practices for controlling 

exposure to the possible job hazards. 
4. How to relate information by example and instruction 

to employees to ensure that they understand and follow 
safe procedures. 

5. How to investigate accidents and near misses. 

Instruction should be given to each employee concerning 
that employee's job assignment and the identified hazards 
unique to that assignment . 
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1. Train employees initially when the safety program is first 
established. 

2. Train new employees thoroughly in safety practices prior to 
beginning work. 

3. Train new employees in proper job instruction on safe work 
procedures. This should include: _ _ 

• Explaining the proper way to perform the job. 
• Describing the hazards of the operation. 
• Ways to protect against the hazard. 

4. Train new employees on the. proper use, care and maintenance of 
personal protective equipment. 

5. Train when unrecognized hazards, substances, processes, procedures 
or equipment are introduced to the workplace . 

6. Schedule and implement follow-up training to ensure that your 
employees follow established safety practices. 

7. Train employees on the steps to take in case of an accident or 
emergency. 

Employees would also benefit from regularly 
scheduled safety meetings, or the coverage of 
safety issues during other regularly scheduled 
meetings, such as weekly or monthly staff 
meetings. Covering safety issues in this 
periodic manner helps to keep safety at the 
forefront of the employee,s mind, and reinforces the safety culture you are 
trying to develop. Safety is a topic to be woven into all of the information 
the company imparts to the employee . 
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NEW HIRE ORIENTATION AND TRAINING 

Statistics show that employees who have been with an 
organization for less than one year experience about 42% of 
all the injuries that occur at that organization. Therefore, 
new employees represent a special case for orientation and 
safety training. 

Even though new employees may be quite skilled and experienced in their 
trade or profession, they still must learn the specifics of your organization. 

-

Orientation Session 

Minhnutn Topics Should Include: 
• Safety and health philosophy 
• Safety and health conditions of employment 
• Safety and health rules and responsibilities 
• Safety organization and enforcement 
• Reporting injuries, accidents and hazards 
• Location of emergency exits, extinguishers, etc. 
• Required Personal Protective Equipment 
• Other job hazards 

The above topics should be included in your initial new employee orientation 
session. These subjects require the understanding and backing of top 
management and should be presented to every new employee. The initial 
orientation session is an ideal time for top management to demonstrate its 
sincerity about safety and health. A few words from top management add 
viability and credibility to the program. 

During the orientation session employees should be given copies of all 

Policies 
and 

Procedures 

organization policies, applicable safety rules, procedures for 
reporting accidents and injuries, and emergency procedures. It 
is important that you document your orientation program and 
provide adequate time for employees to ask questions and gain 
an understanding of your organization,s commitment to safety 
and health. 
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NEW EMPLOYEE ORIENTATION CHECKLIST 

EMPLOYEE ____________ __ DEPARTMENT -----------

DATE HIRED--------- SUPERVISOR 

DATE REVIEWED 

1. Company safety policy statement and copy of rules provided 
and explained. 

2. Discussed conditions of employment relative to safety and health rules. 
3. Explained employee's safety and health responsibilities. 
4. Discussed and explained accident/incident reporting guidelines. 
5. Discussed and explained emergency procedures and equipment. 
6. Discussed general personal protective equipment requirements. 
7. Reviewed general job hazards . 
8. Reviewed safe lifting techniques. 
9. Reviewed housekeeping procedures. 
10. Reviewed hazard communication program. 
11. Reviewed disciplinary program. 
12. Reviewed safety incentive program. 
13. Other: 

I acknowledge that information on the above subjects was furnished to 
me during my orientation. 

Employee's Signature Date 

I have instructed the above employee in the subjects listed above during 
orientation. 

Instructor's Signature Date 
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ESSENTIAL STEPS OF A TRAINING PROGRAM 

Utilizing the following process allows you to maximize your training time and 
budget by focusing on necessary information and avoiding nonessential 
items. 

Analyze Job Hazards. 

A step-by-step analysis of the job should be conducted to determine the 
hazards involved and the safety measures that should be taken to minimize 
or eliminate the hazard. This analysis can be conducted by using the JHA or 
job Hazard Analysis process, talking to veterans or experts on the job or 
consulting reference materials or government regulations. 

JOB HAZARD ANALYSIS 

obFunction: -----------------------------------

Ste Hazard Safe Procedure or Protection 

1. Mix Pesticides. Possible chemical Wear chemical splash goggles. 
splash in eyes. 

2. Etc ... 

Design Training Session Plan 

Once you have determined what hazards are present and what safety 
procedures must be used to minimize or eliminate those hazards in a 
particular job, you are ready to design your training session. 
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The training plan can be broken into a series of steps designed to standardize 
your training program and make efficient use of your preparation time. 

1. List performance objectives 

Performance objectives are the foundation of every training 
session. They describe what you expect your employees to be 
able to do upon completion of the training session. To develop 
these objectives look at the last column on the hazard analysis 
and describe the employee performance that would demonstrate 
an understanding of the correct way to perform the job. 

2. Organize information and resources 

3. 

Organize the information you wish to present to the employees 
in order to accomplish the objectives. When considering whether 
or not to include a certain piece of information simply ask 
yourself, "Is this directly related to the performance objectivest, 
If the answer is no, then do not include the information. 

Designing learning activities 

Now you must decide the best way to get the information across 
to the employees. To some people, training is simply a matter of 
telling - getting up and describing procedures, relating facts, or 
explaining concepts in a lecture. Lecturing is one way of 
communicating information, however in teaching job safety you 
should utilize methods which allow participation by employees. 

The five different methods used for training: 
•presentation 
•demonstration 
•problem solving 
•group discussion 
• ctice 

43 



• 

• 

• 

It is important to remember that: 
•You are training adults who have been out of school for 
years and are not used to sitting and listening for long 
periods without talking. 

•Adults have a wealth of experience that they can share to 
help the training relate. 

•Safety training is concerned with changing attitudes and 
developing skills. 

•Adults learn best by hearing, seeing and doing. 

Develop{ Assemble Training Materials 

A variety of training materials can be used to enhance the effectiveness of 
your training. Videos can be used to help show real demonstrations. 
Overheads can be used to point out the major points of your training. What 
ever materials you use make sure that they involve all employees either by 
seeing, hearing or doing . 

Conduct Training 

Training for most adults is best if held at the beginning of a shift. The 
employees are more alert and have not mentally involved themselves in their 
current work situations. 

Adults, just like anyone else, need periodic breaks. It is best if the employees 
do not sit for more than 1- 1% hours at a time without a break. 

Make sure that you end your training when you stated it would end. If you 
go past your scheduled time you no longer have your employee's attention. 

Evaluate Training Program Effectiveness 

To make sure that your training program objectives are being met, 
assessment is necessary. Your plan for evaluating the training session should 
be developed while you are developing the training objectives and session 
content. Evaluation methods can be testing attending employees, asking 
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supervisors for feedback on employee improvement and by workplace 
observations. Following are some questions to ask as you evaluate your 
training program. 

Improving Your Training Program 

. YES 
1. If a job analysis was conducted, was it accurate? 
2. Was any critical feature ofthejob overlooked? 
3. Were the important gaps of knowledge and skills filled? 
4. Were the instructional objectives presented clearly and 

concretely? 
5. Did the objectives state the level of acceptable 

performance that was expected of employees? 
6. Did the learning activity simulate the actual job? 
7. Was the learning activity appropriate for the knowledge 

and skills required on the job? 
8. When the training was presented, was the organization 

of the material and its meaning made clear? 
9. Were the employees motivated to learn? 
10. Were the employees encouraged and allowed to 

participate actively in the training process? 
11. Was the evaluation of the training program thorough? 
12. Did the training session end as projected? 

Document Training and Maintain Records 

NO 

OSHA requires that training records be kept on employees. Some OSHA 
standards require annual training and some require training when job 
procedures change. Documented records should be kept in each employees 
personnel file as well as a training roster for each course taught. Enclosed is 
a sample course roster and an employee training record . 
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EMPLOYEE TRAINING RECORD 

EMPLOYEENAME _____________________ SSN ----------------

JOB TITLE ------------------------- HIREDATE -----------

TOPIC DATE TRAINED EMPLOYEE SIGNATURE INSTRUCTOR 

I certify that I have attended the training sessions listed and initialed above 
by me, and I understand that it is a condition of employment to abide by any 
safety rule or procedure that is covered during the training sessions. I 
understand that my supervisor is the primary contact person for any work 
related safety or health question or concern that I have. 

Employee Signature Date 
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TRAINING IN HAZARD COMMUNICATION 
PROVIDED BY STATE ACCIDENT FUND 

DATE: __________________________________________ _ 

LOCATION: __________________________________ ___ 

TRAJNER: ______________________________________ __ 

TTTLE: ________________________________________ ___ 

NAME SOCIAL SECURITY JOB TITLE EMPLOYEE 
NUMBER SIGNATURE 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

OSHA REQWRED TRAINING 

The Occupational Safety and Health Administration (OSHA) requires 
mandatory training in certain areas. It is the employer,s responsibility to 
assure that employees are trained and the training documented. Following is 
a list of some of the areas for which mandatory training is required. The 
OSHA standard number is also listed. (Note: additional training may be 
required in other standards as well as some areas that may not be listed 
below.) 

Emergency Plans and Fire Prevention Plans, 1910.38 

Medical Services and First Aid, 1910.151 

Portable Fire Extinguishers, 1910. 157 

Hazard Communication, 1910.1200 

Bloodborne Pathogens, 1910.1030 

Lockout{Tagout, 1910.147 

Confined Spaces, 1910.146 

Flammable and Combustible Liquids, 1910.106 

Respiratory Protection, 1910.134 

Powered Industrial Trucks (Forklifts), 1910.178 

Woodworking Machinery Requirements, 1910.213 

Welding, Cutting, and Brazing, 1910.252 

Manlifts, 1910.68 

Ventilation, 1910.94 

Occupational Noise Exposure, 1910.95 

Ionizing Radiation, 1910.96 

Hydrogen, 1910.103 



• Explosives and Blasting Agents 1910.109 

Storage and Handling of Anhydrous Ammon1a, 1910.111 

Hazardous Waste Operations and Emergency Response Interim Rule 

(HAZWOPER), 1910.120 

Temporary Labor Camps, 1910.142 

Specifications for Accident Prevention Signs and Tags, 1910.145 

Fire Brigades, 1910.156 

Fixed Extinguishing Systems, 1910.160 

Fire D~tection Systems, 1910.164 

Safety Relief Devices for Cargo and Portable Tanks Storing Compressed 

Gases, 1910.168 

Servicing of Single-Piece and Multi-piece Rim Wheels, 1910.77 

Overhead and Gantry Cranes, 1910.179 

• Derricks, 1910.181 

• 

Mechanical Power Presses, 1910.217 

Forging Machines, 1910.218 

Laundry Machinery and Operations, 1910.264 

Asbestos, 1910.1001 

Cotton Dust, 1910.1043 
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MANAGING INJURIES 

The primary goal of loss control is to prevent accidents but a system also 
must be in place to manage those that do occur. This begins with through 
accident investigations followed by monitoring the injured worker's status 
until he{she returns to work. 

"Out of sight, out of mind" leads to "out of pocket" costs for 
employers. The longer a worker is off the job, the less likely it is 
that he{ she will ever return to productive work. As the number of 
time-loss days increases, the worker's morale tends to do down
and the ·employer's workers' compensation insurance premiums 
go up. 

To effectively manage injuries as they occur, certain steps should be taken . 
These include: 

1. Send in First Report of Injury. 

2. Select a medical provider to handle 

All work related injuries. 

3. Stay involved with your employee 

and His{Her medical treatment. 

4. Develop and implement a Return to 

Work Program . 
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The First Report of Injury (ACORD, 12A) is a critical 
document. The information on it is used to determine 
benefits. Always flll in the form promptly and carefully 
and send it to us immediately. Filing timely is one of the 
most critical components of a workers, compensation 
claim. Failing to flle an injury report to your insurance 
carrier is costly. 

It effects t:he outcome of the claim in the following ways: 

• There is proven increase of litigation. 

:_ --- -=-= . . 
:;:_---:-:---____::::-_- ·~ 

- ---- .. -;~~-: 

~-·----L~ 

• The South Carolina Workers, Compensation Commission can levy a 
flne for failure to submit the ACORD form within 10 days after the 
occurrence or the knowledge of an accident requiring medical or 
surgical attention or causing the employee to be absent from work. 
The employer must immediately flle with the State Accident Fund an 
ACORD whether the employer admits or contests liability. 

• There is a loss of Medical Management. 

• It impairs Investigations. 

Individual flies should be set up for each claim with one person monitoring 
all claims activity and tracking all communication with the adjuster. 
Attached is a sample form, "Workers, Compensation Injury Claim Record., 
This form will aid in obtaining important claims information. 

Your adjuster,s name and number is: 

47 



• 

• 

• 

Select a Medical Provide 

Selecting a medical provider is your right under the Workers, 
Compensation Act. It's the most basic cost containment 
measure you have. The key reasons for designating a 
provider are medical case management and the assurance 
that communication channels will be kept open between all 
parties. 

Medical case management simply means one do~or becomes the case 
manager for your employee,s care. The designated physician sees the patient 
first, makes a diagnosis, establishes the treatment plan and does the follow
up. 

What should you look for when selecting a provider? There are a lot of 
variables, but basically make sure the doctor: 

• Is knowledgeable in worker,s compensation and understands the use of 
the fee schedule for medical bills . 

• Has performed disability ratings and is comfortable in determining when a 
claimant has reached maximum medical improvement. 

• Will talk with you and State Accident Fund employees on an on-going basis 
about the medical status of the injured employee. 

• Is accessible to you. 

• Can assist you in creating modified duty work so the injured workers can 
return to work as soon as safely possible. 

• Has particular specialists he or she refers to and has guidelines for 
referral so case management is maintained. 

• Understands and uses the AMA Guidelines in determining impairment . 
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Once you,ve selected a provider, notify your 
employees in writing of your selection. Attached is a 
sample letter that can be used as a guide. Ensure all 
employees are notified and copies of their signed 
letters are kept in their personnel files. This letter is 
important since it verifies you have told all 
employees of your selection. 

Secondly, inform the State Accident Fund. Provider 
information in our files will be compared with the treating doctor 
information you give us on the A~ORD form (First Report of Injury - Form 
12-A). If a different provider is seen, please include a note with the ACORD 
form explaining why the designated provider was not used. 

Stay Involved With Your Employee 

Many have come to believe that employers should visit 
workers when they are home sick. Employees often 
complain that although they put in many good years for an 
organization, when they were lying on their back in the 
hospital for weeks, no one came to see them. Companies 

are now sending supervisors out to visit sick and injured workers. They are 
reporting that they save money. 

It is often said that 90% of worker injury costs are due to 10% of the work 
force. That 10% tend to be angry, frustrated, depressed, or have low self
esteem. They often have poor performance records, numerous absences, and 
may be poorly liked. The key here is that prolonged disability relates less to 
the nature of the injury than to the psycho-social make-up of the injured 
worker. 

The employee should be aware that the employer is 
concerned about providing the best possible medical care 
in order to effect the fastest possible recovery with a 
minimum of permanent physical impairment. All parties 
are winners- the employee,s income, self-esteem, and role 
as a productive member of society- are restored and the employer,s workers, 
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compensation cost are minimized as well as having an experienced employee 
back on the job. 

By keeping in touch with the injured employee, the family and the medical 
provider: 

• You let them know you are concerned. 

• You can be kept updated on what is happening to the employee: 
~ How bad is the injury? 
~ How the employee is feeling? . 
~ What kind of medical treatmenf is being prescribed? 
~ How long will it be before the employee will be better? 
~ How can you help? 

• By keeping in touch with the medical provider, -you will be able to 
confirm what the employee is telling you and can work toward 
getting the employee back to work. 

Even with all of this, it is estimated that 3 - 5% of the injured 
workers never wish to work, or for who the concept of being 
disabled is more than appealing than the concept of working. It 
is this small percentage that is the most frustrating and most 
costly. To impact favorable on this small segment of the 
working population requires the use of knowledgeable and 

unbiased independent medical evaluators and astute legal professionals . 

50 



• 

• 

WORKERS, COMPENSATION INJURY CLAIM RECORD 

WORKER ---------CLAIM#----------

SUPERVISOR ADJUSTER. ________ _ 

I~URY PHONE _________________ _ 

DATE 

-Injury 

Learned of injury, if different from injury date. 

Worker sent or taken to Doctor or Hospital: 
Name: ________________________ __ 

Reviewed circumstances with Supervisor, co-workers . 

Sent "First Report of Injury,, (12A, ACORD) to State 

Accident Fund: within 24 hours if possible. 

If death occurred, notified OSHA within 8 hours at 

(803) 734-9607 . 

Return to Work 

( ) Full time 
( ) Doctor, s release 

( ) Part Time 
( ) Copy of State Accident Fund 

letter to worker. 

Request for Job Description. 

Copy of Denial Letter, if claim was denied. 

Copy ofWorker,s Compensation Commission Award 

or Order. (If one is sent.) 

• Copies of correspondence may be attached to back of this form. 



To: 

From: 

Date: 

STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

All Employees 

Employer 

Subject: Designated Medical Provider for Work Related Injuries and 

Illnesses 

Effective immediately, all employees must obtain treatment for work 
related injuries or illnesses from -------------------------------------

located at ------------------------------------------------------------
The phone number is --------------------------------------------------

In the event of life or limb-threatening emergencies treatment should 
be sought at the nearest emergency facility. Follow-up care must be 
provided by the medical provider designated above. 

All employees shall sign below, acknowledging this agency policy. 

I have read and am fully aware of this agency policy, regarding medical 
treatment for work related injuries and illnesses. 

Signature of Employee 

Date 

Note: This should be printed on the agency letterhead and given to all 
current employees all all new employees during their employee orientation. 
Keep a copy of the signed form in your personnel flies. If you have specific 
company policies, such as informing supervisors and obtaining treatment 
release forms, include these in this letter. This program should be reviewed 
with employees at least annually. Employers also may want to include 
another letter which employees sign releasing medical records. 
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RETURN TO WORK PROGRAM 

You don't get injured workers well to put them back to work, 
you put them back to work to get them well. 

Richard K. Pimental 

Although preventing injuries is the best way to control worker,s 
compensation cost, employers need a way to-manage injuries if they do 
occur. Effective Return To Work programs have been identified as one of the 
key elements necessary to contain and reduce the cost of workers, 
compensation. -

WHAT IS A RETURN TO WORK PROGRAM? 

Basically it is a program designed to facilitate the earliest possible return of 
injured workers to the work place, for the purpose of performing 
meaningful, productive work within the realm of their physical capabilities. 
These programs do not ask employees who are ill or in pain to return to 
work before it is advisable for them to do so, but they identify tasks that 
serve the company and can be carried out on a temporary basis until the 
employee is fully recovered. Also referred to as a Light Duty or Modified 
Program, the plan reduces the number of lost time days which in turn 
reduces premium costs. 

WHAT ARE THE BENEFITS OF ESTABLISHING A PROGRAM? 

Developing a return to work program creates a win-win situation. The 
employer wins by retaining the use of valuable trained employees while 
minimizing the cost. The employee wins by returning to his/her place of 
work therefore avoiding the negative effects of long term absence . 
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The benefits to the employer are: 
• Reduces the number of fraudulent claims. 
• Promotes better morale among employees. 
• Maintains production for wages paid (when 

an employee is out drawing lost time 
benefits there isn,t any production derived.) 

The benefits to the employee are: 
• Increases self esteem, thereby decreasing the feeling of guilt for 

having been injured. 
• Contributes to faster recovery by keeping the inj~red employee 

from becoming physically deconditioned to his/her regular work 
schedule: 

• Maintains social contact with fellow employees, which encourages 
faster ret~rn to the job and again enhances recovery. 

• Reduces the negative financial impact that many injured workers 
experience due to lost time. 

WHAT STEPS ARE INVOLVED IN A RETURN TO WORK PROGRAM? 

1. Establish a written policy and program procedures. 
2. Organize a Return To Work team. 
3. Communicate the program with employees. 
4. Study of injury/ illness history. 
5. Establish job analyses on all regular positions. 
6. Develop alternative productive work assignments. 

1. Establish a Written Policy and Program Procedures 

r:.· ~ A written policy statement should 1) confirm your commitment 
Po~~~ms ~ to the return to work process, 2) explain your company,s 

t B·D· .v·. azs ~ return to work philosophy and, 3) stress the importance of safe 
.. operations, immediate medical care and returning injured 

... ~ employees to work. (See sample policy statement.) 

Written procedures should explain the steps that all involved will take from 
the time an employee is injured until after the employee returns to work . 
Responsibilities of the injured employee, supervisor and others involved 
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should be explained in writing. The support and participation of 
management and all employees are essential for the success of the program . 
Involve employees in the development of the program and seek their support 
in making it work. 

Sample Procedures for the Return to Work Process 

Follow these procedures when an employee is injured on the job. 

A. An employee who is injured must immediately report the injury or 
incident to a supervisor or an appropriate person in management. 

B. The supervisor or return to work coordinator is responsible for: 

c . 

• following Fund requirements for reporting injuries and illnesses; 
• completing an incident investigation record far every report of 

injury, whether or not medical attention is needed; and 
• making a report to OSHA (when required for serious incidents) and 

keeping an OSHA log. 

If medical attention is needed, the injured employee's supervisor 
should go with the employee to the doctor or other medical provider. 

Whenever possible, the employee or supervisor should provide the 
treating doctor with the injured employee's job description, essential 
job elements, and an introductory letter explaining the return to work 
process. 

D. If the employee is restricted from work, a contact person (the 
supervisor or return to work coordinator) should communicate 
regularly with the employee and treating doctor. 

The contact person should talk with the employee on the day of injury 
and once a week until the employee returns to work. The contact 
person should check with the treating doctor whenever the employee 
has a follow-up visit . 
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E . When the treating doctor releases the employee to alternative 
productive work, the supervisor should attempt to develop an 
alternative assignment. Every assignment must meet the doctor,s 
restrictions. 

F. The supervisor must keep a copy of the doctor,s work release. 

G. The supervisor must follow up with the employee on a regular basis 
after the employee returns to work. 

2. Organize A Return To Work Team 

As in most processes the success of the program comes 
from team work. It is important to establish an RTW 
team to effectively. run the program. The team should 
be a multidisciplinary group of people from inside and 
outside the organization. Some of the key players on 
the team and their roles are: 

Coordinator 
This person might be the HR representative, or co~pany claims 
representative. The coordinator should maintain contact with the health 
care provider, State Accident Fund adjuster, the employee and the employee,s 
supervisor. They develop and maintain record keeping and reporting 
systems for incidents and injuries. It is important that this person gain a 
thorough knowledge of the worker, s compensation laws. 

Health Care Provider 
This person should be familiar with all operations at your facility to ensure 
that injured employees physical limitations are put in terms of their job 
functions. This person will assess the condition of the injured employee, 
provide appropriate medical treatment, provide the employee with physical 
restrictions to follow when doing job functions, and provide information 
about the employee,s work capabilities to the employer and return to work 
coordinator. 

Fund Representative 
This person will coordinate operations in the insurance company to provide 
compensation benefits to the injured employee. 
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Supervisor 
This person will train the employees on proper reporting of incidents and 
injuries and the return to work procedures. They will go with the employee 
to the doctorJ and explain to the doctor the companls return to work 
process. The supervisor will help create alternative work assignments that 
are meaningful. They will stay in contact with the injured employee to 
express concern for the employeeJs health and recovery. They will make sure 
the injured employee is following the doctorJs restrictions and check their 
condition regularly to help get the employee back to his or her original job. 

Employee 
The employee will make sure they understand the company procedu_re for 
report~ng injuries. If the employee is injured they should tell the doctor the 
company has a return to work plan. The employee must maintain contact 
with the employer on a regular basis to inform them of their condition. The 
employee should notify their supervisor when the doctor has released them 
to return to work before returning to the job. The employee is responsible 
for following the doctorJs orders concerning their medical restrictions. 

3. Communicate The Program With Employees 

Effective claim cost management begins with the 
employer{ employee relationshipJ a process which begins 
long before an injury. The image of the employer as an 
advocate of the employee should be established before an 
injury occurs. 

Both the employee and the employer should have an understanding of the 
basic concepts of workersJ compensation law. The essential elements should 
be understood and accepted to prevent any misconception and 
misunderstanding. 

It is imperative that the employer know the obligations that have been 
assumed under the law and that the employer has made the necessary 
arrangements to fulfill those obligations long before there is an injury. The 
employer should make the employee aware that arrangements have been 
made for quality medical care and prompt periodic income continuance in 
the event of an injury. The employee should never have to wonder about the 

• benefits he{she is entitled to by law. The employee should never have to seek 
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the advice of friends, relatives, fellow employees, or attorneys to find out 
what the benefits are, how long benefits will be paid, that medical care will be 
provided at no cost, and in general how the compensation system works. 

The employee should be aware that the employer is concerned about 
providing the best possible medical care in order to effect the fastest possible 
recovery with a minimum of permanent physical impairment. All parties are 
winners- the employee,s income, self-esteem, and role as a productive 
member of society- are restored and the employer,s workers, compensation 
cost are minimized as well as having an experienced employee back on the 
job. 

One way to gain employee commitment to the program is to involve them in 
the process. No one knows the specifics of each job as well as the employee 
doing the job. Conduct meetings with supervisors and-employees to brain 
storm for suggestions for alternate job duties. Encourage everyone to come 
up with as many suggestions as possible even if initally they may think them 
unrealistic. The idea should be to give as many options as possible to work 
with. Once all ideas have been exhausted, look at each suggestion 
individually to determine what will work , why and how. Encouraging 
employees to participate in the development process will assure their buying 
into the whole process. 

Once the procedures are developed the employees need to be trained on the 
process. Some of the items to include in the training are: 

A. Benefits of the program for both employee and employer. 
B. Effective dates of the program. 
C. Copies of the Return to Work Policy. 
D. Areas of responsibility for each employee. 
E. Medical provider choice. 
F. Workers, Compensation process. 

Some effective means of communication are: 
• Posting the Return to Work Policy statement along with the 

company Safety Policy statement. 
• Discuss the program in safety and staff meetings. 
• Include the program in new employee orientations. 
• Informal discussions with employees . 
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Communication doesn,t end with the development process. Communication 
along with genuine concern for the employee must take place after the 
injury. According to Intracorp,s 1997 injured worker study report
"Communication, Caring and Concern," employer intervention influences 
injured worker attitudes. The study showed that while the number of 
prevention and return to work programs had increased since their 1994 
study, there was a reduction in employer direct contact with the injured 
employee. The study showed that the longer the injured employee was away 
from work, the less likely they were to be contacted by a company 
representative. For those employers who escorted the employee to 
treatment and maintained proactjve contact during the recovery period, the 
employees had higher satisfaction levels resulting in the employee returning 
to work sooner. Simple human touches such as visiting injured workers, 
sending a card or keeping in touch by telephone has a significant impact on 
injured employees. 

4. Study of Injury{IIIness History 

Study past on the job injuries and illnesses of your company 
and note if there are any particular type of injuries that 
occured with greater frequency than others. Also note any 
particular job or job functions that contribute to a majority 
of your work related injuries. Identify problem areas that 
need to be looked at for permanent modification or added safety features. 

5. Establish Job{task Analysis On All Regular Positions 

job/task analysis serves two functions. The first function is loss 
prevention. Analyze your jobs and work stations so you can 
minimize or eliminate hazards that may cause injuries or 
illnesses. Identify jobs and tasks that are particularly risky and 
make their redesign a priority. 

The second function of job/task analysis is to identify alternative work 
assignments. Your job/task analysis will give you the information you need 
to match jobs to the capabilities of recovering employees. 

First, write a job description that identifies the requirements of each 
position. Your company may already have job descriptions that include 
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specific skills, education, experience and physical demands necessary for 
performing the job. Revising these old job descriptions, with imput from 
management and workers, will help you determine if the injured employee is 
able to return to the regular assignment and will guide placement in other 
positions, if necessary. (See sample job description guide.) 

After you write and revise a job description, evaluate all the elements of the 
job, including workstation design and job functions. Videotaping or taking a 
photograph of each task is the best method of analysis because it creates a 
detailed permanent record for measuring successes. (See sample task 
assessment form.) 

The videotape and a written summary of the task analysis can help the 
treating physician determine work readiness and work restrictions. A written 
task analysis will also document your company,s job position and work site 
designs. -

The following checklist can be used to identify and document all the activities 
of the job. 

• JOB/TASK ANALYSIS CHECKLIST 

What activities are involved? 

What are the physical functions required? 

How frequently are they performed? 

What is the duration? 

What is a typical daily schedule? 

What equipment and tools are required? 

How are tools Used? 

What postures are involved? 

• What skills are required? 
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6. Develop Alternative Productive Work Assignments 

You can use the completed task analyses to find jobs for 
returning injured employees. These work activities are 
called alternative productive work because they allow they 
injured employee to perform "alternative, work that meets 
the worker,s current capabilities. These work activities are 
designed to accommodate limitations such as restricted 
lifting, standing, walking, or sitting. Alternative work 
activity could be a modified version of the employee,s original job, the same 
job with reduced hours, or a combination of tasks from other positions. 
Alternative work can be full time· or part time, but should be a time limited 
assignment that ends with the injured workerJs full release to the original job 
duty. Avoid "make-work, or menial tasks to maintain the injured employee,s 
sense of worth and the morale of your entire work unit. 

To i~entify alternative assignments, ask: 
• What tasks are not being performed by anyone now? 
• What jobs are only being performed occasionally? 
• What tasks now being performed, if assigned to someone else, would 

free other employees to do other tasks? 

Your Return To Work team will match injured employees with alternative 
work activities. Communication is the key for success in assigning injured 
employees to these work activities. Be sure your entire workforce 
understands the alternative work approach. Make certain the returning 
employee,s co-workers understand the circumstances and purpose of the 
injured employee,s new assignment, and emphasize that all recovering 
employees will be given the same considerations. Injured employees need 
encouragement while they are recovering, so emphasize their abilities rather 
than their disabilities . 

59 



• 

• 

• 

THE AMERICANS WITH DISABILITIES ACT (ADA) IMPACTS THE RETURN TO 
WORK PROCESS. 

Employers need to understand the ADA so their Return To 
Work process will succeed. This can also protect your 
company from potential legal action. 

Whether or not a worker injured on the job is protected by 
the ADA depends on whether or not the definition of an individual with a 
disability, as outlined by the act, is met. If one criteria of the three-part 
definition are met, then the injured worker may be covered by the Act. See 
your legal counsel to answer questions about ADA guidelines . 
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STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

Sample Return To Work Policy Statement 

(Companis name) is committed to providing a safe and healthy 
workplace for our employees. Preventing injuries and illnesses is 
our primary objective. 

If an employee is injured, we will use our return to work process 
to provide assistance. We will get immediate, appropriate medical 
attention for employees who are injured on the job and will attempt 
to create opportunities for them to return to safe, productive work 
as soon as medically possible. 

Our ultimate goal is to return injured employees to their original 
jobs. If an injured employee is unable to perform all the tasks of 
the original job, we will make every effort to provide alternative 
productive work that meets the injured employee,s capabilities. 

-· 
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• Employee Involvement in Workers' Compensation 
International Paper's Workers' Compensation Area Teams 

By Mary Ann Humphrey 

As most employers and employ
ees are very much aware, there are 
often two quite different perspec
tives of workers' compensation. Em
ployees may claim that they are 
treated with a lack of concern and re
spect when they are injured on the 
job, and they may believe that the 
company cares only about reducing 
the amount of money spent on 
claims. Managers may perceive that 
employees exaggerate injuries in 
order to be off work and use the sys
tem for personal financial gain or to 
avoid disciplinary problems. 

"For managers, one of the more 
difficult concepts of workers' com
pensation is that it is a no-fault sys-e tern," says Paul A. Stasz, manager of 
workers' compensation at Interna
tional Paper Company (IP) based in 
Memphis, Tennessee. "With man
agement, the issues are seen as con
trol and cost. With employees, the is
sues are anger and fear. They may be 
angry that they were injured and 
they are afraid they've lost some
thing, or afraid it's going to cost 
them money." 

International Paper Company 
was experiencing these opposing at
titudes at several of its sites. At a 
bagpak plant there were a number of 
problems. The complaints included 
injuries as minor as lacerations. The 
disability claims were out of control. 
The employees didn't trust the com
pany doctor and were selecting their 
own physicians. 

At the San Jose container plant, 
management was desperate for as
sistance because of a number of is
sues. The workers' compensation 

ecosts had increased significantly in 
1995-96, and the employees were 
using the system to retaliate when 
they were disciplined or if employee 
relation problems occurred. 

At the Springhill wood products 
site, similar difficulties were tran
spiring: an increase in the number of 
claims, an increase in cost, and an in
crease in legal representation. Em
ployees perceived that they were 
treated like "the enemy" after re
porting an injury. 

Area Teams 

When confronted with these 
problems, IP decided to involve em
ployees in the solution. It created 
Workers' Compensation Area 
Teams. The basic idea was placing 
the ownership and responsibility for 
developing and monitoring a consis
tent program with the employees. 

"Particularly in the bigger facili
ties we recognize the difference be
tween what we all acknowledge in
tellectually but do not practice 
uniformly: the employees are an in
tegral part of the workers' compen
sation system," says Stasz. "The 
workers want to be involved and 
will take on the challenge and do it 
very well." A team of employees 
from each facility is selected to de
velop a workers' compensation pro
gram that is understood by all em
ployees and in compliance with state 
law. A team's mission is to develop, 
implement, and maintain a consis
tent program and to ensure that em
ployees who are injured on the job 
are provided with the best medical 
care and resources available to re
cover and return to work. 

One of the keys is maintaining 
direction, but not control, and ex
tending to associates the freedom to 
try different solutions, some of 
which may fail, but all of which will 
inform future courses of action, 
Stasz notes. "One of the pleasant 
surprises about using a team struc-

ture is that the way employees uti
lize the system is not necessarily the 
way management would have con
sidered," says Stasz. For instance, 
one of the Area Teams sends two co
workers to an injured employee's 
house to reassure him or her that the 
company is still interested in their 
welfare and to provide support. 
They bring food and flowers, or 
even baby-sit the kids, if needed. 
"They're practical and supportive in 
ways that management tends to for
get," Stasz affirms. Although at first 
the visitors were thought to be spies 
sent by the company, the approach 
has proved very effective in the long 
run. 

Creating Teams 
The team members are usually 

volunteers, or they are elected by the 
employees. There should be a mem
ber from each department and for all 
shifts. The team selects a team leader 
and an assistant, as well as a secre
tary. Teams have from eight to 15 
members. 

The workers' compensation re
gional coordinator assisted by meet
ing with the team members to help 
them understand the mission and 
goals for the team. They also 
arranged for a third-party adminis
trator representative to meet with 
the team and provide training about 
the specific state system. Then, they 
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scheduled a date and time with the 
plant for a day-and-a-half training 
session and sent a letter with an 
agenda to each selected team mem
ber. The regional coordinator can in
vite team members from other 
plants where teams have previously 
been implemented to attend the 
training sessions. 

The regional coordinator contin
ues to work with the team when 
needed to ensure that they have the 
support necessary to accomplish 
their goals. Many times during a 
meeting, team members will call the 
regional coordinator to clarify issues 
that may arise. 

Team Effort 
Proves Successful 

According to International 
Paper Company, the team approach 
has worked very well. One of the 
more valuable aspects of a workers' 
compensation team is that they are 
very good at providing feedback 
about how an incident occurred and 

suggestions for how to avoid an
other one. For example, a workers' 
compensation team at one of the 
southern plants investigated a scene 
where several incidents had oc
curred. Some minor changes were 
made at the workstation, and what 
was once a source of regular injury 
now experiences none. "The best 
way to make the system work is to 
ask the people involved- it's for 
their health," Stasz emphasizes. 

Overall, at the five plants where 
the system was initiated, there was a 
decrease in costs per employee, 
number of workers' compensation 
claims, number of disability claims, 
number of litigated claims, and the 
total expected cost. For example, at 
the bagpak plant, when the team 
was implemented in 1994 there were 
42 claims with a total expected cost 
of $250,937. By the end of 1995, there 
was a 39 percent reduction in total 
expected cost. By the end of 1997, 
there was an 88 percent reduction in 
total expected cost and a 62 percent 
reduction in the number of claims. 

Other plants experienced simi
lar results. At the San Jose container 
plant, the team began in 1996 be
cause of the significant increase in 
the number of claims and the total 
expected cost in 1995. There were 41 
claims generating $444,810 in costs. 
By the end of 1997, the number of 
claims was reduced by 95 percent 
and total expected cost showed a 
99.9 percent reduction. 

Key to the System 

The numbers speak for them
selves. When associates have the 
ability to make their work environ
ment safer, they'll do a very good 
job. "It becomes more personal to as
sociates because they recognize that 
they are the ones getting injured," 
Stasz says. Employees also have to 
trust that management is committed 
to the process. "The real key to this 
program is the recognition that all of 
us provide valuable information anc:ia 
contributions, irrespective of our for
mal titles," Stasz concludes. 00 

Pharmacy Benefit Article 
Dear Ed: I was disappointed to read the piece of commercialism in the April issue of 

On Workers' Compensation titled, ''Workers' Compensation Pharmacy Benefits." Clearly, 
this was a self-serving piece meant to generate business by appealing to employers and 
insurers with cost-saving promises. The article showed little regard for the impact that 
restricting pharmaceutical options may have on injured workers. 

When a worker is injured and receives a prescription, he or she wants to go to the 
most convenient pharmacy, not one that will require unnecessary travel, time, and effort. 

When workers suffer back injury with accompanying spasms, the last thing they need is a long trip to a distant phar
macy to obtain their medication. Many workers utilize neighborhood pharmacies that often are not participants in this 
"wonderful" managed care network. 

I have enjoyed the objective and balanced articles that generally appear in your journal. However, Mr. Cowart's 
piece unfortunately represented self-promotion with little regard or concern for the victims of workplace injuries and 
disease. In spite of some popular beliefs, there are some values more important than costs. 

SincerelA 
RobbySt~ 

Special Assistant to the President 
Washington State Labor Council, AFL-CIO 00 



STATE ACCIDENT FUND 
SAFETY AND LOSS CONTROL 

JOB DESCRIPTION GUIDE 

To write a job description, list the information requested for each section using the 
guidelines provided. 

SECTION 

Job Title 

Purpose Of Job 

Education & Work Experience 

Skill Requirements 

Job Functions 

Job Duties 

Physical Demands 

Environmental Conditions 

GUIDELINES 

Provide the title and the location of the job, if 
appropriate. 

Focus on outcomes of the job rather than 
process. List required expectations and 
special requirements. List shift or hours 
worked, full or part-time. 

Describe required or desired licenses, 
certifications, number and years' 
experience, training and other 
qualifications. 

Relate all pertinent skill requirements to 
job functions when possible. 

Answer these questions when describing 
essential and marginal job functions. 
Does the job exist to perform this function? 
Would removing this task fundamentally 
change the job? 

Be as specific as possible. State how 
frequently a task is performed and what 
equipment, tools, and materials are used. 

Be very specific. Use measurements, 
frequency, and duration. Describe body 
position, required exertion, and parts of the 
body used. Give hours per day spent 
performing each function. 

Describe temperature, hazards and other 
conditions. 
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PHYSICAL DEMANDS TASK ASSESSMENT 

Task Title:-:--------- Date: Analyst:, ________ _ 

Task Duration (hours/day): __ With Breaks: Yes/No Overtime (avg. hours/week): __ _ 

1. Postures: 
Stand: Hours at one time: 0 

Total hours per day: o 

Sit: Hours at one time: 0 
Total hours per day: o 

Walk: Hours at one time: 0 
Total hours per day: o 

Drive: Hours at one time: 0 
Total hours per day: o 

2. Lifting/Carrying: 
Not present 

0% 

1-10 lbs 
11-20 I 
21 -50 lb 
51 -100 lbs __ 
> 100 lbs 

Occasionally 
0-33% 

% 
% 

% 
% 

% 
Y2 

Y2 
Y2 

1 2 
1 2 

1 2 
1 2 

1 2 
1 2 

1 2 
1 2 

Frequently 
34-66% 

3 4 5 
3 4 5 

3 4 5 
3 4 5 

3 4 5 
3 4 5 

3 4 5 
3 4 5 

Constantly 
67-100% 

6 7 
6 7 

6 7 
6 7 

6 7 
6 7 

6 7 
6 7 

Height of 
Lift 

8 8+ 
8 8+ 

8 8+ 
8 8+ 

8 8+ 
8 8+ 

8 8+ 
8 8+ 

Distance of 
Carry 



• 3 . Actions and Motions: 

Not present Occasionally Frequently Constantly 
0% 0-33% 34-66% 67-100% Description: 

Pushing 
Pulling 
Climbing 
Balancing 
Bending 
Twisting 
Squatting 
Crawling 
Kneeling 
Reaching 
Handling 
Fingering 
Feeling 
Repetitive: 
Hand motion 
Foot motion 

4 . Equipment: • Not present Occasionally Frequently Constantly 
0% 0-33% 34-66% 67-100% Description: 

Tools 
Machinery 
Equipment_ 

5. Environmental Conditions: 
Not present Occasionally Frequently Constantly 

0% 0-33% 34-66% 67-100% Description: 

Vibration 
Noise 
Extreme heat 
Extreme cold 
Wet/humid 
Moving parts 
Chemicals 
Electricity 
Radiation 
Other 

• 
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RETURN TO WORK PROGRAMS ARE CRITICAL 

While most aspects of the claims management process are handled by the 
State Accident Fund as part of your workers, compensation insurance coverage, 
one critical component remains squarely in your hands as a policyholder - - the 
establishment of an effective return-to-work program for injured employees. 

Simply put, a Return-To-Work program is an organized effort to provide 
modified job duties, on a temporary basis, to injured employees during their 
recovery period. These transitional duties may incl~de some of an employee,s 
regular job functions. However, when that is not practical, other duties may be 
assigned until such time that the injured worker is released to return to full 
duty. 

An effective return-to-work program begins with communication. Research 
has revealed that employers who communicate regularly with their injured 
employees ("Hi, how are you doing? We miss you and hope you come back 
soon. We need your help.") throughout the recovery process realize a 
significantly higher percentage of success in returning injured employees to the 
workplace. · 

Many injured workers believe their jobs are in jeopardy as a result of on
the-job accidents. If you do not call, they assume that you are angry at them. 
They believe you do not care about their recovery and their speedy return-to
work. You are in the best position to alleviate their fears and speed up their 
return to the workplace. 

Direct communication with your injured employees should take place 
frequently, at least weekly. Ask how recovery is progressing and discuss a target 
date for returning to work, even if the date has to be changed later. Express 
your hope that the pain or hardship of an injury is lessening. Discuss the 
payment of workers, compensation benefits and ensure employees understand 
how benefits are paid by the State Accident Fund. 

Stay in touch with your employee,s doctor and other medical providers. 
Provide them with detailed information about physical (lifting, standing, sitting, 
carrying, bending) requirements related to your employee,s regular and modified 
job duties. This will enable them to make informed decisions. Keep your SAF 
claims adjuster advised of any personnel changes, such as exhaustion of 
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sick/annual leave, deviations in a modified work program, and/or application for 
any kind of disability or retirement benefits. 

Roll out the "welcome mat, when an injured worker returns to the 
workplace, especially if he/she is performing "light duty, or part-time work 
pending full recovery. Remember the goal is to get the employee back to his/her 
regular job as soon as medically possible. Again, the presence of compassion and 
confidence by the employer leads to increased morale and will facilitate the 
return to work process. 

Two points to consider. The SC Workers' Compensation Commission (WCC) 
considers a claimant's work status when determining the value of an award for 
Permanent Partial or Total disability. If an employee is terminated because the 
employer could (or would) not provide temporary job modifications, a large 
award may be ordered on a relatively minor claim. To further complicate 
matters, an employer's exposure for liability under the Americans With 
Disabilities Act (ADA) could be increased as a result of adverse actions taken by 
the employer as part of a workers' compensation claim. 

An effective and proactive return-to-work program can generate a great 
return on investment for your organization, both in terms of lower workers' 
compensation costs and higher morale among your employees. This is yet 
another aspect of the workers' compensation system that can be controlled by 
the employer. 

For more information on return-to-work programs, call 
janis Howard at (803) 737-8171. 

Copied for "Fundamentals", the quarterly newsletter of the 
State Accident Fund, Spring, 1998 issue . 
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A WORKERS' COMP. FAIRYTALE 
(~R NJGHTMAR~ 

Once upon a time, there was a man 
named Harvey who worked for the 
Acme Co. He had enjoyed his job as a 
widget painter for many years, but 
really wanted to be promoted to a 
widget inspector. 

Unfortunately, fate intervened one 
day in the form of a ladder that may 
not have been braced just right when 
Harvey made his assent. A little slip 
here, a little twist there, and suddenly 
Harvey knew the true lesson of 
gravity; it can hurt, at first only a 
little bit and then, later, a whole lot. 
The Acme Co. had workers' 
compensation insurance, but no 
return-to-work program for injured 
employees. 

Harvey was hurting, almost as much 
from the back injury as from the fact 
that his better-half was furious when 
she teamed his pay would be cut by 
one third. To make matters worse, his 
teenage son kept coming up with 
excuses for not being able to help with 
a few things around the house. 
Anyway, since his accident, Harvey 
consoled himself by sitting in front of 
the television, window shopping at the 
mall, and working in the yard because 
there was nothing better to do. 
Harvey was really perplexed as to why 
no one at Acme seemed to care about 
him anymore. 

It was like everyone was afraid to even 
talk to him, like he was no longer seen 
as a fellow employee. He stayed in 
contact with his adjuster. He was 
getting weekly rr checks and plenty 
of doctor visits. The doctor had even 
suggested that Harvey go back to work 
on a "light-duty, or part-time basis 
for a few weeks until he felt better. 

The insuranc~ company relayed this 
information to Acme, but no dice. 
"We don't have a place for him, was 
their reply. Little did Harvey know 
that everyone else was working 
mandatory overtime because he was 
out of work. In spite of the overtime, 
widget production was down. 

He hadn't heard from his supervisor in 
weeks. Heck, he was hurt because of a 
workplace accident. He didn't 
suddenly catch leprosy. And besides, 
his shoulder and back were now 
beginning to hurt. One of his friends 
had been suggesting that he get a 
la\\Yer to make sure that he was 
getting everything he was entitled to 
under the law. 

Up until now, he'd never had any 
reason to doubt the loyalty and 
compassion of his employer. Acme 
always had Christmas parties and gave 
their retirees gold watches. But things 
were different now. The longer he 
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stayed out of work, the more Harvey 
began to question Acme,s motives. He 
also watched more TV. 

Several more days passed with not so 
much as a get well card from anyone 
from Acme. Harvey began to seriously 
wonder if there was ever a chance he, d 
go back to work, let alone get that 
inspector,s job. He was channel 
surfing when he saw yet another 
commercial from someone claiming to 
provide quick reliefto injured 
workers. Hesitantly, he called the toll
free number ... 

And now a word from our sponsor. 
Do you realize that the total cost of 
Harvey,s claim just increased by 
upwards of 30%. Statistically 
speaking, attorney involvement on 
behalf of an injured worker adds a 
substantial amount to the bottom 
line, in terms of delays in resolving a 
case, as well as, additional costs for 
la""ers to represent the employer and 
msurance company. 

Another dismal statistic: the longer 
an individual stays out-of-work, 
regardless of the type of injury, the 
greater the probability that he will 
never return-to-work. As if this 
weren,t enough, indirect costs (lost 
productivity, overtime or temporary 
labor, training, and administrative 
expenses) to an employer are seven to 
ten times greater than the cost of the 

• workers' compensation claiml 

The longer a case remains open, the 
greater the chance that other 
ailments (depression, stress, physical 
radiculopathy) besides the initial 
injury will become the dominant 
factors in a claim. A relatively minor 
back claim can escalate to a Total case 
in a matter of months. 

No amount of claims management on 
the pa_rt of an in~urance company can 
match the value of employer 
involvement in bringing a claim to 
closure. It is a proven fact that the 
sooner an injured employee returns to 
the workplace, the sooner that 
employee,s claim is resolved. A 
shorter claim life translates into a 
lower claim cost. 

Now, back to our story. Or is this 
your story? 

As a policyholder, do you take an 
active interest in the well ness of your 
employees by expressing your concern 
when someone is hurt on-thejob? Do 
you treat a workers, compensation 
claim as nothing more than extra 
paperwork in your already hectic 
workday? Have you ever used a 
workers, compensation claim to aid in 
the removal of a marginal employee? 
Are you in regular contact with your 
injured employees? Do you have a 
return-to-work program? 

Think about itl 
By Ray Ambrose 
State Accident Fund 
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Behavior-Based Safety Programs: 
Ten Reasons Why 
By Jim Fograscher 
The Ohio BWC Division of Safety 
& Hygiene 
Member Safety and Health Committee 

Why should a company imple
ment a behavior-based safety 
process? This popular safety trend 
not only can enhance the effective
ness of ergonomics programs, it may 
have a far more significant impact on 
occupational loss prevention than 
ergonomics ever has. If the safety cul
ture of an organization is ready, 
behavior-based safety is a tool that 
can transform a company's safety 

-erformance from flat to fantastic. 
Here are at least ten good reasons to 
implement behavior-based safety in 
your company. 

1. Safety is About People 
The factory of the future will have 

very few injuries. Not because of the 
advance of the safety profession, but 
simply because there will be only two 
~loyees: a man and a dog. The 
.m~' s _job. is to feed the dog and the 
dog s JOb lS to keep the man from 
t~'U; · g the machinery. All kidding 
aslp.e until then, there will be people 
in tpe orkplace who will make poor 
dedmo and mistakes that will re-
sult ~· · . juries. 
. ~ . t data ~u~g~sts that only 

siX pe~ ,_t of all mJunes are due to 
hazar~ .. afe conditions. Con
ve:r }'" · percent of all injuries are a 
result of unsafe actions, poor deci
sions and at-risk behaviors on the 

•. art of people. 

Compliance to 
is necessary, 
great satte~~rf6rmance 
focus is 
tions in the 
traditional nstJ,ectiOlil~rit audits fo
cus on these areas, rather than the 
people who created them or who 
choose not to eliminate them. In 
OSHA's early years (1976), 9 of every 
100 workers was injured while work
ing. By 1996, after 20 years of 
regulations, inspections and enforce
ment, 7 of every 100 workers could still 
expect to become injured on the job. 

If you have ever had small chil
dren at home, you know child 
proofing the house is never enough. 
We must teach them to obey certain 
rules for their safety. Since we can't 
barricade the street, we teach them to 
play on the sidewalk. Behavior-based 
safety is the process by which we 
teach workers to perform safely. Tra
ditional safety programs simply 
don't produce great performance. 

3. Consequences Drive 
Behavior 

everyone must wear eye protection in 
the plant. The team has even talked 
about it at a recent safety meeting. 
These are the antecedents intended to 
trigger the desired behavior (wearing 
eye protection). However, the conse
quences of wearing glasses for the 
worker are that they are hot, uncom
fortable, hard to see through, hard to 
keep track of and make him look 
silly. Since all the immediate conse
quences are negative, it is easy to 
understand why he wouldn't wear 
them. Even though he could get 
something in his eye, he rationalized 
that it hasn't happened yet so it prob
ably won't. Finally, nobody else 
wears them and nobody ever says 
anything to him when he doesn't. All 
the consequences for NOT wearing 
tlie glasses are positive. Behavior
based safety teaches leaders how to 
manage the consequences · order to 
get the desired behaviors 

4. Can Be Motiva 
Safety management e 

Petersen reports that on . f ili ,s . 
key elements of an effec e sa · ·.. · 
program is to provide PI$_'.' .iititi.vvee c!P a ;· 
proach~s. Tradi~onal s~~ 
reputation of bemg nega~uru 
tive and fault finding. Behavior
based safety gives leaders the o .... _, ...,. .. ,:?"' 

tunity to catch people doing thirigs 
right and positively reward them for 
it. Positive reinforcement is one of the 
two most powerful motivators of 
mankind. Punishing people for not 
living up to certain standards will 
compel them to only do just enough 



to get by. However, positive rein-
forcement can propel beyond 
minimum standards L-~'""'""""-L 
mance. 

s~LP!~~~~~~le perfor
mance the supervisor. 
Behavior-based safety is a systematic 
approach to not only identify at-risk 
behaviors, but to give coaching and 
feedback about work performance 
relative to safe and at-risk behaviors. 
It also provides the missing account
ability to everyone in the organization 
when safety policies are ignored and 
not enforced. Effective coaching in
cludes both correction for doing the 
wrong things and positive reinforce
ment for doing things right. 

6. li .. ' :liy Proactive 
.4 

.<!{ · anaging safety by the incident 
!~ e is .like coaching a game by 

~ tching the scoreboard rather than 
. .. v.t ~ ~· the field. Behavior-' s ·.~ ·<. ta can help establish 

nds and 1q( ·~ · deficient systems 
fore the in~d t rate gets tallied. 

',;: ·.·~··cess meas. s such as number of 
a~ > rv~~~.:J .. ,£ ·.·· rfo~ed, I?ercent safe, 
p · .. ~orrective action plans, 
etc., prov1aes valuable data on injury 
potential. Ideally, safety teams would 
plan discussions, training, resources 
and projec · ata 
rather th 

than the safety meeting could ever 
achieve. People are expected to think 
through risk and exposure rather 
than mechanically learn seemingly 
irrelevant rules and sit through train
ing. The behavior-based process is 
more subtle, impactful and sustain
able than a big flashy safety 
campaign. 

8. Deep Invol~ · ; · 
According to s~r rvisor ~

Peter~n, partici~ap. n is a ke~· e
ment m an effecti e·:.- ety pr ~ am. 

By doing safety .· :.,,. _ ·A· _ su
pervisors can be active · · Y. v:· · -· 
lecrding safety and se .. g an e,V'lln'•nro 
to their workers ea :~.' d every d 
not just at the mon ' y fety meet '. 
ing. When superviso ' ·:· .. e obse · 
and coaching, safety b "'" . e 
management responsibili . ey can 
no longer abdicate safety to the safety 
manager who has no real power to 
influence people. Workers get in
volved in assessing risks when they 
are observed and also get to suggest 
and implement systems changes. Ide
ally, the process evolves to the point 
where everyone is making observa
tions and coaching and solving 
problems, not just the supervisors . 
Plus, managing the behavior-based 
safety data and action plans can be a 
fresh new charter for tired old safety 
committees (which are generally im
potent anyway). 

9. Proven Effective 

came in third. There has been a great 
deal of published evidence by Dr. 
Thomas Krause and others that indi-
cates as safety observations go up, 
injuries go down. If we ask the right 
questions, behavior-based safety can 
serve as on-the-spot near-miss inves
tigation and root cause analysis. 
Remember, the power is that we're 
doing this before an accident occurs. 

10. Transcends Workplace 
Safety 

Summary 
Under the right cultural condi

tions, behavior-based safety can serve 
as a catalyst for organizational change 
and launch companies to great levels 
of safety performance. On the other 
hand, if trust is low, if employee in
volvement is poor, if teamwork is lip 
service or if commitment from leader
ship is lacking, it will be just another 
program of the month. Ultimately, a 
well-designed and properly imple
mented behavior-based safety process 
fits "hand in glove" with a Total Qual
ity Management approach and will 
benefit all aspects of the business, not 
just safety. -
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SPECIAL REPORT 
of National Safety Week. Contact the ASSE at 1800 
East Oakton St., Des Plaines, IL 60018 . 

publications, including posters, banners, booklets and 
videos. For more information, call (800) 345,8101. 

~ Chemical Transportation Emergency Center 
(CHEMTREC) 

~Consumer Product Safety Commission (CPSC) 
Numerous free pamphlets and reports are available 

through the CPSC, which is concerned with fire and 
burn hazards, injury statistics, electrical hazards, safety 
packaging, chemical hazards and general product 
safety. For information, contact the CPSC at 1111 
18th St. N.W., Washington, D.C. 20207. Phone: 
(800) 638,2772. 

Intended for emergency situations only, CHEMTREC 
operates an emergency line 24 hours a day to provide 
information about handling hazardous chemicals 
involved in transponation accidents. Immediate emer, 
gency response procedures will be provided for spills, 
leaks, exposures and fires. 

However, this line is for use by emergency person, 
nel, such as fire and police crews, and should be used 
as such. The number is (800) 424,9300. 

~Department of Transportation (DOT) 

" Clement Communications, Inc. 
CCI is a one,stop shop for a multitude of safety,related 

The U.S. OOTis a virrual clearinghouse for informa, 
tion on various safety,related topics that may be of con, 
cem to you. These include the following: Aviation 
safety, hazardous materials transponation, highway 

WHERE To Go ON THE lNTERNET FoR ANsWERs To YoURSAFETY QuEsTioNs 
While there are countless people to call, places to write to, and published material to order, there is also a slew of informa· 
tion available through the Internet. What follows is a general listing of some of the more popular safety and health-related 

sites on the World Wide Web. 

AGRICULTURE 
National Agricultural Safety Database 
http:/ /www.ogen.ufl.edu/ -noSdhome.html 

AIR QUALITY 
Action on Smoking and Health (ASH) 

http:/ /os~org/ ash/ 
CHEMICAL SAFETY 

American Chemistry Society 
. http:/ /www.acs.org 
Chemical Abstrads Service 

http:/ /info.cos.org 
Chemistry Resources on the Internet 

http:/ /www.rpi.edu/dept/chem/cheminfo/chem
res.html 

CONFINED SPACES 
Pre-plan for Confined Space Rescue 

http:/ /www.~.com/ -jomesVtop.htm 
EMERGENCY SERVICES 

American Rescue Team International (ARTI) 
http:/ /www.omerrescue.org/ 
Cmlfornia EMS Authority 

http:/ /www.ernsa.cahwnet.gov 
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Canadian Centre for Emergency 
Preparedness 

http:/ /www.netoccess.on.co/ccep/ 
Disaster Planning Information 

http:/ /www.og.uiutedu/ -disoster/disoster.html 

Disaster Resource Guide 
http:/ /www.disoster-resource.com 

Earthquake Essentials 
http:/ /www.quakesafe.com 

Earthquake Safety 
http:/ /spyderwebb.com/quake 

EMERGENCY - Safety Information 
http:/ /www.cott.citri.edu.au/emergency/es

sofety.html 
Emergency Response and Research 

Institute 
http:/ /YAW~.emergency.com 

911 Web Pages 
http:/ /YAW~.fireweb.com 

ENVIRONMENTAL ISSUES 
AustraDan Environmental Resources 

Information Network 
http:/ /www.erin.gov.au/ 

Center for Environmental Health and 
Safety 

http:/ /www.cehs.siu.edu 
Earthweek Homepage 

http:/ /www.strp.net/ -earthenv/ 
Environmental Risk 

http:/ /wwwjdrisi.darku.edu/risk.rskhome.htm 
Environmental Aaonyms 
http:/ /iami.org/ eao.html 

ERGONOr,lJCS: 
Advanced &gonomics 

http:/ /www.pitnet/undor/odvergo 
Carpal Tunnel Syndrome 

http:/ /www.netaxs.com/%7Eiris/ds 
Comput~r &gonomics 

http;/ /www.ot
dota.ns.co/computers+heohh/defouh.htm 

Cornell Ergonomics 
http:/ /www.tc.comell.edu:BO/ -hedge/ 

aD News 
http:/ I rtdnews.com/ 

&go Web 
http:/ /tucker.mech.utoh.edu/Pub/index.html 

The &gonomics Home Page 
http:/ /www.distrib.com/ ergonomics/ 

homepoge.html 
fiRE SAFETY 

rue and EMS Page 
http:/ /www.wolfenet.conv -rnh 

Fire Prevention 
http:/ /www.d.modison.wi.us/fire/firepre.html 

ruewise Home Page 
http:/ /www.flrewise.org/ 

National Fire Protection Assodation 
http:/ /www.wpi.epu/Depts/Acodemic/Are/Nfpa/ 

nfpo_home 
(continued on page 3) 
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situation. For further information, or to get a copy of 
the directory, contact the EPA at 401 M St., S.W., 
Washington, D.C. 20460. Phone: (202) 260~2090. 

safety, mass transit, railroad safety, vehicle accident statis~ 
tics and vehicle crash worthiness. Information can be 
obtained by contacting the JX)T at 400 7th St., S.W., 
Washington, D.C. 20590. Phone: (202) 3664000. 

The OOT also runs a separate number to report 
auto safety problems and to get current auto safety 
information. Contact the Auto Safety Hotline at 
(800) 424~9393. 

'Y Federal Emergency Management Agency (FEMA) 
Everything from winter storm safety tips to protec~ 

tion against a nucmai:~t'tack is covered somewhere in 
the files of the FEMA. Contact the agency at 500 C 
St. S.W., Federal Center Plaza, Washington, D.C. 
20472. Phone: (202) 646~2500. 'Y Environmental Protection Agency (EPA) 

Hazardous waste and emergency response is a big 
headache for many supervisors. If you need informa~ 
tion in this area, or about toxic substances, noise con~ 
trol, radiation or pesticides, you may want the EPA. 

FEMA puts out a catalog listing its free publications. 
For information on this, contact FEMA at P.O. Box 
8181, Washington, D.C. 20024. 

T Government Printing Office (GPO) 
The EPA also puts out a free directory to make it 

easier to contact the individual you need in a given 
The Monthly Catalog of U.S. Government Publications 

is one way to track down safety~related government 
(continued on next page) 

Internet ••• (continued/rom page 2) 

fiRST AJD 
American Red Cross 

http:/ /www.redcross.org/ 
CPR Plus 

http:/ /www.kmp.com/cpr-plus 
rust Aid 1 sf 

http:/ /www.seadrive.com/first.aid.l st 

GENERAL SAFETY 
AT & T Environment, Heahh and Safety 

http:/ /www.att.com/nds/ ehs/ 
American Sodety of Safety Engineers 

http:/ /www.osse.org 
Current Uterature on U.S. Occupational 

Safety and Health 
http:/ /infoventures.microserve.com/ 

niosh/osh.html 
Environment/Safety Data 

http:/ /VNJW.esdx.org/ esdhome.html 
lntenational Produd Safety News 

http:/ /www.sofetylink.com 
National Safety Couna1 
http:/ /www.nsc.org/nsc 
Safety YeUow Pages 

http:/ /tiatnet/users/ dplosslhome.html 

GOVERNMENT AGENaES/INFORMATION 
Centers For Disease Control (CDQ 

http:/ /www.cdtgov/ 
Consumer Information Center 

http:/ /www.gsa.gov/1/stoff/po/cic 
Consumer Produd Safety Commission 

http:/ /www.cpsc.gov 

Environmental Protection Agency 
http:/ /VNJW.epo.gov 

Federal Emergency Management Agency 
http:/ /www.fema.gov/fema/fedl.html 

Federal Register 
http:/ /ssdtucsd.edu/ gpo/glossary/fed.html 

Food and Drug Administration 
http:/ /www.fda.gov/ 

Government Printing Office 
http:/ /www.access.gpo.gov/su _docs/ 

Mine Safety and Health Administration 
http:/ /W'tWI.msha.gov 

National Highway and Traffic Safety 
Administration 

http:/ /www.nhtso.dot.gov 
National Institute for Occupational Safety 

and Health (NIOSH) 
http:/ /www.cdtgov/niosh/homepage.html 

National Ubrary of Medidne 
http:/ /www.nih.gov 

OSHA 
http:/ /www.osha.gov 

HAZARDOUS MATERIALS/ 
TOXIC SUBSTANCES 

Agency for Toxic Substances 
and Disease Registry 

http:/ /atsdr l.atsdr.cdtgov:BOBO/atsdrhome.html 
Department of Transportation/Office of 

Hazardous Materials Safety 
http:/ I mi. volpe.dot.gov/ ohm/home.html 
Hazardous Materials Management 

http:/ /ww\yjo.org/ -hzmatmg/ 
MSDSs 

http:/ /members.aol.com/msdsrx/ 

Right·t~Know Network 
http:/ /rtk.net 

HEALTH ISSUES 
Allergy Archives 

http:/ /www.immune.com/allergy 
Cancer News 

http:/ /cancer.med.upenn.edu/ 
cancer _news/index.html 

Chronic Fatigue Syndrome 
http:/ /www.santel.lu/SANTEl/alseOses/ 

chronfat.html 
INDUSTRIAL HYGIENE 

AIHA (American Industrial Hygiene 
Assodation) 

http:/ /www.aiha.org 
AustraUan Institute of Occupational 

Hygienists 
http:/ /plato.ens.gu.edu.au/hygiene/ aioh.htm 

Bara Environmental 
http:/ /VNJW.bara.com/ 

OFF-THE-JoB SAFm 
Family Disaster Plan 

http:/ /www.fema.gov/PDF /fdp.htm 
SANITATION 

National Sanitation Foundation 
http:/ /www.nsf.com 

STANDARDS/REGULATIONS 
American National Standards Institute 

(ANSI) 
http:/ /www.ansi.org 

TRAINING 
American Safety & Health Training Inc. 

http:/ /www.sofety-training.com 
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Safety Sites On The Internet 
Regulatory Agencies 
Safety Organizations 

Regulatory Agencies 

Material Safety Data Sheets 
Other 

.Environmental Protection Agency http://www.epa.gov 
OSHA Home Page http://www.osha.gov 
OSHA Computerized Information System http://www.osha-slc.gov 
OSHA Technical Manual http://www.osha-slc.gov/TechMan toc/sect.htm 
S. C. Dept. of Health and Environmental Control http://www.state.sc.us/dhec/ 
S.C. Dept. of Labor, Licensing, and Regulation http://www.llr.sc.edu/ 
US Department of Transportation http://www.dot.gov 

Safeey Organizations 
American National Standards Institute 
American Society of Safety Engineers 
National Fire Protection Association 
National Safety Council 
Professional Organizations 

Material Safety Data Sheets 
Chemical Safety MSDS Database 
Vermont SIRI MSDS Database **** 

Other 
Center for Disease Control 
OSHWEB . 
SafetyOnline 
Safety Related Internet Resources 
State DOT WWW sites 

http://www.ansi.org/docslhome.html 
http://www.asse.org/home.htm 
http:/ /www.nfpa.org/home.html 
http://www.nsc.org 
http:/ /turvame. tut.fl/cgi-bin/wihna/proor 

http://turva.me.tut.fl/cgi-bin/wilma/chesa 
http://siri.org/msds or http://hazard.com/msds/ 

http://www .cdc.gov/ 
http://turva.me.tut.fll-oshweb/ 
http://www.SafetyOnline.net 
http:/ /www.mrg.ab.ca/christie/safelist.htm 
http://www .dot.gov/intemet/usadots.html 

http:/ /webserv2.dot.state.sc. us/occsafty/intemet.htm 
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OCCUPATIONAL SAFETY AND HEALTH 
VENDORS 

Organizations 

Department of Labor, Licensing and Regulation 
Office of Public Information 
PO Box 11329 
Columbia, SC 29211-1329 
1 (803) 896-4380 
Attn. Barbara Foster 
(For OSHA Gram publication) 

South Carolina Occupational Safety Council 
PO Box 61044 
Columbia, SC 29260-1044 
1(803) 738-1608 
(They have videos to lend and sponsor the 
SCOSC safety conference twice a year.) 

National Safety Council 
PO Box 210822 
Columbia, SC 29221-0822 
1 (803) 732-6778 
(They sell programs and training classes.) 

Safeb' Posters 

Herman Posters 
Clement Communications 
Concordville, Pa. 
1-800-345-8101 

Dennis the Menace 
The Economics Press, Inc. 
Fairfield, NJ 
1-201-22 7-1224 
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Safety Posters Cont . 

Bongarde Communications 
PO Box 428 
Oroville, Wa. 98844-0428 
1-800-66 7-9300 

Various Materials 

Positive Promotions 
168th St. 
Flushing, NY 11358 
800-635-2329 (handouts, giveaways) 

Stretching Inc. 
1-800-333-1307 

Bongard Communications 
1-800-667-9300 (Handouts) 

Images Now 
303-452-7234 (Wristrests) 

Clayton Ergo Tech 
612-854-0112 (Ergo Booklets) 

Parlay International 
Box 8817 
Emeryville, CA 94662-0817 
800-457-2752 (posters, handouts) 

SAFElY VIDEOS 

Victor House Publications 
135 Pinewood Dr. 
Greer, SC 29651 
1-864-8 79-1053 
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SAFETY VIDEOS Cont . 

Safety Training System 
710 Southwest 9th Ave. 
Portland, Oregon 9 7205 

Coastal Video 
303 8 Brickhouse Court 
Virginia Beach, VA 23452 
1-800-767-7703 
Fax: 804-498-3657 

Bureau of Business Practice Prentice Hall 
24 Rope Ferry Road 
Waterford, Connecticut 06386 

Long Island Productions, Inc. 
1432 Kearney St. 
El Cerrito, California 94530 

Mosby Lifeline 
Mosby-Year Book, Inc. 
11830 Westline Industrial Dr. 
St. Louis, Missouri 63146 
1-800-325-4177 

Summit Training Source, Inc. 
620 Three Mile Road NW 
Grand Rapids, Michigan 49504-8200 
1-800-842-0466 

OnGuard Training For Life 
619 South College 
Fort Collins, Colorado 80524 
1-800-544-3473 
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SAFETY VIDEOS Cont . 

ETC. Excellence In Training Corp. 
11358 Aurora Ave. 
Des Moines, Iowa 50322-7979 
1-800-747-6569 

CLMI-Comprehensive Loss Management, Inc. 
Contact: Andy Schulz 
1-800-533-2 76 7 
Minneapolis, MN 

ITS- Industrial Training Systems, Corp. 
1-800-727-2487 
Fax: 609-983-4311 

STS- Safety Training Systems, Div. Of Creative Media Development, Inc. 
710 SW 9th Ave. 
Portland, Or. 9 7205 
1-503-223-6794 

AMI - American Media Inc. 
1-800-262-2557 or 515-224-0919 
Fax: 515-224-0256 


