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Ru le  1 0 1ðSco pe 

This part  sets  fo rth  general rules for  the  safe  use,  operat ion,  and  maint enance  of 
equipm ent,  and  for  safe  work prac t ices pertaining  to  all em ployers  and  emp loyees 
perfo rm ing  const ruct ion  operat ions,  except  th at  where a specific rule is set  fo rth  in 
another par t,  the  general ru le is p reemp ted.  

Ru le  1 0 2ðDef in i ti o ns  

· ñAcc id en t  Pr ev en t ion  Pr ogr amò means the  pr ogr am by which an employer 
prov ides inst ruct ion  and safety  t raining  to  an employee in the  recognit ion  and 
avo idance  of  hazard s. 

· ñAisleò means a designated path of t ravel for  equipm ent  and  employees.  
· ñAppr ovedò m eans appro val by the  director  of  the  departm ent  of consu mer and 

indust ry s erv ices or  by t he directo rôs duly designated repr esentat ive . 

· ñCon f in ed  Sp aceò means  a space that,  because  of  it s phys ical construct ion,  could 
be subj ect  to  the  accumulat ion  of loose  mater ials or  exp losive, tox ic,  or  f lamm able 
cont am inants  or cou ld have  an oxygen  def icient  atmosphere.  All of the  following  ar e 
exam ples of  conf ined spaces:  

 

Á Sto rage Tanks  
Á Process Vessels 
Á Bins 
Á Boilers 

Á Vent ilat ion Ducts  

Á Sewers  

Á Underground Ut il ity  Vault s 

Á Tunn els aft er c onst ruct ion is 

com pleted 

Á Pipelines 
· ñEqu iv a len tò means an altern ate  design or f eatu re th at prov ides at  least  as effect ive 

degree of  safety  or  a gr eater  degree of s afety.  

· ñHa zardò means a condit ion  or  pr ocedure th at  is causing or is likely to  cause  serious 

phys ical harm  or death to  an employee. 

· ñPo t ab le  w at erò means  water  that  is in com pliance  with  the  pr ov isions  of Act  No. 
399 of  the Public Acts  of 1976 , as amended, being  §325 .10 01 et  seq. of the  Michigan 
Compiled Laws. 

· ñQu a l i f ied  Em p lo y eeò m eans one who, by knowledge, t raining, and  exper ience, has 
successfu lly dem onst rated to  the  employer his or  her  ability to  solve or  reso lve 
problems relat ing  to the  subj ect m att er, the  wor k,  or the  proj ect. 



Ru le  1 1 4ðEm plo yer  Respon sib i li t ies;  Accid en t  Pr ev en t io n  Pr og r am  

· An employer w ill develop, main tain,  and  coordinate  with  em ployees an accident 
prevent ion program, a  copy of  which will be available at the  works ite. 

· An accident  preve nt ion  program wil l, at a  m inimum , pro vide for all of t he fo llowing:  

Á Designat ion  of  the  qualif ied em ployee or  person  who is responsible for 
adm inistering the  program.  

Á Inst ruct ion  to  each em ployee regard ing  the operat ing  pr ocedu res,  hazards,  and 
safeguards of  too ls and equipm ent  when necessary to perform  the  job. 

Á Inspect ions  of  the  const ruct ion  site, too ls,  ma terials,  and equ ipme nt  to  assure th at 
uns afe  con dit ions which cou ld c reate  a h azard  are elim inated. 

Á Inst ruct ion  to  each em ployee in the  recognit ion  and  avo idance  of  hazards and the 
regu lat ions  applicable to  his or  her work environment  to  cont rol or  elim inate  any 
hazards or  oth er exp osure to illness or inju ry.  

Á Inst ruct ion  to  each emp loyee who  is required  to  handle or  use  kno wn poisons, 

tox ic m ater ials,  caust ics,  and  oth er harmful  substances  regarding all of the 
fo llowing:  

 

  The poten t ial  hazard s.  

  Safe  handling. 

  Use. 

  Personal hyg iene. 

 

  Protect ive measures. 

  Applicable first  aid pro cedu res to  be 

used in the  event  of inju ry.  

 

· Inst ruct ion to  each employee if kno wn h armful  plants,  rept iles, anima ls, or  insects are 
present  regarding all of the  fo llowing:  

  The poten t ial  hazard s.  

  How to  avo id inju ry.  

  Applicable first aid pro cedu res to be used in the  event  of  in ju ry.  
 

· Inst ruct ion  to  each emp loyee who  is required to  enter a conf ined space regarding  all 
of t he fo llowing:  

  The hazard s involved.  

  The necessary precaut ions to be taken.  

  The use  of re quired person al protect ive  equipm ent.  

  Emerg ency  equipm ent . 

  The procedures to be followed if an emer gency  occu rs. 

· Inst ruct ion  in the steps or  pr ocedures to  be fo llowed in case of an inju ry or  accident 

or  oth er emer gency.  

Ru le  1 1 5ðEm plo yer  Respon sib i li t ies  Gen er al ly  

· An employer w ill ident ify as uns afe  a ma chine, powered  to ol, or  piece of  equipm ent 
th at  is dam aged or  defect ive . The m achine, to ol, or  equipm ent  w il l be lock ed out, 
made inoperable, or  be phys ically rem oved from  the  jo bsite. 

· An employer will not pe rm it any  of the  fo llowing:  

Á The use  of damaged or defect ive machinery,  too ls,  mater ials,  or equ ipme nt  th at 
cou ld create  a h azard. 

Á The operat ion  of machinery,  equipm ent , and  special too ls,  except  by a qualif ied 

emp loyee. 

Á An employee oth er th an the  operator  to  r ide any  piece of m ov ing  equipm ent  not 
cov ered by a specific standard, un less th ere is a seat  or  oth er safety  featu re 
prov ided for  use  by the  em ployee. Acceptable safety  featu res could inc lude  a 
guardrail, e nclosu re, or  a seat belt.  



 

VO LT AGE 
MINI MUM  EMPLOY EE 

CLEARANCE 

To 50 kv 10  ft .  

Ove r 50  10  ft . +  .4 inch per kv  

 

· An employer w ill not  kno wing ly perm it  an employ ee to  work while un der  the  influence 
of  into xicat ing  beve rages or substances which could impair the  employeeôs ab il ity  to 
perfo rm  a task in a safe  mann er.  

· Employees not  specifically covered by Part  16. Power  Trans m ission  and Dist r ibut ion, 

Part  17. Elect r ical Inst allat ions,  or  Part  30. Telecom mun icat ions  of the  cons truct ion 
safety  standards comm ission  standards,  being  R 408 .4 1601 et  seq. , R 408 .4170 1 et 

seq. , and  R 408.4 300 1 et  seq. of  the Michigan Adm inist rat ive Code, will not  be 
allowed by the  employer to  work or  be closer to  energized electr ical line, gear, or 

equipm ent exp osed to cont act than the  m inimum  clearance prescr ibed in tab le 1. 

· Table 1 reads as fo llows:  
· An emp loyer w ill comp ly with  all the 

rules of  th is p ar t.  

Ru le  1 1 6ðEm plo yee  Resp on sib i l i t ies 

· An em ployee w ill imm ediately report  

hazardous co ndit ions or  equipm ent  to t he emp loy er. 

· An employee will not do any  of the  following:  

Á Engage in any act which wou ld endanger anoth er employee. 
Á Work while un der the  inf lue nce  of  in to xicat ing  beverages  or  substances  which 

wo uld impa ir  his or  her abil ity  to perfo rm  a task in a s afe  mann er. 

Á Remove  a guard or oth er safety  device from a machine or  equipm ent , except  for 
autho r ized serv icing purposes.  The guard or oth er safety  device will be replaced  or 
equivalent  guard ing  wil l be pr ov ided before the  m achine or  equ ipm ent  is ret urned 
to no rmal operat ion.  

Ru le  1 1 8ðLeased  an d  Ren t al  Equ ipm en t  

The em ployer of the  operator is respons ible for  the  condit ion  and  operat ion  of rented, 
leased, or  loaned e quipm ent.  

Ru le  1 1 9ðHou sek ee p in g  an d  Disp osal  o f  W ast e  Ma t er ia l s 

· Materials, includ ing sc ra p and debris, will be piled, st acked, or  placed in a cont ainer in 
a mann er t hat does not  create  a hazard to  an employee. 

· Garbage capable of  rott ing  or becoming put r id w ill be placed in a covered cont aine r. 
Cont ainer c ont ents  will be disposed of at fre quent  and  regular int ervals.  

· The floor  of a work area  or aisle w il l be ma inta ine d in a mann er th at  does not  create 

a hazard to  an employee. 

· Combust ible scrap and  debr is w ill be rem oved in a safe  ma nn er from  the  work area at 
reasonable int ervals dur ing  the  course of const ruct ion.  A safe  m eans will be pr ov ided 
to fa cilitate  th is removal.  

· Material which ma y be dislodged by wind and  th at  cou ld create  a hazard when left  in 
an o pen area will be secured. 

Ru le  1 20  ð W ork  in  Hazard ous  Spaces 

When an em ployee ent ers a hazar dous  space, such  a bin,  silo,  hopp er, or tank,  that 

cont ains bulk or loose  material which cou ld engulf the  em ployee, the  emp loyee will wear 
a safety  belt  or a safety  harness and  a lanyard aff ixed by a rop e gr ab to  a lifeline,  all 

com ponents  of  which will be in comp liance  with  the  requiremen ts of  Part  45.  Fall 
Prot ect ion,  being  R 408.4 450 1 et  seq.  of the  Michigan Adm inist rat ive Code. The 

uppermost  elevat ion  of  the  sto red ma terial will not  be higher th an the  sho ulder he ight  of 
the  employee. 

Ru le  1 2 1ðCon fi n ed  or  En closed  Spaces;  Test in g;  Neu t r ali z in g  Hazar d  

· An em ployee requ ired  to  ent er into conf ined or enclosed spaces will be inst ruct ed as 
to  the  natu re of the hazards invo lved, the  necessary precaut ions  to  be taken,  and  in 
the  use  of  required pr otect ive and  emergency  equipm ent.  The  emp loye r will com ply 
with  any  specific rules th at  apply to  work in dangerous or  pote nt ially  dangerous 
areas. 



· Befo re an employee ent ers a manho le, well, shaft,  tunn el, or oth er conf ined space 
where  the  atmo sphere m ight  be hazardous  due to  a con dit ion  such  as a deficiency  of 
oxygen,  or  m ight  be tox ic in excess of  the  maximum  allowable lim its  pr escribed  by 

the  department  of  consumer and  indust ry serv ices,  the  atmosphere will be tested and 
the  resu lts reco rded. The  reco rds will be ma in tained at the  job site. I f the atm osphere 

is hazard ous, either suff icient  vent ilat ion  t o elim inate  the  hazard wil l be pro vided or 
respiratory equ ipm ent  pr escr ibed by the  department  of consu m er and  indust ry 

services will be worn.  
· I f an atmo sphere is found  to  be explosive, spar ks, f lam e, and oth er sou rces of 

ignit ion  wil l be pr oh ibited,  and  vent ilat ion  will be pr ov ided unt il the  hazard has been 
reduced  and mainta ined at  or below  the  maximum  allowab le lim it s pr escribed by the 
department of  consu mer and  indust ry s ervices.  

Ru le  1 2 2ðBo i le rs  an d  Pr essu r e  Vessels 

· The inst allat ion,  inspect ion,  test ing, m arking, and  cert if icat ion  of a pressure vessel 

will be as pr escribed  in sect ion  v iii on un fired pr essure  vessels of the ASME boiler and 
pressure vessel code of 1989 , which is adopted by reference  in th ese rules and  ma y 

be inspected at  the  Lansing  office of the  Department  of Consu mer  and  Indust ry 
Services.  

· An em ployer will not  use  a boile r to  perfo rm  construct ion  operat ions  un less the 
emp loye r has a valid cert if icat ion  issued by the  boiler div ision  of the  Michigan 
Departm ent  of Consu mer and  Indust ry Services.  

Ru le  1 2 3ðGu ar d ing,  Belt s, Gears,  Pu l leys,  Sp r ock ets,  an d  Mov ing  Par t s 

Means of power t ra nsm ission,  such  as, but  not  lim ited to,  belts,  gears,  shafts,  pulleys, 

sprocket s,  spindles,  drums, f ly wheels,  chains,  or oth er reciprocat ing,  ro tat ing, or 
mov ing  par ts of  equipm ent,  will be guard ed as pr escribed in the  genera l indust ry safet y 
standards comm ission  standard, Part  7.  Guards for  Power Transm ission,  being  R 

408 .1 0701 et  seq. of the  Michigan Adm inist rat ive Code, if the  par t  is exposed to  cont act 
by an employee or oth erwise const itu te s a h azard. 

Ru le  1 2 5ðAi sles  and  Floors  

When equipm ent  and  em ployees use  the  same aisle, dock,  or  doorway, clearances  wi ll 
be prov ided and main tained to assure safe  passage for  the  equ ipm ent  and em ployees.  
 

Ru le  1 2 6ðDer ai ler s,  Bu m per  Bl o cks,  an d  Clear an ce  Signs  

· Where ro lling ra ilroad car s on a spur t rack could ma ke  cont act  with  a ra il car being 

loaded or  un loaded, repaired, or  serviced, or  ent er a building,  work or t raff ic ar ea, 

derailers, bum per  block s, a blue f lag or  blue  light,  or  oth er equivalent  pr otect ion  wil l 
be used. 

· A visible ñclose cleara nceò sign wil l be used to  ind icate  close clearance  between a ra il 
car and an adjacent  fixed object  if the  f ixed object  is located  less th an 8 ½  feet  fro m 

the  cente r of a st raight t rack or less th an 9  feet  fro m the  cent er of a cu rved t rack.  

Ru le  1 2 7ðMachi n e  I n st al la t ion  an d  Gu ar di n g  

· A m achine  will be located so that  th ere wil l be space for  an em ployee to  handle the 

mater ial and  operate  the  ma chine without  int erference  to  or fro m anoth er employee 

or  m achine. 
· A machine insta lled on a  bench, t able, or  stand  will be designed or  secured to prevent 

un int ent ional movem ent or t ipping. 

· The power sou rce of  any  ma chine th at  is t o be repaired, serviced, or set  up, where 
un expected m ot ion  or  an elect r ical or  oth er energy source wou ld cause  inju ry, w il l be 
lock ed out  by each employee doing  the  work,  except  when mo t ion  is necessary 
dur ing  setup, adjustment,  or  t roubleshoot ing. Any residu al pressure  will be relieve d 
before and  dur ing  the  work.  A machine connected by a cord and  plug  to  an elect r ic 
power source will be considered in comp liance  if the  plug  is disconn ected and  tagged 
and  the  disconn ect ion is wit hin view of the  opera t ion.  



· Where 1 or m ore crews are working  on  the  same machine with  a single energy 

sou rce, 1 of  the  following pr ov isions  will be comp lied wit h:  

Á Each employee will p lace his or  her lock as prescr ibed above. 
Á An autho r ized emp loy ee of each crew  wil l be respons ible for  placing  the  lock  for 

ascertaining th at h is or her c rew is c lear of the machine before rem oving the  lock.  
Á A supervisor  wil l place a departmental lock  for  which he or  she  has the  only key, 

and  he or  she  wil l ascert ain th at  al l crews are clear  from the  ma chine befo re 
rem oving  the  lock.  

Á The tagging  referred to  wil l be as prescr ibed in Part  22. Signals,  Signs,  Tags,  and 

Barr icades, being R 4 08 .4220 1 et s eq. of the Michigan Adm inistr at ive  Code. 

Á When un expect ed mo t ion  wo uld cause  in jury,  provision  wil l be ma de to  pr eve nt  a 
machine from  aut om at ically restar t ing  upon resto rat ion  of power aft er a power 
failure. 

Á Blades of  a fan which is located with in 8 feet  of  a floor  or working level and  which 
is used  for  vent ilat ion  or cooling of  an employee, will be guarded with  a firm ly 
aff ixed or  secured guard. Any  opening in the  guard will h ave  not  m ore th an 1 of its 
dime nsions  mo re th an 1 inch,  and  the  distance  to  the  blade wi ll be not  less th an 
th at prescr ibed in table 2. 

Á An em ployee wi ll not  place his or her  body beneath  equipm ent  such  as a machine, 
or  mater ials,  th at  is supported on ly by a jack,  overhead ho ist,  chain fall, or any 
oth er tem porary single support ing m eans, un less safety  stands, blocks,  or anoth er 

support  syst em th at  is capable of  support ing  the  tot al imposed weight  is used  to 
protect  the  employee if the te mpor ar y s ingle sup por t ing  means f ails.  

Á Table 2 reads as fo llows:  
 

 

SMALLEST DI MENSI ON  I N  GUARD  ( I NCHES)  
MI N I MUM  DI STA NCE FROM  

GUARD  TO BLADE 

0 Up t o and including 1/ 4 of an  inch 1/2  of an inch 

More  than  1/ 4 of an inch up to and including 3/8  of an  inch 1 1/ 2 inches 

More  than  3/ 8 of an inch up to and including 1/2  of an  inch 2 1/ 2 inches 

More  than  1/ 2 of an inch up to and including 3/4  of an  inch 4 inches 

More  than  3/ 4 of an inch up to and including 1 inch 6 t im es the sma llest  dim ension 

Ru le  1 2 8ðSa n i ta t ion  

· All of the  following pro visions apply to po table water:  

Á A supply of  potable water w il l be available to  em ployees in all places of 

emp loyment.  

Á A cont ainer used to  distr ibute  dr inking  water  wil l be const ructed  of  imp ervious 
nontox ic m ater ials,  w il l be clear ly ma rked as to  it s cont ents,  and  will not  be used 
for  any  oth er purpose.  Cont ainers  will be serviced so th at  sanitary condit ions  are 

mainta ined.  
Á A portable cont ainer used  to  dispense  drinking  wa ter w il l be closed and  equipped 

with  a t ap . 
Á Dipping wa ter f rom a  containe r or dr inking fro m  a common cup is proh ibite d. 

Á Where sing le-service cups (cups to  be used  once)  are supplied, a sanitary 
cont ainer for  the  unus ed cups will be pro vided. A receptacle for  disposing  of used 
cups will be prov ided and  empt ied as oft en as is n ecessary.  

· Both of the  fo llowing provisions apply to non -potable water:  

Á An out let  for  non-pot able wa ter, such  as water  for  industr ial or  f ire  f ight ing 
purposes only, w il l be ident if ied by signs  th at  ar e in com pliance  with  the 
requ iremen ts of const ruct ion  safety  standard, part  22. Signals,  Signs,  Tags, and 
Barr icades, to  indicate  clear ly th at  the  wa ter is not  to  be used for  drinking, 
washing, or cooking purposes.  



Á There will be no  conn ect ion  between a syst em fu rnishing  po table water  and a 

syst em fu rnishing non pot ab le water. 

Ru le  1 2 9ðToi le ts  at  Constr u ct ion  Si t es 

· Toilets at const ruct ion s ites will be prov ided for  em ployees as fo llows:  

Á 1 to 20 employees ï 1 to ilet.  
Á 21 to 40 employees ï 2 to ilets.  
Á 41 or  more employ ees ï 1 addit ional to ilet  for  each addit ional 40  or less 

emp loyees.  

· A jo bsite  th at  is not  pro vided  wit h a sanita ry sewer wil l be prov ided with  1 of the 

fo llowing to ilet  facilit ies, u nless proh ibite d by local codes:  

Á A pr ivy, if use  of  the pr iv y will not cont am inate  gro undwater or  surface water. 

Á A chemical toilet . 
Á A recirculat ing t oi let. 
Á A com bust ion to ilet . 

· The requirements  of th is rule for  san it at ion  facil it ies w il l not  app ly to  a m obile crew 
th at h as t ransportat ion readily availab le to nearb y to ilet  facilit ies.  

· To assure sanitat ion, a  to ilet  will be serviced and  maint ained on a  regular  basis. 
· A to ilet  will be sup plied wit h to ilet  paper. 

Ru le  1 3 0ðW ash ing  Faci l i t ies 

An em ployer w il l supply washing  facilit ies for  employees who  are engaged in the 
app licat ion  of pain t,  coat ings,  herbicides,  or  insect icides or in oth er operat ions  where 
cont am inants  may be harm ful  to  employees.  The facilit ies will be in close pr ox im it y to 
the  works ite  and  will be equ ipped to  ena ble em ployees to  rem ove  paint,  coat ings, 
herb icides,  insect icides, or oth er h armful  cont am inants.  
 

Ru le  1 3 1ðFoo d  Han d l in g  

All employee food  service facilit ies and  operat ions  will be in comp liance  wi th  the 
prov isions  of  par t  129 of the  food  serv ice and sanitat ion  requirements  of Act  No.  368 of 
the  Public Acts  of  19 78 , as amended, being  §3 33 .1 29 01  et  seq. of  the  Michigan 
Compiled Law s. The food  service and  sanitat ion  requirements  ar e available from  the 
Michigan Departm ent  of  Agr icu lture, 611 W. Otta wa St.,  P.O. Box  3001 7,  Lansing, 
Michigan 4 8909 , at no ch arge as of the  t im e of  adopt ion of  th is ru le. 
 

Ru le  1 3 2ðMedic a l  Ser v ic es  an d  Fi r st  Aid  

· An em ployer wil l ensure  the  availab ility  of medical personn el for  advice and 
consu ltat ion on m att ers of occ upat ional health.  

· Befo re beginn ing  a project,  provision  will be ma de for  prompt  m edical att ent ion  in 
case of  serious inju ry.  

· A person who  has a  valid cert if icate  in f irst  aid t raining will be present  at  the  wor ks ite 
to  render  first  aid. A cert if icate  is valid if the  requirements  necessary to  obtain the 
cert if icate  for  f irst  aid t raining  meet  or exceed the  requireme nts  of  the  United States 
bureau of m ines,  the  American red cro ss,  the  guideline s for  basic f irst  aid t raining 
programs, or equiva lent  t raining. 

· Where a rem ote  locat ion  or a single em ployee works ite  exists,  an em ployer will 
prov ide a wr itt en plan that inc ludes alternate  metho ds of assur ing available t reat m ent 

for  em ployees at  a rem ote  locat ion  or  single-employee worksite . The  plan  will be 
com mun icated to  all aff ected em ployees.  

· An em ployer will assure th at  th ere ar e first  aid supplies at  each jo bsite  and  th at  the 

supplies are read ily access ible. 

· The cont ents of a first  aid k it  will be appr oved by a consu lt ing  phys ician.  First  aid kit 
supplies will be sealed in indiv idual packages,  stor ed in a weath erproof cont aine r, and 
checked by an emp loye r or  design ated person before being  sent  out  on  each jo b and 
at least weekly on each j ob to ensu re that expended items are replaced. 



· An employer w ill pr ov ide pr oper  equipme nt  for  the  prom pt  t ransport at ion  of  an 
inju red person to  a phys ician or  hos pital and  a com m un icat ion  syst em for  cont act ing 
the  necessary emergency  service. The telephone  nu mbers of  a phys ician,  hospital, or 
emerg ency  serv ice will be cons picuous ly posted at the  jobs ite. 

Ru le  1 3 3ðI l lu mi n at ion  

· A m inimum  illum inat ion  intens ity  of  10  foot -candles will be provided on  a jobsit e 
where const ruct ion work is being perfo rmed. 

· A m inimum  illum inat ion  int ens it y of  5 foot -candles wil l be pro vided to  areas on a 
jobsite  where work is not  being  imm ediate ly perfo rmed but  where workers ma y pass 
th rough.  

· A m inimum  il lum inat ion  intensity of 50  foot -candles will be pro vided  for  f irst  aid 

stat ions and  in firm ar ies. 
· For  ar eas or  operat ions  not  covered by subrules (1)  to  (3)  of  th is rule, refe r to  the 

Ame rican Nat ional Standard A11.1 -1965 , R 19 70 , Pract ice for  Indust r ial Light ing, for 
recomm end ed v alues of  illum inat ion, which is adopted by reference  in this rule. 

Ru le  1 3 4ðTem pora r y  Sleep in g  Qu ar t er s 

· When tem porar y sleeping  quar ters are provided, th ey wi ll be heated, vent ilated, and 
light ed. 

Key  Poi n ts  o f  t he  OSH  Act  

The United States  Congr ess finds  th at  personal inju r ies and  illnesses ar ising out  of work 
situat ions  impose a substant ial burden  upon,  and  ar e a hindrance  to, in terstate 
com merce in term s of lost  product ion,  wag e loss,  medical expens es,  and  disability 
com pensat ion paymen ts.  
 

The United States Congr ess declares it  to  be it s purp ose and policy, th ro ugh the  exe rcise 
of  its  powers  to  regulate  commer ce and to  provide for  the  general welfare, to  assure  so 
far as possible eve ry  working  ma n and  woma n in the  Nat ion  safe  and  healt hful  wor king 
con dit ions and  to preserve  our hu man res ources in the  fo llowing ma nn er:  
 

· By encou raging  em ploy ers  and em ployees in th eir eff orts  to  reduce  the  nu mber of 

occu pat ional safety  and  health  hazards at  th eir places of employment  and  to 
st imu late  emp loyers and  employees to  inst itute  new and  to  perfect  exist ing  program s 
for  providing  safe  and  health ful  wor king c ondit ions.  

· By pro viding  th at  employers and  employees have  separate  but  dependent 
respons ibilit ies and  r ights  with  respect  to achieving  safe  and  health ful  wor king 
con dit ions.  

· By autho rizing  the  Secreta ry of  Labor to  set  mandatory occupat ional safety  and 
health  standards applicable to bus inesses aff ect ing interstate  comm erce. 

· By building upon advances already m ade through employe r and employ ee init iat ive 

for  providing  safe  and  healt hful  wor king co ndit ions.  

· By pro viding medical cr iter ia which will assure insofar  as pract icable th at no employee 
will suff er dim in ished health,  funct ional capacity, or  life expectancy  as a result  of his 
wo rk exper ience. 

· By pr ov iding  for  the  deve lopment  and  pr om ulgat ion  (Enact ing in to  Law)  of 
occu pat ional safety  and health  standards. 

· By prov iding  an effect ive enfo rceme nt  pro gram  which will include  a pro hibit ion 
aga inst  giv ing  advance not ice of any  inspect ion  and  sanct ions  for  any  indiv idual 
violat ing t h is pro hibit ion.  

· By encou rag ing  the  States  to  assum e the  fullest  responsibilit y for  the  adm in ist ra t ion 

and  enforcement  of  th eir o ccupat ional safety  and  health  laws.  

· By prov iding  for  appropr iate  report ing  pro cedu res wit h respect  to  occupat ional safety 
and  hea lth  which procedures will help achieve  the  obj ect ives of  OSHA and  accurately 
descr ibe the  natu re of  the occu pat ional safety and  healt h p rob lem . 

· By encou raging  joint  labor-management  effo rts  to  reduce  inju r ies and  disease ar ising 

out of  employment.  



2 9  USC 6 5 4  ï Du t ies  ( Th e  Gen er al  Du ty  Cla u se)  

Á Each em ployer will fu rnish to  each of his em ployees em ployment  and  a place of 
emp loyment  which ar e free from  recognized hazards th at  are  causing  or  are likely 
to c ause  death or  ser ious phys ical harm to  his employees.  

Á Each em ployer will com ply with  occu pat ional safety  and  healt h standard s 

promulgated un der O SHA. 

Á Each emp loyee will com ply with  occupat ional safety  and  health  standards and  all 
rules,  regu lat ions,  and  orders  issued pursuant  to  OSHA Act  which ar e applicable to 
his own act ions and  conduct.  

NOT E:  From  29  USC 652 ñDefinit ionsò ï The term  "oc cupat ional safety  and  hea lth 
standard" means  a standard which requires con dit ions,  or  the  adopt ion  or use  of one  or 
more pract ices,  mean s, methods,  operat ions,  or processes,  reasonab ly necessary  or 
appropriate  to prov ide safe  or  health ful  emp loyme nt and  places of  employment.  

Saf ety  Pr og r am  Pro ce d u r es  

1.  Post  the  Genera l Safety  Rules in a prom inent  locat ion  at  each locat ion  as well as 

your ma in facility.  

2.  Prov ide a c opy of the  Safety  Program  for  all wor kplaces. 
 

3.  Add map of facility  and  evacuat ion r oute  to the  Eme rg ency  Response  Program. 

4.  Post the  Request for  Training  in a cons picuous locat ion.  

5.  No te  Accident  Invest igat ion Form s are inc luded. 

6.  No te  OSHA Log 300 included. 

7.  Bloodb orne  Path ogen  sect ion  is included (annu al t rain ing  needs to  be done  for 

emp loyees).  

8.  CPR & First  Aid sect ion  included ( th is info rm at ion  is genera l in natu re;  no 

ind iv idual shou ld ever exceed th eir level of f irst aid t rain ing ) . 
 

9.  Sam ple Material Safety  Data  Sheet  inc luded. Be sure to  comp ile MSDSs for  any 
chemicals the  Com pany  uses and m ake  availab le to  all emp loyees in the  office and 
at  the  workplace.  Your  Company  is responsible for  maint aining  a current  chemical 
invento ry list.  

10. Or ientat ion  Checkl ist  -  Init ial  Or ientat ion  m ust  be conduct ed for  all emp loyees. 
(En glish/ Spanish Orientat ion  inc luded) . These fo rms are to  be included and  signed 

by all new hires. (Make  copies for  emp loyees to s ign at t he or ientat ion me et ing. )  
 

11. Safet y Meet ing  Minu te s.  Afte r any  Safety Train ing, have  em ployees sign  the 
t raining roster, 3-ho le punch t he fo rm , and  file it  in the  manu al. 
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Chapter 1  
 

Company Policy Statement a nd Program  Component s 
 
 

Ac cu ra t e  Pain t in g  Com pan y  

25140 Easy St. 
 

Warren, Michigan 48089 
 

The designated safety  coord inator for Accu rate  Paint ing Co m pany  is: 

Joe Badalamenti  

Saf et y  &  Heal t h  Po l icy  St ate m en t  
The safet y and  healt h of  our employees is the  first  cons iderat ion  in operat ing this 
busine ss.  Without quest ion, it  is every em ployeeôs responsibility  at all levels.  

 

I t  is the  inte nt  of th is Com pany  to comply with  all laws.  To do th is,  we m ust  const ant ly 
be aware of condit ions  in all wor k areas th at  can produce  inju r ies.  No em ployee is 
requ ired  to  work at  a job th ey know  is not  safe  or health ful. Your  cooperat ion  in 
dete ct ing  hazards and, in tu rn, controlling th em, is a condit ion  of  your  emp loym ent . 
Inform  your  supervisor  imm ediately of any  situ at ion  beyond  your  ability or  autho r ity  to 
corr ect.  

 

Preve nt ion  of  occupat ionally- induced inju r ies and  illnesses is of  such  conse quence  th at  it 
will be given pr ecedence  over opera t ing product iv ity, whenever necessary.  To the 
greatest  degr ee possible, m anagement  will pro vide all m echanical and  phys ical act iv it ies 
requ ired for  personal safety  and  health, in keeping with  the h ighest st andards.  

 

We will ma intain an occupat ional accident  pr event ion  pro gram  conf orm ing  to  the  best 

pra ct ices of  organizat ions  of  th is ty pe. To be success ful, such  a program must  emb ody 
proper att itudes  towards inj ury and il lness pr eve nt ion  on the  part  of supervisors and 

emp loyees.  I t  also requires cooperat ion  in all safety  and  health  ma tt ers,  not  only 
between supervisor  and  employee, but  also between each em ployee and  th eir  co-
wo rkers. 

Our  obj ect ive is an accident  prevent ion  program th at  w ill reduce  the  nu mber of inju r ies 

and  illnesses to  an absolu te  m in imu m , not  mere ly in keeping  with,  but  surpassing, the 
best  experience  of  opera t ions s im ilar to ou rs . Our  goal is zero acciden ts and  inju r ies.  

Ou r  saf et y  and  h eal t h  p r o g r am  in clu des:  

Á Prov iding m echanical and phys ical safeguards to the  maximum  extent p ossible. 
Á Conduct ing  a program of  safet y and health  inspect ions  to  find  and  elim inate  uns afe 

wo rking  condit ions  or  pract ices,  to  contro l health  hazards, and to  fu lly com ply with 
MIOSHA safety  and  health  standard s f or e ve ry j ob. 

Á Training all employees in good safety  and  health  pra ct ices.  

Á Prov iding  necessary personal pro tect ive equipm ent,  and  inst ruct ions  for  pr oper use 

and  care. 
Á Developing  and  en forcing safet y and  health rules,  and  requir ing  th at  employees 

cooperate  with  th ese rules as a  condit ion of  employme nt.  

Á Invest igat ing, prom pt ly and  tho roughly,  eve ry accident  to  f ind  out  what  caused it, 
and  correct  the  pr oblem so it  will not  happ en aga in.  
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We  r ecog ni ze  t h a t  t h e  r esp ons ib i l i t ies  f o r  o cc u p at ion al  saf et y  an d  h ea l th  are  
sh ar ed:  

 

Thi s  em p loy er  acc epts  r espon si b ilit y  for  leadership of  the  accident 
program,  for its  ef fect ivene ss and  impr ovemen t , and  for  prov iding  the 
requ ired to ensu re safe  work con dit ions.  

prevent ion 
safeguards 

 

Su p erv isors  are  r espon sib le  for developing  proper  att itu des to ward  safety  and  health 
in th ems elves and  in those  th ey supervise, and  for  ensur ing th at  all operat ions  are 
perfo rmed with  the  ut mo st  regard for  the  safety  and  health  of  all personn el involved, 
inc luding th emselves.  

 

Em p lo y ees  ar e  r espon sib le  for  wholehearted, genu ine operat ions  of  all aspects  of the 
accident  prevent ion  pr ogram ï inc luding  comp liance  wit h the  rules and  regulat ions  ï 
and  for  cont inuous ly pra ct icing s afety  and  health  while perfo rm ing th eir dut ies.  

 

Accura te  Pain t ing  Com pany  will see th at  all em ployees are pr operly inst ruct ed and 

superv ised in the  safe  operat ion  of any  machinery,  to ols,  equipm ent, process,  or  pract ice 

which th ey are autho r ized to use  or  apply while at work.  

Product ion is n ever so u rgent  th at we cann ot  take  the  t ime  to do our  work saf ely. 
 

Pr ogram  Goals  

The pr imary goal of  Accurate  Paint ing  Company  is to  cont inue opera t ing  a profitable 
busine ss while pro tect ing  employees from  inju r ies or illness.  This can be achieved by 

delegat ing respons ibil ity  and  account ability  to all involved in th is Companyôs operat ion.  

Resp on sib i l it y :  Having to answer f or  act iv it ies and  resu lts.  
 

Acc o u nt ab i l i t y:  The act ions  taken by m anagement  to  insu re the perfo rmance  of 

respons ibilit ies.  
 

To reach our  goal of  a safe  workplace eve ryone  needs to  take  responsibil ity  and  be held 
account able. 

 
 
 
 
 
 

Owner Nam e Signatu re Date  
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Ben ef i ts  o f  ac h iev in g  ou r  g oals  ar e:  
 

Á Minim izing of inju r ies and  accident s. 

Á Minim izing  the  loss of  pr operty  and 
equipm ent.  

Á Elim inat ion of  pot ent ial fatali t ies. 

Á Elim inat ion  of pot ent ial perm anent 

disab ilit ies.  

Á Elim inat ion  of  pot ent ial MI OSHA 

fines.  
Á Reduct ions  in Workersô Compensat ion 

cost s. 
Á Reduct ions in operat ing costs.  

Á Having  the  best  ñSafety  and  Healthò 

con dit ions possible in the wor kplace. 
This Company  is com mit ted to building an eff ect ive accident p revent ion  plan,  putt ing it  in 
wr it ing,  and  int egrat ing it  into the  ent ire  opera t ion.  

 

Ma n ageme n t  Com m i tm en t  

The management  of  Accu ra te  Paint ing  Company  is comm itt ed to  the  Company 's safety 

po licy, and  to prov ide  direct ion and  mo t ivat ion by:  

· Appo int ing Safety  Coord inato r(s) and/or  Safety  Comm it tee Chairm en. 
· Establishing Co mpa ny  safety  goals and  obj ect ives.  
· Developing and  im plemen t ing th is wr it ten Accident P reve nt ion  Prog ram . 
· Ensu ring  tot al com m itment  to the  Accident  Preven t ion  Program. 
· Facilitat ing em ploy eesô safety  tr ain ing. 

· Establishing responsibil it ies for  m anagement  and  em ployees to follow. 
· Ensu ring  th at  management  and  em ployees ar e held account able for  perfo rma nce  of 

th eir s afety  res pons ibilit ies.  
· Establishing and  enfo rcing  disciplinary procedures for  employ ees. 

· Reviewing  the Accident  Preve nt ion  Program annu ally,  and  rev ising  or updat ing  as 

needed. 

Lab or  &  Man ag em en t  Accou n t ability  

All emp loyees,  both  labo r and managem ent,  need to  un derstand th eir respons ibilit ies 

un der MIOSHA rules and  be held account able for  com ply ing with  the  rules as well as t he 

Companyôs re lated policies.  

Rememb er, it  is the  em ployerôs respons ibility  to  pro vide a safe  and health ful  work 
enviro nment  for  th eir  employees.  However, ho lding  everyone  accoun tab le for  th eir part 

in workplace safety  and  health  is cr it ical for  a successful  inju ry and  illness prevent ion 

plan.  

Ass ig n m en t  of  Resp on sib ility  

Th e  Saf e ty  Coord in at or (s)  

I t  wi ll be the  duty  of  the  Safety  Coordina tor  to  assist  the  Superv isor/ Foreman and all 
oth er levels of Manageme nt  in the  in it iat ion,  educat ion,  and  exe cut ion  of  an effe ct ive 
safety  pro gram including the  following:  

 

Á Int roducing the  safety  program  to n ew emp loyees.  
Á Following  up  on recomm endat ions,  suggestions,  etc.,  made at  the  ñWeek lyò safety 

meet ings.  All to pics of s afety  conc erns must  be documented accordingly. 
Á Assist ing the  personn el in the  exe cut ion of  standard policies. 
Á Conduct ing  safety  inspect ions on a per iodic basis.  

Á Addressing all hazards or  pot ent ial hazards as n eeded. 

Á Preparing m onth ly accident  reports and invest igat ions.  
Á Mainta in ing  adequate  stock  of  f irst  aid supplies and  oth er safety  equipm ent  to 

insure  th eir imm ediate  availab ility.  

Á Making  sure th ere  is adequate  nu mber  of  qualif ied ñFirst  Aid Cert if iedò people on 

the  wor k s ite. 
Á Becoming  tho ro ughly fam il iar  w ith  MIOSHA regu lat ions  and  local and  state  safety 

codes.  
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Á Defining the  responsibilit ies for  safety  and  health  of all subord inates and holding 
each person  account able for  th eir results  t hrough the  fo rmal appraisal syst em and 
where necessary,  disciplinary procedures. 

Á Emphasizing  to  em ployees th at  accidents  create  unn ecessary personal and  

financial losses. 

Saf ety  Com m i tt ee  an d  Saf ety  Meeti ng s 

The Com mit te e wi ll consist  of  representat ives fro m management  and  non-m anagem ent 
emp loyees with  the  schedu led person  as the  chairm an.  The com mit te e is a fo rum, 
created for  the  purpose of  fost ering safety  and  hea lth  thro ugh co mmun icat ion.  

 

Th e  r esp on sib i l i t ies  o f  Saf e t y  Com m it te e  Mem b ers  in clu d e:  

· Discuss ing  safety  policies and  procedures with  management  and mak ing 
recomm endat ions for  improvemen ts. 

· Reviewing accident invest igat ion reports on all accidents and  ñnear-m issesò. 
· Ident ify ing  uns afe  condit ions  and  work pract ices and  m aking  recom mendat ions  for 

corr ect ions.  

NOT E:  Refer to the  succ eeding sect ion  for  inst ruct ions on Safety  Comm itt ee proto cols.  

All emp loyees of Accurate  Paint ing  Comp any will att end  and  part icipa te  in the  ñWeeklyò 
safety  m eet ing s. The safety  m eet ing wi ll be conduct ed by the  designated Safety 
Coord inator/ Supervisor/ Forema n. Problems th at  have  ar isen,  or  th at  are ant icipated, 
will be discuss ed along  with  any  oth er s afety and  health  to pics.  The meet ing will be kept 
a valuable educat ional exper ience by:  

 

· Sta rt ing and  stopping according to sch edule. 
· Keeping the  me et ings mo ving. 

· Using il lust ra ted m aterial and  demonst rat ions to make  the  point. 

· Discuss ing e ach to pic tho roughly, pr ov iding  handouts if possible. 
· Evaluat ing accidents,  in ju r ies,  property  losses,  and  ñnear m issesò for  t rends and 

sim ilar  causes to init iate  correct ive act ions.  

The designated Safety  Coordinator/ Supervisor/ Forem an m ust  document  all aspects  of 
any s afety  and  hea lt h tr aining. 

 

Em p loy ee  I nv ol v em en t  

Employees are requ ired  to  work in comp liance  wit h the  safety  rules,  repor t  all acciden ts 
and  near m isses,  and  report  all uns afe  condit ions  or  uns afe  pr act ices.  To demonst rate 
th is em ployerôs com mit ment  to  support  the  employees in th ese responsibili t ies,  t he 
emp loye r will do the  following:  

Com m u n icat ion  Sys t em :  

· Encou rage em ploy ees to  info rm  the  em ployer about  workplace hazards without  fear 
of repr isal.  

· Establish and  maint ain a cent rally located ñSafety  Bullet in Boar dò where current, 

relevant informa t ion m ay be easily reviewed by employees.  

· Schedule genera l em ployee m eet ings at  which t ime  safety  is freely and  openly 
discuss ed by those  pr esent.  These m eet ings wi ll be regular , schedu led, and 
announced  to  all emp loyees and  m anagers to  achieve  maximum  att endance.  The 
purpose of  th ese meet ings is safety , and  the  conc ent ra t ion  will be on:  

· Occupat ional accident  and  inju ry histo ry at  our  work sites,  with  possible com par ison 

to oth er locat ions in the  Company.  
· Feedback fro m the  Safety  Comm it tee. 

· Guest  speakers concerned with  workplace safet y and  health.  

· When possible, br ief audio-visual mater ials th at relate  to our business. 
· Conduct t raining  programs for  comm un icat ing wit h emp loyees.  
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· Prov ide a safety  sugg est ion  box so th at  emp loyees,  anonym ously if desired,  can 
com mun icate  th eir  conce rns with m anagement.  

· Docu ment  all com m un icat ion  efforts  to  dem onst rate  th at  an effect ive  com m un icat ion 
syst em is in place. 

Hazard  I de n t ifi ca ti on  &  Contr o l  

Periodic inspect ions and  procedures for  cor rect ion prov ide metho ds of  ident ify ing e xist ing 
or  pot ent ial hazards in the  workplace, and  elim inat ing  or  cont ro lling  th em. Hazard 
cont ro l is essent ial to  an effect ive accident  pr event ion  plan.  We will be sure to  look  at 
safe  work pract ices and  ensu re th at  th ey are being  fo llowed, and  th at  uns afe  con dit ions 
or  procedures are ident if ied and  correct ed properly and  prompt ly.  

Employees ar e encou raged to  repor t possible hazardous situ at ions,  kn owing  th eir  reports 
will be given prom pt and ser ious att ent ion.  

 

Workplace equ ipm ent  and  personal protect ive equipm ent  will be main tained in good, 

safe  working c ondit ion.  

Hazards, where possible, w ill be cor rect ed as soon  as th ey are ident if ied.  For  those  th at 
cannot  be imm ediately corr ected, a target  da te  for  correct ion  will be set . The  employer 
will pr ov ide inte rim  pr ot ect ion  for  work ers while hazard s are being  corr ect ed. A wr it ten 
t rack ing syst em will be established to  help m on it or  the  progress of  the  hazard correct ion 
process.  

 

Acc ide nt /I n cide n t  I nv est ig ation  

Employers and  safety  com m itt ees ar e required to  invest igate  or assign responsibil ity  for 
invest igat ing  accidents.  Accidents/ inc iden ts wil l be invest igated by t ra ined indiv iduals, 

with  the  pr imar y focus  of un derstanding  why the  accident  or  incident  occurred, and  what 
act ions  can be taken to  preclude recurrence. The focus will be on solu t ions  and  never on 

blam e. They will be in wr it ing, and  adequate ly ident ify  the  causes  of  the  accident  or 
near -m iss occurr ence. 

Wo r k er  Tr a in in g  

Training  is anoth er essent ial element  of  any  accident  preven t ion  plan.  MIOSHA rules 

requ ire  each employer to t rain w orkers for  any job  or task th ey are assigned. 

Our plan inc ludes tr ain ing and  inst ruct ion:  
 

Á For  all emp loyees when t hey are first h ired. 
Á For  all new em ployees for  each s pecific task. 

Á For  all employees give n new job assignments  for  which training  has not  already 

been rec eived.  
Á Whenever new substances,  pr ocesses,  pr ocedu res,  or equipm ent  ar e int rod uced 

into the  workplace and  pres ent a n ew hazard. 
Á Whenever new  personal prot ect ive  equipm ent  or  diffe rent  wor k pract ices are used 

on ex ist ing h azar ds. 
Á Whenever the emp loy er is ma de aware of  a new or  pr ev ious ly un recognized 

hazard. 
Á For  all supe rvisors to ensure  th ey are fam il iar w ith  the  safety  and  health hazard s to 

which employees u nder th eir imm ediate  dir ect ion and  cont ro l may be exp osed. 

An effect ive  safety  and  healt h plan requires pr oper job perform ance by everyone  in t he 

wo rkplace. 

As the  em ployer, we m ust  ensu re th at  all employ ees are kno wledgeable about  the 

mater ials and  equipm ent  with  which th ey work,  what  kno wn hazard s are present,  and 

how  th ey are cont rolled.  
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Per iodic  Program  Ev alu ati on  

A per iodic review is scheduled to  look  at  each cr it ical com ponent  in our  accident 
prevent ion  program to  det erm ine what  is working well and  what  changes,  if any,  are 

needed. All em ployees ar e encou raged to  part icipate  by keeping  the  employe r info rme d 

of t he ir concerns regarding the  elements  of  th is accident  preve nt ion  program . 

The success of th is pro gram is dependent  upon  two th ing s:  First,  the  emp loyer m ust 
prov ide a safe  and hea lthful enviro nment  in which the  employee has the  opportun ity  to 

wo rk s afe, and  second,  the  employee must choose  to work safe. 

Su p er v iso r / Foreman  

The Supervisors and/ or  Foremen  wil l esta blish an o pera t ing  atm osphere  th at insu res t hat 
safety  and  health  is m anaged in the  same mann er and  with  the  sam e emph asis as 
product ion, c ost,  and  quali ty  contr ol. This will be accomp lished by:  

 

· Regular ly emp hasizing  th at  accident  and  health  hazard exposure preve nt ion  ar e not 
on ly moral respons ibilit ies,  but also a c ondit ion of  employ ment.  

· Ident ify ing operat ional ove rsights th at cou ld cont r ibute  to accidents which o ften result 

in inju r ies and  pr operty damage.  

· Part icipat ing  in safety  and  health  related act iv it ies,  including  ro ut inely att end ing 
safety  m eet ing s, rev iews of the  facility,  and  corr ect ing  employ ee behavior  th at  can 
resu lt  in acciden ts and  inju r ies.  

· Spending  t ime with  each person  hired expla ining  the  safet y policies and  the  hazards 
of h is/h er par t icu lar  work.  

· Ensu ring  th at init ial or ient at ion  of " new h ires" is pro per ly carr ied out.  

· Making  sure th at  if a ñCompetent  Personò is requ ired,  th at  one  is pr esent  to  oversee, 
and  instruct emp loyees when n ecessary.  

· Never sho rt -cutt ing s afet y for e xpediency, or allowing workers to  do so.  

· Enfo rcing  safety  rules cons istent ly, and fo llowing Companyôs discipline  and 
enforcement p rocedures. 

· Conduct ing  daily jo b-site  inspect ions and  correct ing  not ed safety  violat ions.  

Em p loy ees  

I t  is the  duty of  each and  eve ry employee to know  the  safet y rules, and  conduct h is wor k 

in com pliance  with  th ese rules.  Disregard of the  safety  and health  rules will be gr ounds 
for  disciplinary act ion  up  to  and  inc luding  term inat ion.  I t  is also the  duty  of  each 
emp loyee to  ma ke  fu ll use  of  the  safeguards pr ov ided  for th eir pr ot ect ion.  Every 

emp loyee wil l receive an or ientat ion  when hired and receive  a copy of  any  COMPANY 
Accident  Prevent ion Progr am.  Employee respons ibilit ies include the  following:  

Á Reading, un derstanding  and  fo llowing s afety and  hea lth  rules and  pr ocedures. 
Á Signing the  Code of  Safe  Pract ices and  any  oth er policy ackno wledgeme nts.  

Á Wearing  Personal Prot ect ive Equipm ent  (PPE) at  all t imes when working  in areas 
where there  is a possible danger of inju ry.  

Á Wearing su it able wor k c loth es as determ ined by the  supe rvisor/f orema n. 

Á Perfo rm ing all ta sks s afely as direct ed by th eir su pervisor/ fo reman.  
Á Report ing  ALL inju r ies,  no  matt er how  slight,  to  th eir  supervisor/ fo rem an 

imm ediate ly and  seek ing  t reatment p rompt ly.  
Á Kno wing the  locat ion of first aid,  f irefight ing equipm ent, and  safety  dev ices. 
Á At te nd ing any  and  all required s afet y and  healt h me et ings.  
Á Not  perfo rm ing  pote nt ially hazar dous tasks, or  using  any  hazardous m ater ial unt il 

properly t rained, and  fo llowing  all safety  procedures for  those  tasks. 

Á STOPPING AND ASKIN G QUESTIONS IF EVER IN DOUBT ABOUT THE SAFETY OF 

ANY OPERATION 
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Chapter 2  
 

Safety C omm it tee Policy Stat eme nt  
 

Policy  St at em en t  
Accura te  Paint ing Com pany Safet y Comm it te e mem bers ar e:  

Joe Badalamenti  and Joe Badalam ent i.  
 

The Safety  Comm itt ee will me et a m inimum  of  4 t imes per year . 
 

I nt rod u ction  

Accura te  Pain t ing  Com pany  is com m it te d to  accident  pr event ion  in ord er to  pr ot ect  the 
safety  and  health  of all our  em ployees.  Inju ry and il lness losses  due to  hazards are 
needless,  cost ly and  preve ntable. To pr event  th ese losses,  a joint  management/ worker 
safety  com m itt ee will be established.  Emp loyee involve me nt  in accident  prevent ion  and 
support  of  safet y comm itt ee m emb ers and  act iv it ies is necessary to  ensure a safe and 
healthful  wo rkplace for  all employees.  

 

Pu r p ose  

The purpose of  our safety  comm itt ee is to  br ing  workers  and management  togeth er in a 
non -adversar ial, cooperat ive  ef fo rt  to  pr omote  safety  and  hea lth  in the  workplace.  The 
safety  comm itt ee will  assist  management and m ake  rec omm endat ions for  change.  

 

Or ga n ization  

There will be,  in m ost  cases,  an equ al nu m ber  of  emp loyee and  employer 
represent at ives.  Howeve r, th ere  m ay be more employee representat ives th an employer 
represent at ives if bo th  gro ups agree. Employee representat ives will be vo lun teers or 
elected by th eir peers.  I f no  emp loyees volunt eer or  ar e elected, th ey may be appointed 
by m anagemen t . Employ er representat ives will be appo int ed. Safety  com m it tee 
members wil l serve  a cont inuous  te rm  of  at  least  one year. Comm itt ee m embership 
term s wil l be staggered  so th at  at  least  one  experienced mem ber  is alwa ys on  the 
com mit tee. 

 

Ex te n t  of  Au t h o ri t y  

I t  must  be clear ly un dersto od that  the  safety  com m itt ee advises ma nagement  on issues 
th at  w il l promote  safety  and healt h in the wor kplace. Writ te n recomm endat ions  are 
expect ed from  the  safety  committ ee and  they will be subm it te d to  ma nagement.  In tu rn, 
management  will give serious  cons iderat ion  to  the  recomm end at ions  subm itt ed and  will 
respond  in wr it ing to the  comm itt ee with in a reasonable t ime. 

 

Fun ctio n s 
 

· Comm itt ee m eet ings  and  emp loyee 

· involvement.  
· Hazard  assessment  and c ont rol.
 ·

 · Safety  and  health  plann ing. 
· Evaluat ion  of account ability  syst em. · 

Evaluat ion  of management  comm it ment 

to wor kplace safety  and  health. 

Evaluat ion  of  accident  and  incident 

invest igat ion p rogram.  

Safety  and  health  t raining.  
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Re com m en datio n s 
All recomm endat ions su bm it ted to management  must be wr itt en and  should:  

 

· Be clear and  conc ise. 

· Prov ide reasons f or implementat ion.  

· Give recom mended o pt ions. 

· Show  implementat ion  costs and 

recomm end ed complet ion  dates.  

· List  benef its to be ga ine d. 

Pr oce d u res  

The com m itt eeôs plan of  act ion  requires pr ocedures  by which the  com m itt ee may 
successfu lly fulf ill its role. Pro cedures developed shou ld include but not be lim it ed t o:  

 

Á Meet ing da te, t ime, and  locat ion  (Safety  Comm itt ee Meet ing Agenda) . 
Á Elect ion of  chairp erson and  secretary.  
Á Order of business.  
Á Records (Safet y Comm itt ee Meet ing Minu tes).  

Dut ies of  each mem ber must inc lude, but not be lim ited to:  
 

· Report ing  un safe  con dit ions  and 
· pra ct ices.  

· At te nd ing all safety  and  health  

· meet ings.  
· Reviewing  all acciden ts and  near-  
· m isses. 

· Recomm ending  ideas for  improv ing  

· safety  and  health. 

· Working in a s afe  and  health ful  ma nn er.  

Observ ing  how  safety  and  health  is 
enforced in the  workplace. 

Complet ing  assign m ents  giv en to  th em 
by the  chairp erson.  
Act ing  as a work ar ea representat ive  in 
matt ers of h ealth  and  safety. 

Oth ers as dete rm ine d by COMPANY 

safety  and  health  needs.  

Th e  Saf ety  Coor d in ator( s)  and /o r  Safety  Com m i tt ee  Me m b ers  

Accura te  Paint ing  Company  has designated:  Joe Badalamenti  as the  Company  
Safet y Coo rd inator, with  Com pany  Safety  Comm itt ee Mem bers  being:  Joe Badalamenti  

and  Joe Badalam enti  
 

Safety  Coordinator  Joe Badalamenti  

Safety  Coordinator  

Safety  Coordinator  

Safety  Comm it tee Chair  

Safety  Comm it tee Vice-chairma n 

Safety  Comm it te e Alternate  Chair/V ice-chair  

Their c ell phone  and  office phone  numbers are:  
 

 Safety  Personôs Nam e Office Phone  #  Cell Phone  #  

   

   

   

   

   
 

I t  wi ll be the  duty  of  the  Safety  Coordina tor  to  assist  the  Superv isor/ Foreman and all 

oth er levels of Manageme nt  in the  in it iat ion,  educat ion,  and  exe cut ion  of  an effe ct ive 

safety  pro gram. 
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Saf ety  Com m i tt ee  Op erati on s 

The purp ose of a  safety  comm it te e is to  br ing  workers and  managers together to achieve 
and  maint ain a safe, health ful  workplace.  Effect ive safety  comm it te es find solu t ions  t o 
problems  th at  cause workplace accidents,  il lnesses,  and  inju r ies.  And fewer  accidents, 
inju r ies,  and  illnesses m ean lower  Workersô Compensat ion  claims costs  and  insu rance 
rates.  

 

Un d er st an d  a  Sa fe ty  Com mit t eeôs Sev en  Ess en t ia l  Act iv i t ies 

To create  an effe ct ive safety  com m itt ee, it  must  be built  on  a foun dat ion  of  managem ent 

com mit ment  and  m ust  be account able for  achieving  its  goals.  The com m itt ee must  do 
the  following:  

 

Á Inv olve em ployees in achiev ing t he 

com mit teeôs goa ls.  

Á Ident ify wor kplace haz ards.  
Á Review reports of acciden ts and n ear 

m isses.  

Á Keep accurate  records of co mm it tee 

act iv it ies. 

Á Evaluate  its  st rengths and 

weakn esses. 

1.  Com m it m en t  

The com mit te e will not  survive without  management  support.  Management 

dem onst rates  suppor t  by encou rag ing  employees to  get  involved in achiev ing  a safe, 

healthful  wo rkplace and  by a ct ing on the  comm itt eeôs reco mm endat ions.  

Representat ives demonst rate  com m itment  by att ending  comm itt ee m eet ings,  fo llowing 

th rough on th eir assigned tasks,  and  encouraging  oth er employees to  get  invo lved in 

ident ify ing  hazard s. 

2.  Acc o u n t ab ili t y  

Representat ives shou ld un derstand  th at  the  com mit tee expects  th em to  con t r ibut e;  each 
represent at ive shar es respons ibil ity  for  accomplish ing  safety  comm it te e goals,  which 
benef it  everyone  who works for  the  COMPANY. 

 

The safety  com m itt ee is also respons ible for  mo nito r ing  how management  ho lds 
emp loyees account able for  working  safely and  for  recomm ending  ways to  st rengt hen 
account ability.  

 

3.  Em p lo y ee  I n v ol v em en t  

To become effect ive , a safety  committ ee needs help from  eve ryone  in The  COMPANY. 
The safety  com mit tee m ust  have  a m ethod  for  em ployees to  report  hazards and  to  offer 
safety  suggest ions.  

 

W ays  t h e  saf et y  co m mi t t ee  can  en cou r age  em plo y ees  to  g et  in v o lv ed :  

· Encou rage em ployees to  report  hazards and  un safe  work pract ices to  a safet y-

com mit tee repr esentat ive . 
· Act  on employee sug gest ions and  recognize th eir cont r ibut ions to a s afer wo rkplace. 
· Promote  the  comm it te eôs act iv it ies and  accom plishments.  

· Make  sure employ ees know  th at  you  are star t ing  a safety  com m itt ee. Tell them  why 
you  are star t ing  the  comm itt ee, describe its  role in the  Companyôs accident 
prevent ion  program, and explain ma nagementôs co mm itment  to the  comm itt ee. 

· You can inform  em ployees in a memo  or a newslet te r, by e-mail, or ï bet ter yet  ï 

meet  wit h t hem to promo te  the  comm itt ee and  to answer quest ions.  
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4.  Ha zard  I d en t i f ic a t ion  

· Ensu re th at  representat ives know  how  to  recognize hazards and un derstand basic 
pr inc iples for  cont ro lling th em.  

· Focus  on  ident ify ing  hazards and  un safe  work prac t ices that  are likely to  cause 
serious inju r ies.  

· Conduct tho ro ugh workplace inspect ions at least quarter ly . 
· Docu ment  hazards dur ing  quarter ly inspect ions  and  discuss  how to  contro l th em at 

regu lar  safety-comm it te e me et ings.  
· Include employer and  emp loyee representa t ives on the  inspect ion t eam . 

5.  Acc id en t  I n v est ig at ion  

The com m itt ee m ust  have  a pr ocedu re for  invest igat ing  all workplace accidents,  il lness, 
and  death s. I t  is not  necessary for  the  com m itt ee to  conduct  accident  invest igat ions  or 
to  part icipate  in invest igat ions;  howeve r,  the com mit tee shou ld ensu re that managem ent 
does so. The committ ee shou ld also car efully review accident  reports  to  help 
management  iden t ify accident  causes and  dete rm ine how  to c ont rol  th em . 

 

6.  Recordk eep ing  

The following docu m ents a re required for  the safet y comm itt eeôs file :  

Á Accurate  m inut es of  each s afety  com mit tee me et ing  
Á Comm itt ee repor ts,  evaluat ions,  and recommend at ions  
Á Managementôs response  to c omm itt ee recomm endat ions 
Á Employee safety  suggest ions and  hazard concerns 

7.  Ev alu at ion  

An effe ct ive  safety  comm it te e per iodically evaluates th eir st rengths and  weakn esses, and 
the  evaluat ion  helps th em s et new goals.  

 

At  least  once  a year, schedule a safety-comm it te e meet ing  to  accomplish the  fo llowing: 
ident ify the com mit teeôs achievements  over the  past  12  mo nths,  review essent ial 
act iv it ies, and  set g oals for  the  nex t  12 months.  

 

St ar t  W it h  You r  Pr im ar y  Place  o f  Em p loy m en t  

When you  are start ing a safety  commit tee, you  shou ld do so at  your  Companyôs prim ary 

place of em ployment  -  the  workplace where  m anageme nt  cont ro ls the  budget  and  can 
act on the  safety  comm it te eôs recomm end at ions.  

Do  you  h av e  m o b i le  o r  sat el l i t e  si t es?  

I f you  have  workplaces th at  are not  prima ry places of  employm ent  ï const ruct ion  sites 
or  field off ices, for  exam ple ï you  can h ave  one centr al safety  comm it tee at your  pr im ary 
place of  employment  that repr esents all of  the  oth er workplaces. 
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Det er m ine  How  Man y  Rep r esen t at i v es  w il l  Serve  on  t h e  Com mit t ee  

The m inimum  nu m ber  of  representat ives on your  safet y comm itt ee needs to  be effe ct ive 
depends on the  number of employees in your  Com pany, for  examp le:  

 

 Num ber  of Employees Num ber  of Repres entat ives 

 Up t o 20 At  least  2 

More  than  20 At  least  4 

Your  safety  com mit tee can have  more than the  m inimum nu m ber of represent at ives. 

Det er m ine  W h o  W il l  Ser v e  on  t he  Com m i t t ee 

Your  safet y comm it te e shou ld have  an equal nu mber of  em ployee and  employer 

represent at ives and  m ust have  a chairperson elected by the  representat ives.  

Ot h er  m at t ers  to  con sid er  abou t  w h o  w i l l  ser v e  on  t he  com m itt ee:  

Employee repr esent at ives can vo lunt eer to  serve  on  the  comm itt ee or th eir peers can 
elect  th em. I f your  collect ive bar gain ing agreement  has procedures  for  select ing 
represent at ives, fo llow  those  procedures. 

 

Employer repr esentat ives repr esent  the  em ployer.  You can have  m ore em ployee 
represent at ives on  the  comm it tee th an employer representat ives if no  one objects  ï bu t 
not  a m ajo r ity  of  employe r representat ives.  You can cho ose any  employee to  serve  as 
an emp loyer repres entat ive . 

 

· Representat ivesô j obs sh ould reflect  the  Companyôs maj or job classif icat ions.  
· Representat ives m ust  be pa id th eir regular  wag es for safety  comm itt ee meet ings and 

safety- related t raining  sessions.  
· Each representat ive must s erve  at least one  year on the  com m itt ee. 

Ho w  to  Det er mi n e  W ho  Does  W h at  on  t h e  Com mit t ee  

Your  safety  com m itt ee m ust  have  a chairp erson and a recorder ï som eone  to  take 
m inut es at  each m eet ing.  The committ ee does not  have  to  have  a vice-chair;  however, 
som eone  should be available to  pr epare an agenda and  conduct  comm itt ee business in 
the  chairôs absence. The fo llowing  tab le summ arizes the  dut ies of  the  chairp erson,  v ice-
chair,  record er, and  oth er committ ee representat ives.  

Repre sent ati v esô Du t ies  an d  Re sp on sibili t ies  

Cha i r pers on  

Á Schedules month ly meet ings Á Conducts mo nth ly meet ings 
Á Develops agendas for  m eet ings 

 

Vice- ch ai r  

Á Assumes chairôs dut ies 
chair is absent  

Á Coord inates t raining 
represent at ives 

Record er  

 

when  the  
 

for  new 

 

Á Perfo rms oth er dut ies assigned by 
the  chair  

 

Á Takes m inut es at each meet ing 
Á Dist r ibut es co pies of  m inu te s to  

represent at ives 

Á Posts m inu te s for  oth er emp loyees to 

review 

Á Mainta ins the  safety -com mitt ee file 

Á Keeps m inut es and  agendas on file 

for  th ree years 
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Ot h er  Com m itt ee  Rep r esen t at i v es 

· Report emp loyeesô safety  and  health  conce rns to the  comm it te e 
· Report  accidents,  near m iss inc idents,  and  uns afe  workplace condit ions  to  the 

com mit tee 

· Sug gest  items to include  in the  month ly meet ing  agenda 

· Encou rage oth er em ployees to  report  wor kplace hazards and  suggest  how  to  con trol 

th em 
· Establish procedures for conduct ing  quar ter ly workplace inspect ions  and  for mak ing 

recomm endat ions to m anagement  to elim inate  or cont ro l hazards 
· Help ma nagement  evaluate  the  Compa nyôs accident  prevent ion  pr ogr am and 

recomm ends how  to improve  it  
· Establish procedures for  invest igat ing the  causes of  acciden ts and  near-m iss incidents  

Set  Pr ac ti ca l  Goa ls  for  t h e  Com m i tt ee  

Pur p o se  an d  goal s:  p u t  t he m  in  w r i tin g  

The purpose of  your  safet y com mitt ee is to  br ing  workers and managers to geth er to 
achieve and  main tain a safe, health ful wor kplace. But you  will need to  narrow  the  foc us, 
set g oals, and  specify  what the  comm itt ee wil l do. 

 

Train  t h e  Repre sen t ati v es  

W h at  r ep r esent a t iv es  n ee d  to  k n ow:  

Representat ives must  un derstand the  purpose of the  safety  comm itt ee, how to  apply 
MIOSHAôs safet y rules,  and  how  to  conduct  safety-com m itt ee m eet ings.  They m ust  also 

have  t raining in hazard ident if icat ion and  the  pr inc iples of  accident  invest igat ion.  
 

Representat ives shou ld know  whom  to  conta ct  for  informat ion  or  for  help on wor kplace 
safety-and-healt h m att ers.  Two sources are your  workersô compensat ion  insu rance 
carr ier and MIOSHA. 

 

Who can do the  t raining? You  can do the  t raining if you  ar e conf ident  you  can 
accomplish the  object ives,  or  you  can cho ose som eone  who  has t raining  experience  and 
un derstands the  obj ect ives.  

 

Hold  Reg u lar  Me eti ng s  

Req u ire  Part i cipat ion  

Each represent at ive m ust  he lp the  com m it tee accom plish its  goals.  Make  sure 
represent at ives un derstand  th at  th ey will be com m itt ing  to  att end ing mo nth ly m eet ings 
and  to part icipat ing in comm itt ee act iv it ies.  

 

Set  a  Rep eat ing  Meet in g  Sch ed u le 

Your  com mit te e shou ld m eet  at  least  once  a mo nth.  Set t ing a regular t ime,  date, and 
place for  meet ings -  for  example, 10  a.m .-noon, the  first  Tuesday  of  each mo nth -
makes it  easier for  everyone  to remember. 

 

Est abli sh  Gr ou n d  Ru les  

Ground rules keep m eet ings order ly and eff icient . All representat ives should unde rst and 
th em and  the  chairperson  shou ld e nfo rce them. Important ground  rules:  

 

Á Keep the  discuss ion focus ed on 
agenda to pics.  

Á Listen to oth ers and  let them f in ish 
before responding. 

Á Cooperate  to achieve ef fect ive 

solu t ions.  
Á Finish the  meet ing on t ime. 
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Fol lo w  a  W ri tt en  Ag end a 

The agenda out lines the  meet ingôs discuss ion  to pics.  The chairperson  should understand 
the  agenda topics and  keep the  discuss ion  focused  on th em.  Send  copies of  the  agenda 

to representat ives a  few days before the  meet ing so th ey can review it.  

Tak e  Acc ur ate  Min u t es  

Accura te  m eet ing  m inut es ar e impor tant  because  th ey docu m ent  the  com mit teeôs 
accomplishme nts.  The representat ive  who h as th is respons ibility  shou ld be able to grasp 
the  ma in poin ts of  a discuss ion and  record them quickly.  

 

Meet ing  m in u t es  sh ou ld  inc lu de  t he  f ol low in g:  

Á A br ief sum m ary of  the  discuss ion of  each topic 

Á A copy of  comm itt ee repor ts,  evaluat ions,  and recomme ndat ions  

Á A copy of  ma nageme ntôs res ponse  to c ommitt ee recom mendat ions  

Rememb er  to  send a copy of  the  m inut es to  each representat ive  pr ompt ly aft er the 
meet ing  and  to  post  a copy where oth er employees can see it . I f your  Com pany  has 
field offices,  send a copy to  each field off ice.  Keep a copy of each meet ingôs m inut es on 
file for th ree years . 

 

Con d u cti n g  t h e  Me eti n g  

Effect ive m eet ings st art on  t ime. Make  sure the  m eet ing room  is ready; allow  ext ra t ime 
if you  need to  set  up  tables,  rearrange chairs,  or clean up  aft er oth ers have  m et.  Before 

get t ing down to bus iness,  star t the  meet ing on t he r ight t rack by doing the  fo llowing:  
 

· Dist r ibute  the  agenda. Make  sure eve ryone  has a copy of  the  agenda and any  oth er 
handout s. 

· Review the  gr ound  rules.  You may not  need to  review the  gr ound  rules at  eve ry 
meet ing, but cons ider doing so or the  benefit  of guests  and  new representat ives.  

· Make  int roduct ions.  No one  likes to  feel left  out  at  a meet ing. Welcom e new 

represent at ives and  guests.  
· Review the  m inutes fro m the  last  m eet ing. Request  addit ions  or correct ions  to  last 

month ôs m inu te s.  Update  the  m inut es to ref lect  the changes. 

· Review the  agenda  to pics.  Give representat ives and  guests  the  opportun ity  to 
suggest ch anges or  to add  discuss ion to pics to the  agenda. 

Unless the  repr esentat ives agr ee to  cont inue the  meet ing,  end  it  at  the scheduled t im e. 
You  can discuss  unf inished items dur ing  the  nex t  meet ing or later  with  concerned 
represent at ives.  Before you  finish,  th ank  guests  for  com ing  and  schedule the  next 
meet ing. 

 

How  to  Do  I t  

How  to  accomplish four  important  act iv it ies th at  he lps you  take  care of  safet y com mit te e 
busine ss.  

 

1.  How to Write  Bylaws 

2.  How to  Prepare an Agen da 

3.  How to Rec ord Minut es 

4.  How to Ident ify Workplace Hazards 
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How  to  W rite  By laws  

Bylaws state  the  com mit teeôs purpose, define  its  essent ial act iv it ies,  and  describe how it 
con ducts  its  regu lar  business.  Your  safet y comm it te e does not  have  to  have  bylaws, but 

th ey can give the  com m itt ee stabilit y as new represent at ives com e on  board  and oth ers 

leave. 

Bylaws can be as simple or as complex as you  want  to  ma ke  th em. They are  usu ally 
organized in sect ions;  each sect ion  defines a specific com m itt ee fu nct ion,  as in t he 

fo llowing examp le:  
 

W h at  To  I n cl u de  In  You r  Sa f ety  Com m itt ee  By laws  

Fu n ct ion  I n f o r m at ion  t o  I nc lu de 

Nam e, Pur pose, 
Goal, Ob j ect iv es 

State  comm itt eeôs purpose, its goals,  and  its  object ives. Make  them 
clear  and  keep th em br ief .  

 
 

Mem b er shi p  

· State  how  many representat ives will serve  on the  comm itt ee. 

· Describe how  the  representat ives are selected to  serve  on the 

com mit tee. 

· State  how  long  representat ives will serve  on the  comm itt ee. 

Of f ic ers  an d  

Rep r esen t at i v es:  

Du ti es  an d  

Resp on sib i l it ies 

Describe dut ies and  respons ibil it ies of  each:  

· The chair  · The vice-chair 
· The recorder  · The oth er representat ives 

 

Tr ain ing  
State  what the  repr esent at ives need to know  to fu lf ill their 
respons ibilit ies and  descr ibe how  th ey will receive  th eir t raining.  

 
 
 

Meet ings  

Define the  following:  

· The schedu le for  regular com m itt ee meet ings. 
· Who must att end the  meet ings.  
· The requirements  for  prepar ing  and  dist r ibut ing  the  agenda and 

the  m inu te s.  

· The pro cedures for  vot ing on c omm it tee dec isions.  

 
 

Em p lo y ee  
I n v o lv em en t  

· State  how the  com m itt ee will involve  em ployees in achiev ing  a 
safe, h ealt hful  wor kplace. 

· Describe how  em ployees shou ld report  hazards and un safe 

pra ct ices to the  comm itt ee. 

· Describe how  emp loyees can subm it  ideas for  cont rolling or 

elim inat ing h azards. 
 
 

Acc id ent  

I n v esti gat ion  

· State  the  com m itt eeôs role in invest igat ing  near -m isses and 
accidents.  

· Describe how representat ives wil l review accidents  and  nea r-
m iss inc idents.  

· Describe how  the  com m itt ee wi ll report  recomm endat ions  for 

cont ro ll ing h azards. 
 
 

W o rk p lace  

I n sp ect ion s 

· State  how  the  commit tee will conduct  regu lar  wor kplace 

inspect ions.  
· Include the  schedule for  quarter ly wo rkplace inspect ions. 
· Ident ify who will con duct the  inspect ions.  

· Describe how  the  committ ee will report  hazard -con trol 

recomm endat ions to m anagemen t . 
 

Ev al u ati on  
State  how  the  com mit tee will eva luate  the accident  pr event ion 
program and assess its a ct ivit ies.  
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Saf et y  Com m itt ee  By la w s:  An  Ex am ple  

Altho ugh your  safety  comm it tee does not  have to  have Byl aws, they can give t he comm itt ee stabi li ty  by 
stat ing, in wr it ing, how  the  comm itt ee conducts its  business. Byl aws can be as sim ple or  complex as you  
want  to  m ake t hem.  This exam ple shows  the  bylaws  of  the im aginary  XYZ  Const ruc t ion  Com p an yôs  
safety  comm it tee. 

Name  

The  name of  the  comm it tee is t he XYZ Safety  Comm ittee. 

Pu r p ose  

The pur pose of  t he XYZ Safety  Comm it tee is to  br ing all XYZ Const ruction  Company  em ployees together to  
achieve and  main tain a safe, health ful  wo rkpla ce. 

Goal  

The  goal  of  t he XYZ Safety  Comm it tee is to  el im inate wor kplace in j ur ies and il lnesses by involvi ng  em ployees 

and  m anagers in ident ifyi ng  hazards and suggest ing  how  to  prevent  them.  

Ob j ect iv es  

The  XYZ Safety  Comm ittee has four  object ives:  

· I nvolve em ployees in achieving a safe,  healthful wo rkplace.  

· Promp t ly review  all safety - related  incident s,  injuries, accidents,  illnesses,  and deaths. 

· Conduct  quarterly workp lace inspect ions,  ident ify  hazards,  and recom m end m ethods for  

elim inat ing or cont rolling the hazards.  
· Annually eva luate the XYZ Constr uct ion Compa nyôs accident  pr event ion prog ram  and 

re com m end t o ma nagem ent  how t o im pr ove the pr ogram.  

Repr esen t at iv es 

The  XYZ Safet y Comm it tee will have ten vot ing representat ives. Five of  t he representat ives will represent  
em ployees and five wi ll represent  m anagem ent.  Employee representat ives can volun teer or  th eir  peers  can 
elect  t hem . Managem ent  representati ves wil l be select ed by m anagem ent.  

Each representa t ive will serve a cont inuo us te rm  of  at  least  one year.  Terms  will be staggered so t hat  at  
least  one experienced represent at ive always serves on the  comm it tee. 

Cha ir  and  Vice- ch air  

The XYZ Safety  Comm it tee wil l have two  of fi cer s:  chair  and vice-cha ir . One officer wil l repr esent  labor  and  
one  of fi cer  wil l represent  m anagem ent.  

Ter m s  of  Ser v ice  

Chair  and  vice-cha ir will each ser ve a one-year  t erm.  

Duti es  of  t he  Ch air  

The  dut ies of  the  chair :  

· Schedule regular  comm it tee meet ings.  

· Appro ve com m it tee cor respond ence and  report s.  

· Develop wri t ten agenda for  conduct ing meet ing. 

· Supervi se the prepar at ion  of  meet ing  m inu tes. 

· Conduct  t he com m itt ee me eti ng.  

Duti es  of  t he  Vi ce - ch ai r  

The  dut ies of  the  vice-cha ir :  

· In  the  absence of  t he chair , assum e the dut ies of  the  chair . 

· Perform  ot her dut ies as dir ected by t he chair .  

Ele ct ion  of  Ch air  and  Vi ce- ch a ir  

The elect ion  of  a new cha ir or  vice-chair wi ll be held during  t he m onth ly comm it tee me et ing  befo re the  

mon th in wh ich the  incumbentôs t erm  expir es. 

If  the  cha ir or  vice-chair leaves offi ce befo re t he term  expires,  an elect ion will be held dur ing  the  next  
scheduled safety-com m it tee m eet ing;  the elected offi cer will serve for  t he rem ainder of  the  term.  

Tr a in ing  

New representat ives will receive t raining in safet y- comm it tee functi ons,  hazard  ident ifi cat ion, and accident -
invest igat ion  pr ocedures. 

Me et i ngs 

Month ly schedule ð The XYZ Safety  Comm it tee will m eet  t he thir d Tuesday  of  each mont h, except  when the  
comm it tee conducts  qua rter ly wo rkplace safety  inspection s. 
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At t end an ce  and  Al te rna t es 

Each representat ive wil l att end regu lar ly schedu led safety  com m it tee m eet ings and  part icipate  in quar ter ly 

wor kplace inspect ions  and  ot her  comm it tee act ivit ies.  Any  representat ive unable to  at tend a me et ing  will 
appoint  an  alterna te and  inform  the chair befo re t he m eet ing. An alternate at tending a meet ing on  behalf of  

a regular  representat ive will be a vot ing representat ive for  th at  meeti ng. 

Ag end a 

The  agenda will prescribe  t he order in wh ich the XYZ Safety  Comm it tee conducts its  busi ness.  

The  agenda will also include the  fo llowing when applicable:  

· A review of  new safety and health  concerns 

· A st atus  report  of  em ployee safet y and health  concerns under review 

· A review of  all  wor kplace near  m isses, accidents,  illness,  or  deaths  occur r ing since the  last  comm it tee 
m eet ing.  

Minu t es 

Minu tes will be recorded at  each comm it tee m eet ing  and distr ibuted via e-mail  to  all  XYZ Const ruct ion  
Com pany  em ployees. 

The  comm it tee will subm it  a copy  of  the m inu tes to the XYZ Const ruct ion Company  personnel office;  the  

offi ce will re tain the copy  for  three year s. All repor ts,  evaluat ions, and recom mendat ions  of  t he comm it tee 
will be included in  t he mi nutes. The m inutes will also ident ify representat ives who  at tended mo nt hly 
m eet ing,  and  representati ves who were  absent.  

Vo t i ng  Quor um  

Six vot ing  represent at ives const itu te a quor um.  A ma jor ity  vote  of  at tending representat ives is requi red to  
appro ve all safety-comm it tee decisions.  I ssues not  resolved by m ajori ty  vote  will be for warded to  
m anagem ent  for  resolut ion. 

Em ploy ee  I n v o lv em ent  

The XYZ Safety  Comm it te e will encou rage em ployees to  identi fy wor kplace-health -and-safe t y hazards.  
Concerns raised by employees wi ll be presented to  the  comm it tee in wr it ing;  the comm ittee will review new 
concerns at  the  next  regular ly -scheduled month ly meet ing. 

Saf et y  Log  

The comm it tee will m aintain  a log of  all employee concern s, includi ng the  date received, recomm endati ons 
to  m anagement ,  and t he date the  concern was resolved. 

Response  

The  com m it tee wi ll respond  to em ployee concerns in wr it ing  and  work  with m anagem ent  to resolve t hem.  

The  comm it tee will present  wr it ten recom mendati ons for  resolvi ng concerns to m anagem ent.  With in 60  
days of  receipt  of  t he wr itt en recom m end at ions,  m anagem ent  will respond in wr it ing to the  comm ittee 
ind icat ing  acceptance, rej ect ion, or  m odifi cat ion of  t he recom mendat ions.  

I n cid ent  and  Acc id ent  I nv est ig at ion  

The XYZ Safety  Comm it tee will review new safet y-  or  health- related incidents  at  its  next  regular ly- scheduled 
m eet ing.  Safet y- related incidents  include work- related near  m isses, in jur ies, il lnesses, and deaths. When 
necessary, the com m itt ee will pro vide wr it ten recom mendat ions  to  management  for  elim inat ing or  

contro lli ng  hazards.  

Wo r k p lac e  I nsp ect io ns 

The  XYZ Safety  Com m itt ee wi ll conduct  quar ter ly workplace inspect ions  of  all Com pany  facilit ies in March,  
Jun e, Septemb er,  and  Decem ber.  

W r it t en  Report  

The  com m it tee will prepare a wr it ten report  for  m anagem ent  that  docum ents  t he locat ion of  all health  or  
safety  hazards found during  inspect ion.  The report  wil l recom mend opt ions  for  elim ina t ing or  cont rolling  the  
hazards.  

With in 60  days of  receipt  of  t he wr it ten report,  m anagem ent  wil l respond in wr it ing  to t he comm it tee,  

ind icat ing  acceptance, rej ect ion, or  proposed modi fi cat ion  of  the  recomm endat ions. 

Ev alu a t ion  

The XYZ Safety  Comm it tee wi ll evalua te the Com panyôs accident  prevent ion  program  ann ually and  pro vi de a 
wr itt en evaluat ion  of  the prog ram  to m anagement . The  com m itt ee will also evalua te its  own  acti vi t ies each 
Decemb er and use t he evaluat ion  to  develop  an acti on plan  for  the next  calendar year.  

NOT E:  In the  ñAt tachmentsò Chapter of  th is Accident  Prevent ion  Program you  will f ind  a 

master copy of  the fo llowing fo rm s for  Company us e:  

Á Safety  Comm it tee By-Law s 

Á Safety  Comm it tee Checklist  
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How  to  Prepare  an  Ag en da  

Th e  Pu r pose  o f  t h e  Ag en da 

The agenda, usu ally pr epared by the  safety -com m itt ee chairperson,  is an out line  of 
to pics the  representat ives will discuss  during a m onth ly meet ing. The agenda  helps 
st ructu re the  meet ing  and  rem inds representat ives of th eir responsibil it ies ï for 
exam ple, s pecial reports or oth er assigned tasks.  

 

Pr epar in g  t h e  Ag en da 

Most meet ings shou ld fo llow  an agenda th at  includes t he fo llowing to pics: 
· Int roduct ions of  new representat ives and  guests.  

· Review of last meet ingôs m inut es for addit ion or  correct ions.  

· Old business ï discuss ion  of items not cov ered or  reso lved during the  last meet ing. 
· New business ï discuss ion of  new items the  com m itt ee needs to address or resolve. 
· Employee suggest ions  ï rev iew and  discuss ion of  suggest ions.  
· Recomm endat ions  to  management  ï review and  discuss ion  of recomm endat ions  to 

elim inate  or  cont rol  a hazard or to  im prove  the  Com panyôs accident  prevent ion 
program.  

· Next  meet ing  ï date,  locat ion,  and  t ime  in pr epar ing  the  agenda, ask comm itt ee 
represent at ives if they have  items to  include un der new business,  employ ee 
suggest ions,  or recomm endat ions  to  management.  Keep the  agenda as brief as 
possible. 

Distr ib u t in g  t h e  Agen da  

· Give com m itt ee repr esentat ives and  oth er emp loyees a chance  to  review the  agenda 
th ree to f ive days befo re the  me et ing. 

· Send copies of t he agenda to c omm itt ee repr esentat ives and  management. 
· Post t he agenda where oth er emp loyees can read it .  

Us in g  t h e  Agen da 

After representat ives,  management,  and oth er employees have  had a chance  to 
com ment  on the  agenda,  pr epare the  final ve rsion  and  ma ke  enou gh copies for  eve ryone 
att ending. 

 

Use the  agenda to  guide the  meet ing. I f you  cannot  cov er eve ry  top ic dur ing  the 
meet ing, schedule th em for  the  next  meet ing un der old bus iness.  

 

NOT E:  In the  ñAt tachmentsò Chapter of th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the fo llowing fo rm s for  Company us e:  

 

Á Safety  Comm it tee Meet ing Agenda 

How  to  Tak e  Mi n u t es  

W h y  Min u t es  ar e  I m p or t an t  

Minut es ar e the  off icial record of the  safety  com m itt eeôs act iv it ies,  includ ing 
recomm endat ions  to  ma nagement  and  accomplishmen ts.  The cont ent  shou ld be 
conc ise, c lear, and  well-org anized. 

 

NOT E:  In the  ñAt tachmentsò Chapter of  th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the fo llowing fo rm s for  Company us e:  

 

Á Safety  Comm it tee Meet ing Minut es 
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W h o  is  Resp on sible  f o r  Minu t es 

Your  committ ee shou ld have  a recorder wh o takes m inut es at  each meet ing  and, after 
the  meet ing, does the  following:  

 

· Dist r ibut es t he m inutes to represent at ives and  m anagement. 
· Posts the  m inu te s where oth er em ployees can read  th em. 
· Keeps a  copy of the  m inut es on file for  th ree years . 
· Ensu res th at all employees have  the  oppor tun ity  to respond  to the  m inut es.  

W h at  to  I nc lude  in  the  Min u t es 

Organize the  m inut es so th at  th ey fo llow  the  meet ing  agenda. Informat ion  to  include in 
the  m inu te s:  

 

· Date, t ime, and  place of  the  me et ing. 
· Nam es of  att ending representat ives, guests, and  represent at ives un able to att end. 
· A summ ar y of  each a genda item  discuss ed. 

· Employee suggest ions and  reports of hazards.  

· The comm itt eeôs recommendat ions to m anagement.  
· Managementôs response  to c omm itt ee recommendat ions.  

After the  meet ing, rev iew and  edit  the  m inut es.  Type a clean copy and  post  it  where 

emp loyees are likely to see it, or  distr ibute  it to all employees.  

Send a  copy of  the  m inutes to employees at m obile wo rks ites or  f ield off ices.  
 

Keep the  m inutes for  at  least  th ree years.  You can file th em in a notebook or a 
com put er. 

How  to  I de nt ify  Wo r k p lac e  Hazards  

W h at  to  Do  an d  How  t o  Do  It  

Effect ive safety  com m itt ees prove  th eir worth  by he lping  management  keep workplace 

hazards un der cont rol. But you cannot con tro l hazards unt il you ident if y th em. 
 

Á Get  t raining on how  to ident ify wo rkplace hazards. 
Á Conduct quarter ly wor kplace inspect ions.  

Á Discuss  the  hazar ds at  mo nth ly safety-comm itt ee meet ings,  document  th em in the 
m inut es, and  report th em to management.  

Gett in g  Tr ain ed  

W o r k  w ith  a  m ent o r.  A safety-and-health  specialist  fro m yo ur insurance  carr ier,  for 
exam ple, w ill att end  a safety  comm it tee meet ing,  answer  quest ions,  and  he lp 

represent at ives learn how  to ident ify  hazards.  
 

Kn o w  t h e  r u les.  Know what safety  and  health  rules app ly to your  workplace.  The rules 
can inform  you about h azards and  help you  determ ine  how  to cont rol th em. 

 

Con d u ct in g  Qu ar t er ly  W ork p lace  I n spect io n s 

· Successful  inspect ions involve  walking, talk ing, list ening, and  writ ing:  

· Walk aro und  the  workplace.  Look for  hazards and  uns afe  work pract ices th at  ar e 
likely to c ause  serious  inju r ies.  Focus on hazard s ra th er than rule violat ions.  

· Talk to  employees.  Ask th em about  hazards and  un safe  condit ions;  be concern ed 

and  list en carefully. 

· Take  not es.  What  is the  hazard ? Where is the  hazard? How could the  hazard cause 
an accident and  what cou ld be the  result? Who cou ld be aff ected by t he hazard ? 

· Report  yo ur finding s. Organ ize your  notes  and  sum mar ize the  imp ortant  in fo rm at ion 

in a report to t he safety  comm itt ee. 
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Gett in g  Ot h er  Em plo yees  I n v o lv ed  

Concerned employees help the  com mit te e learn about  workplace hazards and  un safe 
pra ct ices.  Encourage th em to report hazards and  suggest  how  to con trol  th em. 

Disc u ssin g  Haza r ds  at  Saf ety  Com m it t ee  Me et in gs  

The safety  com mitt ee receives in fo rm at ion  about  workplace hazards fro m quarter ly 
inspect ions,  fro m  conce rned employees,  and fro m management.  But  the  commit tee also 
needs to  discuss  how th at  in fo rm at ion  wil l lead to  a safer, healthier wor kplace and  the 
discuss ion  shou ld t ake  place dur ing a  safety -com m itt ee meet ing.  

Rep o r t in g  Hazards  t o  Man ag em en t  

By report ing  a hazard to  manageme nt  and  recommending  how to  con trol or  elim inate  it, 
the  comm itt ee ackno wledges the  haz ard th reatens a wor kerôs safety.  

 

A  Saf ety  Com mi t t ee  Ev alu at ion  Ch eck l ist  

After you  get  your  safety  com m itt ee star ted, use  the  fo llowing chec klist  to  det erm ine if it 
is necessary to do any  fine- tun ing to make  it more effe ct ive . 

 
 

NOT E:  In the  ñAt tachmentsò Chapter of th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the  fo llowing  fo rm s for  Company us e:  

 

Á Safety  Comm it tee By-Law s 
Á Safety  Comm it tee Checklist  

Á Safety  Comm it tee Meet ing Agenda 
Á Safety  Comm itt ee Meet ing Minutes 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

© Safety Services Company  2-13 



No te s:  
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Chapter 3  
 

General Safety  Rules & Code of Safe Practi ces 
 
Joe Badalamenti  is responsible for  the  implemen tat ion  and  enforcement  of  the  fo llowing 
safety  rules.  Disciplinary procedures will be enforced. 

 

Em p loy ee  Saf ety  Tr a in in g  &  Discipli n ary  Pro ce d u r es  

MIOSHA requires th at  employees be t rained in the  safe  m etho ds of perfo rm ing  th eir job. 
Accura te  Paint ing  Com pany  is com m itt ed to  inst ruct ing  all emp loyees in safe  and 
healthful  wor k pract ices.  Awareness of  potent ial hazards, as well as kn owledge of  how 
to  cont ro l th em,  is cr it ical to  main taining  a safe  and  health ful  work environment  and 
prevent ing  inju r ies.  To achieve  th is goal, we wil l pr ov ide t rain ing  to  each em ployee on 
genera l safety  issues and  safety  proced ures specific to t hat employee's work assign m ent.  

 

  Every  new employ ee will be given inst ruct ion  by th eir forema n in the  general safety 
requ iremen ts of  the ir j ob. 

  A copy of  our  Code of  Safe  Pract ices will also be pro vided to each employee. 

  Tailgate  or  to olbox s afety  t raining  will be conduct ed at least eve ry 10 working days. 

  All t rain ing will be docu m ent ed on the  forms prov ided. 

  Managers,  supervisors,  and  foremen wil l be t ra ined at  least  twice per year on var ious 

accident  prevent ion to pics.  

Tr ain ing  p r ovi des  t h e  fol low ing  b en efi t s:  
 

· Makes employees aware of  job  hazards 

· Teaches emp loyees to perfo rm  jobs 
safely 

· Promot es two way co mmun icat ion  

· Encou rages safet y suggest ions  

· Creates  interest in the safety  pro gram 

· Fulf ills MIOSHA requirements  

Em p lo y ee  tr ain in g  w il l  be  pr ov id ed  at  t he  f o l low in g  t im es:  

· All new em ployees will receive a safety  orient at ion t he ir  f irst day on t he job . 

· All new emp loyees will be given a copy of the Code of  Safe  Pract ices and requ ired  to 
read  and s ign for  it.  

· All f ield em ployees wil l receive t rain ing  at  t ailgate  or  to olbox  safety  m eet ings held at 

the  jobsite. 
· All em ployees given a new job assignm ent  for  which t raining has not  been previous ly 

prov ided will be t ra ined before beginn ing  the  new assignm ent.  

· Whenever new substances,  process es, procedures,  or equipment  th at  represent  a 

new h azard are intr oduced into the  workplace. 
· Whenever the  Company  is m ade aware of a new  or  previous ly un recognized 

wo rkplace hazard. 
· Whenever ma nagement be lieves that add it ional t raining is necessary. 
· After all ser ious accidents.  
· When employees are not following s afe  wo rk rules or  pro cedures.  
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Tr ain ing  t op ics  w i l l  in clu de, but  n o t  be  l im i t ed  t o :  
 

Á Employeeôs safety  res pons ibilit ies 

Á General safety  rules 
Á Code of  Safe  Pract ices 
Á Safe job  procedures 

Á Use of  haz ardous  materials 
Á Use of  equipm ent  

Á Emer gency procedures 

Á Safe lift ing and  material handling 
pra ct ices 

Á Use of  boom and  scissor lifts 

Á Use of  fall-pr ot ect ion  

Á Cont ents of saf ety  pro gram  

Docu m en t at ion  o f  Tr ain ing  

All emp loyee safety  t rain ing will be docu m ent ed on one  of  the  fo llowing th ree fo rms :  
 

· New Em ployee Safety  Or ient at ion  

· Specialized,  fo rma l employee t raining  plans (c onf ined spaces,  fall pro tect ion, 

lockout/t agout,  f irst aid, etc .)  
· Tailgate/Too lbox Safety  Meet ing R eport  

The fo llowing  informa l t raining m etho ds will be used. Actu al dem onst rat ions  of  the 

proper way to perfo rm a  task will be used in m ost c ases, f or e xample:  
 

Á Tell them how  to do the  job  safely 

Á Show  th em how  to do the  job s afely 

Á Have  th em t ell you how  to do the  job  safely 
Á Have  th em sh ow you h ow to do the  job s afely 
Á Follow  up  to ensu re they are st ill perfo rm ing the  job  safely 

Saf ety  Com m u n ication  

Employee safety  com m un icat ion  pro cedu res are designed to  deve lop and  m ain tain 
emp loyee involvement  and  in terest  in the  Accident  Preven t ion  Pro gram. These act iv it ies 
will also ensure  effect ive  com m un icat ion  between management  and em ployees on safety 
related issues th at is of  pr ime importance  to The Company.  

 

The following ar e some of  the  safety  commun icat ion metho ds th at may be used:  
 

· Tailgate/ Toolbox  safety  t raining  wit h employees th at  encou rage par t icipat ion  and 
open, t wo-way c omm un icat ion.  

· New employee safety  or ientat ion and  pr ov ision of  the  Code of  Safe  Pra ct ices. 
· Prov ision  and  maint enance  of  employ ee bullet in boards discuss ing  safety  issues, 

accidents, and general safet y suggest ions.  

· Writ te n com mun icat ions  from management  or  the  Safety  Coord inat or, including 

memos, post ings,  payroll st uffe rs, and  newslett ers.  
· Anon ymous s afety  suggest ion  program. 

Employees will be kept  advised of  high light s and  changes  relat ing  to  the  safety  pr ogr am. 
The Foremen wi ll relay  changes and  imp rovements  regarding  the  safety  pr ogram  to 
emp loyees,  as appropr iate. Employees will be involved in futu re deve lopm ents  and 
safety  act iv it ies, by request ing th eir op inions and  comm ents, as necessary.  

 

All emp loyee- in it iated safety  related  sugg est ions  will be pro perly answered, either 
verba lly or  in wr it ing, by the  appropr iate  level of  ma nagement.  Unreso lved issues will be 
relayed to Joe Badalamenti ,  The Safety  Coordinato r.  

 

All em ployees are encou raged to  bring any  safet y concerns th ey may have  to  the 
att ent ion  of  ma nagement.  Accurate  Paint ing  Company  wil l not  discr im inate  against  any 
emp loyee for  ra ising  safety  issues or  conce rns.  
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The Company  also has a  syst em of anony mous  not if icat ion  where by employees who wish 
to  in fo rm  the  Company  of workplace hazards without  iden t ify ing  themselves m ay do so 
by phon ing or send ing  wr itt en not if icat ion. 

 

En for ceme n t  of  Safety  Po li ci es  

The com pliance  of all em ployees wit h The Com panyôs Accident  Preve nt ion  Progr am  is 
mandat or y and  will be cons idered a con dit ion  of emp loyme nt.  

 

The fo llowing pro grams wil l be ut ilized to  ensu re em ployee com pliance  with  the  safety 

program and all safety  ru les:  
 

Á Training pr ograms 

Á Retraining  

Á Opt ional safet y incent ive progr ams 

Á Disciplinary act ion  

Tr ain ing  Pr o g r am s 

The impor tance  of  safe  work pract ices and  the  cons equences of failing  to  ab ide by safet y 
rules will be covered in the  New Employee Safety  Or ient at ion  and  at  Tailgate/ Toolbox 
Safety  m eet ings.  This wi ll help ensu re th at  all employees un derstand  and  abide by The 
Company 's safety  policies.  

 

Ret r a in in g  

Employees th at  are observed perfo rm ing  uns afe  acts  or  not  fo llowing proper  procedures 
or  rules will be ret rained by th eir fo reman or  supervisor. A Safety  Cont act  Repor t  may 
be completed by the  supervisor  to  document  the  t raining.  I f mult iple em ployees are 
involved, addit ional safety  meet ings will be held. 

 

Saf ety  I n cent iv e  Pr og r ams  

Althou gh st r ict  adherence  to  safety  policies and  procedures is required  of all em ploy ees, 
the  Comp any  ma y choose to  periodically pro vide recognit ion  of  safety-conscious 
emp loyees and  jobsite s without  acciden ts th rough a safety  incent ive program. 

 

Discipli n ary  Action  

The failu re of  an emp loyee to  adhere to  safet y po licies and  pr ocedures  established by 

The Com pany  can have  a ser ious  im pact  on  eve ryone  concerned. An un safe  act  can 

th reaten not  only the  health  and  well being of the  employee com m itt ing  the uns afe  act 
but  can also affect  the  safet y of his/h er coworkers and/ or custo m ers. Accordingly,  any 

emp loyee who v iolates any  of t he Comp any 's safety  policies will be subj ect  to disciplinary 
act ion.  

No t e:  Failure to  prompt ly report  any  on- the- job accident  or inj ury,  on  the  same day as 
occu rr ence, is considered a serious  violat ion  of  The Company 's Code of  Safe  Pract ices. 
Any  emp loyee who  fails to  imm ediately report  a work-related accident  or  inju ry,  no 
matt er h ow m inor w ill be subj ect to disciplinary act ion.  

 

Employees will be disciplined for  infract ions of safety  rules and  uns afe  wor k pract ices 
th at  are  observed, not  j ust  those  that  result  in an inju ry.  Oft en, when an inju ry occurs, 
the  accident  invest igat ion  w ill reveal th at  the  inju ry was caused because  the  em ployee 
violated an established s afet y rule and/ or safe  work prac t ice(s ) . 

 

In any  disciplinary act ion,  the  forem an should be caut ious  th at  discipline  is given to  the 
emp loyee for  safety  violat ions,  and  not  simply because  the  em ployee wa s inju red on the 
job or f iled a Workersô Compensat ion  claim . 

 

Violat ions  of safety  rules and  the  Code of Safe  Pract ices are to  be considered equal to 
violat ions  of  oth er Com pany  policy. Discipline  for  safety  v iolat ions  will be adm in istered 
in a mann er th at  is cons istent  with  The Compa nyôs syst em of progressive discipline . I f, 
aft er t raining, v iolat ions occu r, disciplinary a ct ion will be taken as fo llows:  
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Á Oral warning. Docu ment  it,  including  da te  and  facts  on the  ñSafety  Warning 
Reportò fo rm. Add  any  pert inent  w itness statemen ts.  Restate  the  policy  and 
corr ect prac t ice(s ) . 

Á Writ te n war ning.  Retr ain as to c orrect  procedu re/ pract ice. 

Á Writ te n war ning with suspens ion.  

Á Term inat ion  

As in al l disciplinary act ions,  each situat ion  is to  be carefully eva luated and  invest igated. 
The par t icular step  taken in the  d isciplinary pro cess will depend  on  the severity  of t he 
violat ion,  em ployee histo ry,  and  regard to safety. Foremen and  supervisors should 
consu lt  with  the  office if th ere  is any  quest ion about  wheth er or not  disciplinary act ion  is 
just if ied.  Employees may be term inated imm ediately for  willful  or ex t remely ser ious 
violat ions.  Union  em ployees are ent itled  to  the  gr ievance  pro cess specified by their 
cont ract.  

 

No t e:  Consistency  in the  enforcement  of safety  rules will be exercised at all t imes.  
 

NOT E:  In the  ñAt tachmentsò Chapter of  th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the fo llowing fo rm s for  Company us e:  

 

Á Disciplinary Safety  Warning 
Á Code of  Safe  Pract ices Receipt  
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GENERAL  SAFETY RU LES 
Accura te  Paint ing  Company  emp loyees will  fo llow  th ese safe  pra ct ice rules,  render every 
possible aid to  safe  operat ions,  and  repor t  all uns afe  condit ions  or  pract ices to  th eir 
superv isor. 

 

Failure to  abide by the  Code of Safe  Pra ct ices may resu lt  in disciplinary act ion  up  to  and 

inc luding t erm inat ion.  

Supe rvisors will insist t hat  em ployees o bserve  and  obey every rule, regulat ion, and  ord er 

necessary to  the  safe conduct  of  the  work,  and  will take  such  act ion  necessary to  obtain 
com pliance. 

I f you  ar e unsu re of the  safe  m ethod  to  do your  job, STOP and  ask your  supervisor. 

Igno ra nce  is no excuse  for  a safety  violat ion.  
 

All emp loyees will be given frequent  accident  preven t ion  inst ruct ions.  Inst ruct ions, 
pra ct ice dr il ls and  ar t icles conce rning work place safet y and  healt h will be given at  least 
once  every _____ __ working days.  

 

No one  will kno wing ly be perm itt ed to  work while the em ployee's abi lity  or  alertn ess is 
impa ired by fat igue,  il lness,  and  prescr ipt ion  or  over the  count er dr ugs. Employees who 
are suspected of being  un der the  influence  of illegal or  intox icat ing  substances,  impa ired 
by fat igue or  an illness, w ill be proh ibite d f ro m working. 

 

Anyone  kno wn to  be un der  the  in f lue nce  of alcohol  and/ or  drugs wil l not  be allowed on 
the  job while in th at  con dit ion.  Pers ons with  sympto ms of  alcohol  and/ or dr ug abuse  are 
encou raged to  discuss  personal or work - related problems with  th eir 
superv isor/e mployer. 

Employees shou ld be alert  to  see th at  all guards and  oth er pr otect ive devices ar e in 

proper places and  adjuste d, and will report  deficiencies.  Appr ov ed protect ive equipm ent 
will be worn in s pecif ied work areas. 

 

Horseplay, scuff ling, f ight ing  and  oth er acts th at  tend  to  have  an adverse in fluence on 
the  safety  or  well being  of the  em ployees are pr oh ibite d. Do not  run  in the  workplace or 
in the  shop  or  office area. 

 

Work will be well-plann ed and  supervised to  preven t  inju ries when wor king  wi th 
equipm ent  and  handling heavy  mater ials.  When lift ing  heavy  obj ects,  em ploy ees shou ld 
bend th eir kn ees and  use  the  large m usc les of the  leg instead of the  sm alle r m uscles of 
the  back.  Back inju r ies are the  mo st  frequent  and  oft en the  m ost  persistent  and  pa inful 
type  of workplace inju ry.  

 

Workers will not  handle or  tamp er with  any electr ical equipm ent,  m achinery or air or 
water lines in a mann er not  with in the  scope of th eir dut ies,  un less th ey have  received 
instruct ions  fro m th eir superv isor. Do not  operate  equ ipm ent  th at  you  are not  fam il iar 
with. Do not att empt to use  such equipm ent  unt il you are fully t ra ined and  auth orized.  

 

Keep your  work area clean,  free of debr is,  elect r ical cords, and  oth er hazards. 

Imm ediately clean up  spilled liqu ids. 

Always not if y all oth er ind iv iduals in your  area who  m ight  be endangered by the  work 

you a re doing.  
 

A red tag syst em ident if ies equipm ent  th at  is NOT to  be opera ted,  energized, or  used. 
All lockout/t agout not ices and  procedures must be observ ed and obeyed. 

Do not  block  ex its,  f ire doors , aisles,  f ire ext inguishers,  f irst  aid k its,  eme rg ency 

equipm ent, e lect r ical panels,  or  t ra ffic lanes.  
 

Do not  leave  too ls,  mater ials,  or oth er ob je cts  on  the  f loor  th at  m ight  cause  oth ers to 
t r ip and  fall.  
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Do not  distr act  oth ers while working.  I f conv ersat ion  is necessary,  make  sure eye 
cont act is made pr ior  to c omm un icat ing. 

Employees will not  ent er ma nho les,  un dergro und  vaults,  chambers,  tanks,  silos,  or oth er 

sim ilar  places th at  receive litt le vent ilat ion,  un less it  has been determ ined th at  it  is safe 

to ente r. 
 

Materials,  to ols,  or oth er objects  wil l not  be th rown from  buildings or  structu res unt il 
proper precaut ions ar e taken to prot ect ot hers f ro m the  falling objects.  

 

Employees wil l cleanse  tho roughly aft er handling  hazardous  substances, and fo llow 
special  inst ruct ions fr om autho r ized s ources. 

Gasoline or  oth er f lam mable liqu ids will not  be used for  cleaning purposes. 
 

No burning, welding, or oth er source of ignit ion  will be app lied to  any  enclosed tank  or 
vessel, eve n if th ere ar e som e openings,  unt il it  has first  been determ ined th at  no 
possibility  of explosion  exists, and  autho rit y for the  work is obtained from  the  fo reman or 
super inte nden t . 

 

Any  damage to  scaffo lds, falsework,  or other support ing  structu res will be imm ediately 

reported to the  foreman and repaired before use. 

Possession  of  firearm s, weapons,  illegal drugs or alcoho lic beve rages on Company  or 

custo mer prop erty  or  the  workplace is st r ict ly proh ibited.  

All inju r ies wi ll be reported prompt ly to  your  supervisor  so th at  arrangements  can be 
made for  me dical and/ or  first -aid treatment. 

 

Sp ecific  Saf et y  Ru les  

Ele ct r ica l  Saf ety  

Only t raine d, qualif ied, and  auth orized employees are allowed to  make  electr ical repa irs 

or  work on elect r ical equ ipm ent  or  inst allat ions.  
 

All elect r ical equ ipm ent  and  syst ems will be t reated as energized un t il tested or 
oth erwise proven to be de-energ ized. 

 

All energ ized equipm ent  and  insta llat ions will be de-energized pr ior  to  t he 
com mencement  of  any  work. I f the  equipm ent  or insta llat ion  m ust  be energ ized for test 
or  oth er purposes,  special precaut ions  wil l be taken to  pro tect  against  the  hazards of 
elect r ic shock.  

 

All equipm ent  w ill be lock ed out  to  pro tect  against  accidental  or inadvertent  operat ion 
when  such  operat ion  could cause  inju ry to  personn el. Do not  att emp t  to  opera te  any 
switch, v alve, or  oth er en ergy- isolat ing device bear ing a  lock.  

 

Safety  gr ounds will always be used where th ere is a danger of shock  from  back feeding 
or  oth er h azards.  

Polyester cloth ing  or  oth er flam ma ble types  of cloth ing  will not  be wor n near  electr ical 

circu its.  Cotton  clot hing is much  less likely to  ignite from  ar c blast.  Emp loy ees working 

on live circuits will be prov ided Nomex  or  equivalent  fire  resistant c loth ing.  

Suita ble eye pro tect ion must be worn at  all t imes while wor king on elect r ical equ ipm ent . 
 

Always exercise caut ion  when energizing  elect r ical equ ipm ent  or  inst allat ions.  Take 
steps to  protect  you rself and  oth er employees fro m arc blast  and exp loding  equipm ent  in 

the  event  of a f ault.  

All power to ols w ill be gr ounded or double insulated. Tools wit h defect ive cord s or wir ing 

will not  be used.  

Metal j ewelry shou ld not be worn around  energ ized c ircuits.  
 
   3-6 © Safety Services Company 
  



Ext ension  and  tem porary power cords must  be heavy  duty  and groun ded. Frayed or 
defect ive cords wil l not be  used.  

Suita ble t em porary barr iers or  bar r icades wil l be insta lled when access to  opened 

enclosu res cont aining  exposed energ ized equipm ent  is not  un der the  contr ol of an 

autho r ized person. 
 

Elect r ical inst allat ions  must  be prot ected from  accidental cont act  by enclosu res or t ight 
fitt ing c overs. 

 

Circuits  will not be  overloaded with  equ ipm ent  or  extension cor ds.  
 

Metal measur ing  tapes,  fish tapes,  ropes or  oth er metal devices are pr oh ibited where 
th ey may cont act ene rg ized parts of equipme nt or circu its.  

 

Per son al  Pr ote cti v e  Eq u ip m en t  ( PPE)  

Use the  correct  PPE for ea ch j ob assignme nt.  I f you do not kno w, ask. 
 

PPE wil l be main tained in g ood con dit ion and  cleaned regular ly.  
 

PPE wil l be sto red proper ly when not in use to pr ot ect it  from  damage. 

Dam aged or  bro ken PPE must be retu rned to your  fo reman for  replacement. 

Hard h ats  must be worn on j obsites, when required. 

ANSI  appr oved safety  glasses must be worn when working  with  power t ools,  compressed 

air or  gasses, ch emicals or  any  oth er ite m th at c reates an eye  inju ry h azard. 

Face shields with  safet y glasses are recomm ended when grinding  or  working wit h 

hazardous ch em icals.  
 

Employees m ust  wear  indust r ial work shoes in the  shop  and on  the  jobsite. The shoes 
must  have  com plet e leath er uppers  and  skid resist ant  soles and  be in good con dit ion. 
Steel toe  prot ect ion  is reco mm ende d. 

 

Athlet ic sty le shoes,  tenn is shoes,  open toe shoes,  plast ic or  v inyl sho es or  shoes with 

decorat ive accessories are not allowed. 

Hear ing  pr otecto rs must  be wor n when working  wit h loud  equipm ent  such  as cut  off 

saws, ch ain saws, air ham mers or gr inders.  
 

Back support  belts  shou ld be wor n for heavy  lift ing  tasks.  They do not  he lp you  lif t 
more, but  may prov ide some prot ect ion from  back inju r ies.  

 

Be sure the  pr ot ect ive clot hing you  wear w ill not  hamp er or restr ict  freedom  of 

mov ement  due to imp roper fit.  
 

Long  pants of heavy-duty  ma ter ial must be wor n.  No sh orts or  sweat pants are a llowed. 

Do not  wear  loose, to rn or frayed cloth ing, dangling t ies,  f inger r ings,  dangling  earr ings, 
je welry  items,  or long  hair un less cont ained in a hair net,  while operat ing any  m achine 

th at cou ld cause  entanglement.  

I f required, wear NIOSH approved respirators when applying  adhesives,  pa int,  welding, 

gr inding  or  working  with  chem icals.  Read the  MSDS to  find out  which t ypes of 

respirators are required. Facial  hair may not be  perm itt ed in certain circumstances.  
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Hazardo u s  Mate r ia ls  an d  Ch emi ca ls 

Read all war ning labels and  Material Safety  Data  Sheet s (MSDS)  before using  any 
chemicals.  MSDS cont ain personal protect ive equipm ent  and  safety  informat ion  and  are 

available fro m  your  fo reman.  
 

Hazardous  mater ials wil l be handled in accordance  wit h the  MSDS and  label.  I f 
protect ive equipm ent is required, use  it.  

 

Eye pro tect ion must be worn when wor king  wit h haz ardous mater ials or  chem icals.  
 

Mixing  of  chemicals is prohibited at  all t im es un less requ ired by the  label. Before you 
m ix -  review all MSDS. 

 

Always wa sh your  hands tho ro ughly aft er handling  chem icals and  before eat ing  or 

smo king, even if you were wear ing pr otect ive gloves.  

Never use  solvents for  hand  cleaning.  Use the  non- tox ic hand  cleaners pro vided.  

Sto re all haz ardous mater ials proper ly in su itable cont aine rs th at are proper ly labeled. 

Use ch em icals on ly in well- vent ilated ar eas.  

When using  secon dary cont ainers,  ensu re th at  th ey are labeled as to  their cont ents and 
hazards.  

 

Do not  disturb  any  asbestos.  STOP work and  tel l your  fo reman.  I f you  ar e not  sure, 

STOP and  ask.  

Do not  cut  or  weld stainless steel or  ga lvan ized metal  wit hout  respirato ry protect ion. 

These items c reate  tox ic fumes.  
 

Work with  lead, 
precaut ions.  Do 
t raining. 

asbestos,  cadm ium , and  oth er tox ic compoun ds 
not  att empt  to  perform  th is work without  special 

requ ire  special 
equipm ent  and  

 

Fi r e  Pre v ent ion  an d  Hou sek eepi n g  

Always take  prec aut ions  to  preve nt  fires  which may be star te d, part icu lar ly from oily 
waste,  rags, gasoline, f lam ma ble liquids, acetylene to rches,  imp roper ly inst alled 

elect r ical equipm ent, and  t rash.  

Firefight ing  equipm ent  is to  be inspect ed on  a regu lar basis.  All discharged, damaged or 

m issing  equipm ent  is to  be imm ediate ly reported to  a supervisor. Tamper ing  with  fire 

equipm ent is pro hibite d. 
 

Access to  fire ext inguishers m ust  be kept  clear at  all t imes.  Make  note  of  the  locat ion  of 
firefight ing equipm ent  in your work area.  

 

Never use  gasoline  or  f lam m able solvents for  cleaning purposes.  
 

Smoking  is p rohibited within 20 feet  of  where flamm able substances a re present . 

In case of f ire, em ployees will consider the  safety  of th emselves and  oth er indiv iduals 
before saving property.  

Keep your  work  areas free of  debr is.  Remove  use less m ater ial fro m  the  work area as 
fast as required to h elp reduce tr ipping hazards. 

 

Mainta in awareness of  pot ent ial haz ards when walking about the  workplace. 

Keep t ools,  mater ials and  equipment out  of w alkways and  stairwa ys at all t imes. 

Sharp wires or prot ruding nails must be kept bent.  

Place too ls and  equipm ent  so th ey wil l not fall fro m  elevated areas. 
 

Tie mater ials down at dayôs end so the  wind wil l not b low  it  off  the  roof.  
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Fal l  Pr o te ction  

Fall pr otect ion,  such  as standar d railings  or  a safety  har ness and  lany ard, w il l be used at 
all t imes, when wo rking 6  feet or mor e a bove the  level be low. 

 

Floor  and  wall openings,  unf inished balcon ies,  elevator  shafts  and  sim ilar areas must  be 

railed, covered,  or barr icaded to prevent  fa lls.  

Never rem ove  fall pro tect ion  rails,  covers, or  barr icades  without  perm ission  from your 
fo reman and  special precaut ions.  Always replace th ese items when finished with  your 

task.  

All safety  harnesses will be the  fu ll body ty pe wit h a shock-absorbing  lany ard at tached  to 

a substant ial anch orage capable of su pport ing t w ice the  ma ximum  load. Lanyards will be 

att ached at the  wearerôs upper back.  Body belts a re not to be wor n as f all pro tect ion.  

Read and  obey all ma nu factu rersô instruct ions  relat ing  to  yo ur fall arrest  syst em (safet y 

harness and lany ard) . 
 

Inspect  al l com ponen ts of  your  har ness and lany ard pr ior  to  each use  and  aft er a fall. 
Defect ive equ ipm ent  is not  to  be used. Lanya rds m ust  be dest royed aft er a fall and 
neve r reused.  

 

Safety  harnesses and  lany ards shou ld lim it  free fall dist ance  to  less th an 4 feet  and 

prevent  cont act with  any leve l or  objects below  you.  

Never use  any  part  of  a fall arrest  syst em,  such  as a harness or  lany ard, to  hoist 

mater ials or  for  any oth er purpose.  
 

Safety  harness es and  shock absorbing lany ards are required to  be wor n at all t imes while 
in boom li fts.  

 

Ladder  Saf ety  

Inspect  the  ladd er before using  it.  I f it  is bro ken, throw it  ou t.  Never repair a br oken 
ladder,  get  a new  one. Keep portab le stairwa ys, ladders,  and  step sto ols in good 
con dit ion and  use  them on ly in a safe  mann er. 

 

Use the  pr oper ladder for the  job. Do not  use  ñAò frame ladders as straight  ladders. 
Make  sure the ladd er is ta ll enou gh to reach t he wo rk a rea.  Do not use  metal ladd ers for 
elect r ical work.  

 

Do not  place ladd ers in passageways,  doorways,  or  any  locat ion  where th ey m ight  be hit 

or  j arred, un less prot ected by barr icades or  guards.  

Ladders  shou ld only be placed  on hard level surfaces.  Make  sure the  ladder  feet  are not 

placed on  sandy,  slippery,  or sloping surfaces.  Clean or  sweep the  area where the 

ladder f eet will be and  make  sure the rubber f eet a re in good shape. 

Ladder  run gs and  steps must  be kept  free of grease, oil, m ud, or other  slippery 

substances. 

Arr ange yo ur work so you are able to  face the  ladd er and use  both  hands while climb ing. 
Do not  carry  tools or  equipm ent  while clim bing a ladder. Climb  the  ladd er, and then 
ho ist the  too ls or  equipm ent  with a line  or  a ho ist ing device. 

 

Avoid tempo rar y ladders. Always use  a comm ercially made, construct ion  grade ladder of 

the  proper length for  the  work being perfo rmed. 

Secure portable ladd ers in place and at  a pitch  so the  leveling  indicator  is in alignment or 

the  distance  fro m  the  wall to the  base of t he ladd er is at least 1ô for e ve ry 4ô of  he ight.  
 

Str aight ladd ers wil l be t ied off  the  top of the ladder to prevent  slipp ing. 

Be aware of  objects  below  you,  m ove  or  cove r sharp objects  in case you  fall . Cap or 

bend all rebar. 
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Do not  stand  on or work from the  2nd rung  fro m  the  top  or  above. Also do not  reach too 
far from the  ladder. Keep yo ur belt  buck le between the  side rails.  

Ext ension ladders will extend at least 36 " above  the  level being accessed. 
 

On all ladd ers,  do not st ep on cross bracing  th at is not int ended to be used for  climbing. 
 

Scaff ol ds  

Scaffolds are to  be erect ed, dismant led, altered, or repaired by the  scaffo ld cont ractor 
ONLY. 

 

Inspect  scaffo lds pr ior  to  use  and  report  any damage imm ediately to  your  fo rem an. Do 
not use  damaged s caffo lds.  

 

You are not  perm itt ed to r ide on rolling scaffolds being m oved. 

Always use  guard railings on all scaffolds regardless of he ight.  

Use only high quality  plank ing  on  scaffo lds and  be sure  the  planks  ar e secu re to  prevent 

shift ing. 
 

Always apply caster brakes and  use  outr iggers when sc affolds are stat ionary. 
 

Do not  use  planks,  buck ets,  ladders. guard ra ils or oth er equipm ent  as a temporary 
means of o btaining greater h eight o ff the  scaffo ld.  

 

Be aware of  the  objects below  you;  mo ve  or cov er sharp  obj ects  in case you  fall . Cap or 

bend all rebar. 

Lo ck out / Tagou t  

All machinery  and  elect r ical equipm ent  wil l be lock ed out  and  tagged pr ior  to  repair, 
clean ing, or  adjust ment  un less power  is necessary to  perform  the  work.  I f so,  other 
precaut ions,  specified by your fo rema n,  will be taken. 

 

Use your  own lock  and  key.  No one else shou ld have  a key for  yo ur lock.  Destr oy all 

duplicate  key s. 

Mainta in cont rol of your  key at all t imes  to  preven t unautho r ized use. 

Never rem ove  anoth er em ployeeôs lock  or  energize ta gg ed equipm ent . 

I f mult iple emp loyees ar e working on the  sam e equipm ent,  each employee shou ld inst all 
th eir own lock.  

 

Not ify all aff ected em ployees that  lockout/t agout is requ ired and reason ing. 
 

I f the equ ipm ent  is operat ing, shut  it  down by the  no rma l stopping  procedure  (depress 

stop  button,  open toggle swit ch, etc. ) .  

Operate  the  switch,  valve or  oth er energ y isolat ing  devices so th at  the  energy source(s)  

(e lect r ical, mechanical, hy draulic, etc .) is disconn ected or  isolated f ro m  the  equipm ent.  
 

Sto red energy,  such  as th at  in capac ito rs, spr ings,  elevated machine m embers,  rotat ing 
flywheels, hy dr aulic syst ems, and  air, gas or water  pressure, etc. m ust also be dissipated 
or  rest rained by metho ds such  as groun ding, reposit ion ing, block ing, bleeding down,  etc. 

 

Lock-out all ene rg y isolat ion devices with  an indiv idual lock.  

After ensu ring th at no  em ployees are exposed and  as a  check of  hav ing disconn ected the 
energy sou rces,  operate  the  push  button  or oth er no rmal operat ing  cont rols to  make 

certain the  equipm ent  will not o perate. 
 

CAUTI ON:  Return operat ing  controls to  neut ral posit ion  aft er  the  test.  The  equipme nt 
is now  lock ed-out.  Inst all red lock-out t ag on o perat ing con trols.  
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After repair is comp lete  and  the  equ ipm ent  is ready for  test ing  or no rmal operat ion, 
check the  equipm ent  to  see th at  all cover plates and  safety  devices have  been 
reinst alled. 

 

When the  equ ipm ent  is clear , remove  all locks  and  tags. The energy isolat ing  dev ices 

may be o perated to rest ore  energy to the  equipm ent.  

Boo m  an d  Scis sor  Lif t s  

Only t raine d and  autho rized employees are allowed to  use  boom  or scissor lifts.  I f you 
are not t rained,  stay of f. 

Read and obey all manuf acturersô inst ruct ions and  safety  prec aut ions. 

Inspect  all lif ts pr ior  to us e. Defect ive equipment  will not  be used. 

A safety  har ness with  shock absorbing lanyard m ust  be worn while us ing  boom  lifts. 
Harness es are  not  required for  scissor  lifts,  pr ov ided guardrails are adequate  and you  do 
not leave  the  work p latfo rm . 

 

Always stay ins ide  the  platfo rm  railing. Do not  use  planks  or  ladders  to  extend  your 

reach.  

Always lower the  lift  before moving. 
 

Never use  scissor  lifts on un eve n groun d. They are designed for  use  primar ily on 

conc rete  floors.  

Ha n d  an d  Power  Too ls  

Proper eye  protect ion must be worn when us ing h and  and power too ls.  
 

Know  yo ur hand and  power tool app licat ions  and  lim itat ions.  Always use  the  proper to ol 
for  the  job. 

 

Inspect  cord s and  tools pr ior  to  use.  Do not  use  tools that  ar e faulty  in any  way. 

Exch ange th em for  safe  too ls imm ediately.  

Power  too ls m ust  be gr oun ded or double insu lated. All power to ols ar e to  be plugged 

into a  gro un ded GFCI  out let.  
 

Do not  use  power t ools in damp, wet, or e xplosive  at m ospheres.  

Do not  lif t,  lower or  carry port able electr ical to ols by the  power c ord. 

Keep all safety  guard s in place and  in proper working order. 

Use c lam ps or v ises to s ecure work pieces.  
 

Do not  fo rce hand  power  to ols.  Apply on ly enou gh pr essure to  keep the  un it  operat ing 
smo oth ly. 

 

Retu rn all too ls and  oth er e quipm ent to th eir proper place aft er use. 

Unplug all power t ools befo re changing bits  and/ or gr inding disks. 

Never leave  chuck  keys in the  to ol du r ing operat ion.  

Do not  use  a screwdriver as a  chisel.  
 

Before using sledges,  axes,  or  hammer s, be sure the  handles ar e secu rely faste ned wi th 
a wedge made of sou nd mater ial.  

 

Do not  use  a handle ex tension  or  ócheaterò on any wrench.  
 

Files shou ld be equipped with  handles and  shou ld not be used as a  punch or  pry.  
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Tr en ch in g  an d  Ex cav ati on  

All excavat ions  and  t renches 5 feet  deep or  gr eater  must  be sho red, sloped or benched 
to  pr ot ect  workers  from  hazards of  mo ving  ear th.  All t renching  m ust  be done in 

accordance  with  OSHA regu lat ions.  

Always locate  un der gr ound  ut ilit ies befo re digging.  Also cont act  regional  not if icat ion 

cent er in advance. 
 

Do not  wo rk un der loads h andled by lift ing or  digg ing equipment.  
 

Ladders  wil l be pr ov ided for  access to  t renches and  excavat ions  4 feet  deep or greater. 
Use them.  

 

Keep all spo il piles a m inim um  of 2  feet from the  edge of  the  t rench. 

Barr icade t renches or use  caut ion ta pe to warn oth ers of their pr esence. 

Inspect  al l t rench es and  excavat ions  daily, before work,  to  look  for  signs  of  shift ing 
ear th.  

Cr an es  an d  Ri g gi n g  

No employee is perm itt ed to r ide on  loads,  hooks,  or  slings of any  crane, ho ist or  derr ick.  
 

Do not  work or stand  un der any  suspended load. Crane operato rs will avo id swing ing 

loads ov er people. 

Inspect  all slings and  chains pr ior  to us e. Do not use  defe ct ive  slings,  chains, or  r igg ing. 
 

W eldi n g  an d  Cu tt i n g  

Make  sure your  welding  equ ipm ent  is properly inst alled, groun ded, and in good wor king 

con dit ion.  
 

Always wear protect ive  cloth ing su itab le for  the  welding or cutt ing to be done. 
 

Always wear  proper  eye  pro tect ion  when  welding,  bra zing, soldering or  f lam e cutt ing. 
Once  you remove  your  welding helmet, put on s afety  glasses.  

 

Keep your  wor k area clean and  free of  hazards.  Make  sure that  no flam mable, vo lat ile or 

explosive  mater ials are in or near  the  wor k area. 

Handle all com pressed gas cy linde rs with  ext reme care.  Keep caps on when not  in use. 

Make  sure th at  all com pressed gas cy linders ar e secu red to  the  equipm ent  car r iage, wall 

or  other  st ructu ral supports.  When compr essed gas cylinders  are em pty  close the  valve, 
insta ll the cap and  return to co rrect  bo tt le sto rage area. 

Sto re com pr essed gas cy linders in a safe place with  good vent ilat ion.  Acetylene 

cy linde rs and  oxygen cylinders shou ld be kept at least 20 feet a par t.  
 

Do not  weld or cut  in con f ine d spaces without  special pr ecaut ions  and  your  fo remanôs 
autho r izat ion.  

 

Do not  weld on cont aine rs th at h ave  held c om bust ibles or  f lam mable materials.  
 

Use m echanical exhaust  vent ilat ion  at  the  point  of  we lding  when welding lead, cadm ium, 
chrom ium, manganes e, brass, br onz e, zinc or  ga lvanized meta ls.  These meta ls are 
high ly tox ic and  th eir fu mes shou ld not be breath ed. 

 

Make  sure all elect r ical conn ect ions  ar e t ight  and  insulated.  Do not  use  cables wi th 

frayed, cracked or bare spo ts in the  insu lat ion.  

When the  elect rod e holder or cutt ing  torch is not  in use,  hang it  on the  brackets 

prov ided. Neve r let  it  touch  a comp ressed gas cy linde r. 
 

Dispose of  elect rode and  wire stu bs in proper  cont aine rs since  stu bs and  rod s on the 
floor  ar e a safety  hazard. 
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Use we ld curtains to sh ield oth ers f ro m  the  light rays p roduced by your welding. 
 

Make  sure all com press ed gas conn ect ions  are t ight  and  check for  leaks.  Do not  use 
hos es wit h frayed or  cracked spots.  

 

Keep your  leads o rder ly and  out of  walkways.  Suspend th em whenever possible. 

DO NOT WELD if leads or  machine are in or  near water.  

Make  sure a portable fire  ex t ingu isher is nearb y. 

Keep your  wor k area  clean and  free of  hazards. When flam e cutt ing, sparks  can t ravel 
30-40 feet.  Do not allow  flam e cut  spar ks to h it  hos es, regu lato rs or  cy linders.  

 

Use oxy gen and  acet ylene or oth er fu el gases with  the  appr opr iate  to rches and t ips only 
for  the  purpose inte nde d. 

 

Never use  acetylene at  a pr essure  in excess of  15 poun ds per square inch.  Higher 

pressure can cause  an explosion.  

Never use  oil, gr ease,  or any  oth er mater ial on  any  app aratus  or  th read fitt ing  in the 

oxya cetylene or oxy fuel gas syst em.  Oil and  grease in cont act  with  oxygen will cause 

spont aneous c ombust ion.  
 

Always use  the  correct s equence  and  tech nique for assembling  and  light ing the  torch. 

Always use  the  correct s equence  and  tech nique for shutt ing off  a to rch.  

Compa n y  Ve h ic les  

Only autho r ized emp loyees ar e perm it te d to  operate  Com pany  vehicles.  Do not  let 

anyone  else dr ive your  Com pany veh icle. 
 

Company  vehicles are to  be used  for Company  business only. Personal, off  duty  and 
fam ily use  is pro hibited. 

 

Drive defensively and  obey all t raff ic and  high wa y laws. 

Always wear your  seat belt, whether the  drive r or  a passenge r. 

Report all accidents to your superv isor  as soon as possible and  obtain a police report.  

Keys m ust  be removed from all un att ended vehicles and  the  veh icles m ust  be lock ed, 
un less parking ins ide the  facilit y.  

 

Do not  jump fro m the  cab or bed of  Com pany  vehicles.  Always use  the  steps or a 
ladder.  

 

Inspect  your  vehicle and  report  any  defects  or operat ing  problems  to  your  supervisor  so 

th at repairs can be made. 

Smoking  is p rohibited dur ing v ehicle refueling. 

I f your  drive r's  license  is revo ked or expired, imm ediate ly not ify  your  supervisor  and  do 
not dr ive . 

 

Tr af f ic  Saf ety  

All employees exposed to  t raff ic hazards are required to  wear orange flagging garm ents 
(sh irts,  vests, j ackets)  at  all t imes.  

When possible, const ruct ion  vehicles ar e to  be placed  between the  employees and  t raffic 

to prevent  vehicles from  entering the  work a rea and h itt ing m emb ers of t he crew. 
 

All t raff ic cont rols will be established in a ccord ance  with  the  Manu al of  Tra ff ic Cont rols for 

Const ruct ion and  Mainte nance  Work Zones.  

Traffic cont rols are to  be properly ma inta ine d th roughout  the  workday.  Signs  and  cones 
must be kept u pr ight, v isible and  in th eir  proper posit ion at all t imes.  
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NOT E:  In the  ñAt tachmentsò Chapter of  th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the fo llowing fo rm s for  Company us e:  

 

Á Disciplinary Safety  Warning 

Á Code of  Safe  Pract ices Receipt  

Á Not es:  
Á 
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Chapter 4  
 

Accident  I nves ti gati on Policy  
 
Accura te  Paint ing  Company  is comm itt ed to  invest igat ing  all accidents/ incidents. 
Joe Badalamenti  is respons ible for  ensu ring th at accident  inv est igat ion policy is followed.  

 

Acciden ts and  near m iss incidents  th at  result  in personal inju ry,  property  damage, 
chemical spill, or  oth er eme rg ency  situ at ions  w ill be imm ediately repor ted  to  the 

assigned supervisor  at  the  t ime of  the  event  and  Emerg ency  Medical  Service, Fir e 
Departm ent,  or  Hazmat  Services will be im mediately summo ned. Such  events  will be 
invest igated and  document ed on  the  appropr iate  Com pany  fo rm . All fo rms will be fu lly 

com pleted and  subm itt ed to  Joe Badalamenti  for  review and  for discuss ion  at  the  
next sch eduled Safet y Com mit te e meet ing.  These invest igat ions  dem onst rate  the  

com panyôs co m mit m ent  to  prov iding a safe  and  healt hf ul work environm ent.
 Disciplinary Policy 
will be enforced. 

This com pany  will invest igate  all lost - t ime  injur ies.  Fatalit ies and  catast rophes m ust  be 
reported to  MIOSHA wit hin 8 hou rs.  Ser ious  accidents  m ust  be reported to  MIOSHA 

within 24 hou rs.  
 

To ensure  th at  accidents  will be reported, em ployees must  be encou raged to  part icipate 
in the  ñfact - findingò pro cess.  The poin t  em phasized must  be th at  ñhazardous condit ionsò 
and  ñunsafe  pract icesò are  an indicat ion  of a m uch  bigger problem with  a break down in 
the  accident  pr event ion  policy. The purp ose of the  accident  invest igat ion  th en become s 
one  th at wil l unc over th ese syst em problems and  prov ide solut ions  th at w ill result  in long 
term  correct ive act ion.  

 

I t  is impor tant  to  ga th er facts  and int erview witnesses as soon  as possible aft er an 
accident  to ensure the  most accurate  informat ion is being recorded.  The efficiency  of  the 
corr ect ive measures is determ ined by the  accuracy of the  info rmat ion  ga th ered. The 
best  place to  conduct  an int erv iew is wherever the  emp loyee being  in terv iewed feels 
most  com fortable. The mo st  impor tant  inte rviewing  techn ique  you  can use  to  ensure 
accuracy is to ñlist enò. 

 

No t e:  Consider  the  eve nt  a ñserious  accidentò if an em ployee is adm it te d to  a hospital 

for  t reat m ent  or obser vat ion  as a  resu lt  of inju ries su ffe red f rom  a workplace accident.  

Acc ide n t  Caus es  

Acciden ts occur  when hazards escape detect ion  dur ing  preven t ive  measures,  such  as a 
job or process safet y assessment,  when hazards are not  obvious,  or as the  result  of 
com binat ions  of  circum stances  th at  were diff icu lt  to  fo resee. A tho rough accident 
invest igat ion  ma y ident ify  pr evious ly over look ed phys ical,  environmental, or  process 
hazards,  the  need for  new or m ore ext ensive  safet y t raining, or uns afe  work pract ices.  

The pr imary focus  of  any  accident  invest igat ion  shou ld be the  determ inat ion  of  the  facts 
surrounding  the  inc ident  and  the  lessons  that  can be learned to  preven t  future  sim ilar 
occu rr ences.  The focus  of the  invest igat ion shou ld NEVER be to  place blame. The 
process shou ld be posit ive and  thou ght of  as an o pportun ity for improvement.  
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W h en  Accid ent  I n v esti gat ion s  are  Req u i r ed  

As a general rule, invest igat ions shou ld be con ducted fo r:  
 

· All inju r ies ( even the  very m inor  ones). 

· All accidents with  po tent ial  for inju ry.  

· Property and/ or  product d amage 
situat ions.  

· All ñNear Missesò where there  was 

po tent ial for  ser ious inju ry.  
Near m iss and  inc ident  report ing  and invest igat ion  allow  you  to  iden t ify and  cont rol 
hazards befo re th ey cause  a mor e serious  incident.  Acciden t / inc ident  invest igat ions  ar e 
a tool  for  unc over ing hazards th at  either were  m issed ear lier or  hazard s where cont rols 
were defeated. Howeve r, it  is important  to  remember that  the  invest igat ion  is only 
useful  when its  object ive is to  ident ify  ro ot  causes.  In oth er word s,  eve ry  cont r ibut ing 
factor  to  the  incident  m ust  be unc overed and  recomm endat ions  made to  prevent 
recu rr ence. 

 

Acc ide n t  I nv est ig ation  Plan  

When a serious  accident  occurs in the  wor kplace, eve ryone  will be too  busy  dealing  wi th 
the  emer gency  at  hand  to  worry about  pu tt ing  toget her an invest igat ion  plan,  so the 
best  t ime  to  develop effect ive  accident  invest igat ion  pro cedures is before the  accident 
occu rs. 

 

Th e  p lan  sh ou ld  in clu de  pr o cedu r es  t h at  d et er m in e:  
 

Á Who shou ld be not ified of acciden t? 

Á Who is autho r ized to not ify outs ide 
agencies? (f ire, po lice, etc .) 

Á Who is assigned to con duct  

invest igat ions?  

Á Training requ ired for  accident 

invest igato rs:  
Á Who rec eives and  acts on 

invest igat ion re ports?  

Á Time tables for  con duct ing h azard 

corr ect ion.  

Secu re  t h e  Accid ent  Scen e 

For  a serious  accident,  the  first  act ion  the  accident  team  needs to  take  is to  secu re the 
accident  scene so ma terial ev idence  is not  mo ved or removed. Mater ial evidence  has a 
tendency  to  wa lk off  aft er an accident.  I f the  accident  is quite  ser ious,  OSHA m ay 
inspect  and  requ ire  th at  all mater ial ev idence be mar ked and rem ain at  the  scene  of the 
accident.  

 

Gat h er  I n f o r m at ion  

The next  step is to  ga th er 
cont r ibut ed to  the  accident. 
inform at ion  as possible:  

 

useful  inform at ion  about  what  direct ly and  indirect ly 

The fo llowing to ols should be used  to  gath er as m uch 

 

· Interview eye witnesses as soon as possible aft er the  accident.  I nt erview  wit nesses 
separately, n ever as a  group.  

· Interview oth er interested persons such as  superv isors , co-workers,  etc. 
· Review related records such as:  

 

Á Training records 

Á Disciplinary record s 

Á Medical records (as allowed)  

Á Maint enance  reco rds 

Á OSHA 30 0 Log (past s im ilar  inju r ies) 

Á Safety  Comm it tee records 

· Docu ment  the  scene with  phot ographs, v ideot ape,  or sketch es AND appropr iate 

measurements.  

Dev elo p  a  Sequ en ce  o f  Ev ents  

Use the  info rmat ion  gath ered to develop a detailed step by step  descr ipt ion  of  the 
accident.  Make  sure the  accident  is docu m ent ed in enough detail to  enable an indiv idual 
un fam iliar with  the  situat ion  to  envision  the sequence  of  eve nts.  Do not  j ust  describe 
the  accident  itself ; include a descr ipt ion of  events th at led up  to the  accident.  
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An alyze  t he  Acc iden t  

The nex t  step  is to  determ ine the  cause(s) of  the  accident.  This is the  m ost  diff icu lt  st ep 

because  first  the  eve nts m ust  be analyzed to  discov er surf ace cause(s)  for the  accident, 
and  th en, by ask ing  ñwhyò a number of t imes, the  related root  causes ar e uncov ered. 

Rememb er, surface causes  are usu ally pret ty obvious  and  not  too  difficu lt  to  determ ine. 
Howeve r,  it  ma y take  a gr eat  deal more t ime  to  accurately dete rm ine the  weakn esses in 

the  management  syst em, or root  causes,  that  con tr ibut ed to  the  con dit ions  and pr act ices 
associated with the  acciden t . 

Mo r e  on  su rface  cau ses:  

The surface causes of accidents  are those  hazardous  condit ions  and  indiv idual uns afe 
emp loyee/ m anager behaviors that  have  direct ly caused or  contr ibut ed in som e way  to 
the  acciden t . 

 

Ha zar dou s  con d it ion s  m ay  ex ist  in  any  o f  t h e  f o l lo w in g  cat eg o r ies:  
 

· Materials 

· Machinery 
· Equipm ent 
· Tools 

· Chemicals 

· Env ironm ent 
· Workst at ions 
· Facilit ies 
· People 

· Workload 
I t  is important  to  know  that  mo st  hazardous con dit ions  in the  workplace are the  resu lt  of 
uns afe  behaviors that  produced  th em. Individual uns afe  behaviors may occur  at  any 
level of t he organizat ion.  

 

So m e  ex am ple  o f  u n safe  em plo yee/ m an ag er  b eh av io r s  in clu de:  
 

· Failing to c om ply with  rules 

· Using uns afe  met hods 
· Taking sho rtcuts 
· Horseplay 
· Failing to repor t inju ries 

· Failing to repor t h azards 

· Allowing uns afe  behaviors 

· Failing to t rain 
· Failing to su pervise 
· Failing to c orrect  
· Scheduling too much work 

· Igno r ing  worker st ress 

Mo r e  on  r oo t  cau ses:  

The ro ot  causes  for  accidents  are the  un derly ing  syst em weakn esses th at  have  som ehow 

cont r ibut ed to the  existence  of hazardous condit ions  and  uns afe  behav iors that  represent 

surfaces causes  of  accidents.  Root  causes always  pre-exist  surface causes. 
Inadequate ly designed syst em com ponents have  the  po tent ial to  feed and  nu rture 

hazardous condit ions  and  uns afe  behaviors. I f root  causes are left  unch ecked,  surface 
causes will f lou r ish!  

Roo t  cau ses  ma y  be  sep ar at ed  in t o  t wo  cat egor ies:  

Sy st em  d esign  w eak n esses  ð Missing  or  inadequate ly designed policies,  pr ograms, 
plans,  pr ocesses,  and  procedu res will affect  condit ions  and  pract ices generally 
th roughout  the  workplace.  Defe cts  in syst em design represent  hazardous  syst em 
condit ions.  

Sy st em  im p lem en t at ion  w eak n esses  ð Failures  to  init iate, car ry out,  or accomplish 
safety  policies,  pro grams, plans,  pro cesses,  and  procedures. Def ects  in imp lement at ion 

represent ineffect ive management behav ior. 
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Sy stem  Desig n  W eak n es ses  

· Missing or inadequate  safety  

po licies/ rules 
· Training pr ogram not in place 
· Poor ly wr it te n plans 

· Inadequate  process  

· No proced ures in place 

· Develop Preve nt ive Act ions  

Sy stem  I mp lem en t at ion  W ea k n esses  

· Safety  policies/ rules are not being 

enforced 

· Safety  t ra in ing is not be ing c onducted  
· Adequate  supervision is not con duct ed 
· Inciden t / Accident  analysis is 

incons istent  

· Lockout/T agout procedures are not 

reviewed annu ally 

This is the  m ost  impo rtant  piece of any  invest igat ion.  All of the work done  to  th is point 
culm inates  with  recomm endat ions  to  prevent  sim ilar acciden ts from  happening in the 
fu ture. Recom mendat ions  shou ld relate  direct ly to  the  surface and  root  causes of the 
accident.  These recomm endat ions shou ld include recomm ended act ions such a s:  

 

· Engineer ing cont ro ls (for  exam ple, local exhaust  vent ilat ion  or  use  of  a lift  assist ing 
device).  

· Work pract ice cont ro ls ( for example, pre-plan work,  and remove  jewelry and loose 

fitt ing c lot hing before operat ing machinery).  

· Adm inistr at ive  cont rols ( e.g .,  st andard operat ing  procedures or  worker rot at ion). 

· Personal pro tect ive  equipm ent (for  exam ple, s afety  glasses or  respira tors) . 

I t  is crucial th at,  aft er making  recomm end at ions  to  elim inate  or  reduce  the  surface 
causes,  th at  the  sam e procedure  is used to  recommend  act ions  to  correct  the  root 
causes.  I f root  causes  are not  cor rect ed, it  is only a m atter  of  t ime  befo re a sim ilar 
accident  occu rs.  

 

Su mm ary  

A successful  accident  invest igat ion  determ ines not  on ly what  happen ed, but  also finds 

how  and why  the  accident  occurr ed. Invest igat ions  are cruc ial as an ef fo rt  to  prevent  a 

sim ilar  or perhaps m ore disast rous  sequence  of events.  Research has sho wn th at  a 
typ ical accident  is the  resu lt  of ma ny  related and  un related facto rs th at  som ehow all 
com e to geth er at  the  sam e t ime.  I t  is est imated th at  th ere ar e usu ally m ore th an ten 

facto rs th at  cont r ibute  to  a serious  accident . Although,  th is combinat ion  of  factors 
no rmally makes an invest igat ion  very  t ime consu m ing and  resource inte nsive, the  good 

news is th at  the  accident  can no rm ally be pr event ed by remov ing on ly a few of t he 
cont r ibut ing facto rs. 

 

NOT E:  In the  ñAt tachmentsò Chapter of  th is Accident  Prevent ion  Program you  will f ind  a 
master copy of  the  following fo rm for  Company use:  

 

Á Accident  Incident  Report  
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Chapter 5  
 

Emergency Response  Plan &  Fire Prevent ion Procedures 
 

Fir e  Ex i ts  -  MI OSHA- Par t  6 - R 40 8 .1 0 6  

Plan  f o r  Wo r k p lac e  Em er g en ci es 

Emergency  plann ing  is the  first  step, and  it  can be challenging  even if your  workplace 
has few employees.  You will need to  determ ine what  emergencies cou ld aff ect  your 
wo rkplace, who  will lead and  make  decisions during  an eme rg ency, and  what  pr ocedu res 
will ensure  th at  em ployees respond  appropriately.  These elem ents  are the  foun dat ion  of 
a workplace emergency  plan.  

 

Emergency  plann ing  may not  prevent  emergencies,  but  it  can protect  lives,  equipm ent , 
and  property  over the  long  term . This guide will help you  plan  for  workplace 
emerg enc ies so th at  you  and  your  coworke rs respond  appropr iately when an un likely 
eve nt  happens.  

 

Does  MIO SHA  Requ i r e  Em plo y er s  t o  Have  Em er gen cy  Plan s?  

MIOSHA requires mo st  employers to  have  em ergency  plans.  Those  th at  have  m ore th an 
10  em ployees m ust  have  wr itt en plans.  Those th at  have  10  or fewer emp loy ees do not 
have  to  put  th eir plans in writ ing;  however, th ey must  ensure th at  th eir em ployees know 
what procedures to follow  to pr ot ect t hemselves in an emergency.  

 

Ma n agi n g  W or k pl ace  Eme r ge n cies  

Th e  I n cid ent -Man agem en t  Sys t em  

You can learn much  about  plann ing  for  workplace emer gencies fro m professional 
emerg ency  responders.  When som eone  calls 911 to  report  an emergency,  he  or  she 
conn ects  with  a local network of  f ire, police, and  oth er emergency  serv ice pr ofessionals 
who  will respond  as ef ficient ly as possible. This network is part  of a larg er  inc ident -
management  syst em th at c an res pond to an emergency  and  accomplish the  following:  

· Ident ify, locate, and  determ ine the ex tent of  the  emer gency.  
· Determ ine the  resou rces n ecessary to manage and  control the  emergency.  

· Coord inate  comma nd-and-control responsibilit ies betwe en po lice and  fire 
departments,  hospita ls and  oth er medical service providers, governm ent  agenc ies, 
and  on-site  responders.  

· Establish and  ma inta in com m un icat ion  between on-scene emergency  responders and 
oth er eme rg ency  service prov iders.  

· Prov ide for  the  safety  of  vict ims.  

An  I n cid en t - Man ag em en t  Sy st em  f o r  You r  W or kpl ace 

With  thou ghtful  plann ing, you  can create  a sma ll-scale version  of the  inc ident 

management  syst em used  by professional responders.  Your  wor kplace wil l be ready to 
respond  to  any  emer gency  ï fro m a heart  att ack to  an ear thquake  ï and  manage it  in 

the  m ost  effe ct ive , eff icient  wa y possible. The essent ial par ts  of  th is syst em are your 
emp loyees,  your  emergency  plan,  comm unicat ion  and  eme rg ency- response  equipm ent, 
and  your  wo rkplace.  
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Dev el opi n g  an  Em er g en cy  Plan  

Your  goal is to c reate  an emergency  plan th at ensures the  well-being of everyone  at y our 
wo rkplace in the  mo st  effect ive , efficient  m ann er possible. But  if you  have  never had to 

respond  to  a work place emergency, how  do you begin? 
 

You begin by involving  employees in the pla nn ing process, ident ify ing emergencies that 
cou ld affect  your  workplace,  establish ing  an emergency  chain of command, and 
deve loping  emergency- response  policy and  pro cedures.  

 

I n v o lve  Em p loy ees  in  t he  Plan n in g  Pr ocess  

Perhaps the  m ost  important  element  of emergency  plann ing  is get t ing  employees 
invo lved in the  plann ing  pr ocess;  when em ployees part icipate, th ey wil l take  the  pla n 
serious ly and  be more like ly to  respond  appropr iate ly dur ing  an emergency.  From the 
star t,  th ey shou ld be aware that the  purpose of  the  plan is to  ensu re their s afety. 

 

Form a team to h elp you develop the  plan;  ask for vo lunt eers to jo in the  te am . 
 

Review the  plan with  yo ur employees to  ensu re th at  th ey know  the  procedures to  fo llow 
to  respond  safely in an emergency.  Each em ployee should have  a copy of the  plan or 
know  where to o btain on e. 

 

Encou rage emp loyees to  report  workplace hazards and  un safe  work pract ices th at  cou ld 
cont r ibute  to an emer gency.  

 

Id en t i f y  Em er gen cies  th at  Coul d  Aff ect  Yo u r  W ork p lace  

Ident ify any  ex tern al incident  (outs ide your  workplace)  th at  could th reaten em ployees or 
the  public and  any  incident  wit hin your workplace th at cou ld c ause  an eme rgency. 

 

Exam ples include the following:  
 

Á Earth quake:  external 
Á Explosion:  external or inte rnal 

Á Fire:  ex ternal or  int ernal 
Á Hazardous -substance  release:  ex tern al or  inte rnal 
Á Medical:  int ernal 
Á Weath er- related event  (hu rr icane, to rnado, blizzard , etc. ) :  external 

Á Threat of violence:  exte rnal or  int ernal 

Keep in m ind.. . Elect r ical, heat ing  and  cooling, and  telecomm un icat ion -syst em failures 
can disrupt  workplace act iv it ies and  cont r ibute  to  emergencies.  What  ef fect  wou ld each 
have  on your wor kplace? Human error also cont r ibut es to m any workplace emergencies; 
are your  employees t rained to do th eir j obs safely? 

 

Est ab li sh  a  Ch ain  o f  Com m an d 

A chain of com ma nd  links one  person  with  overall responsibilit y for  m anag ing  an 
emerg ency  to  oth ers respons ible for  carrying  out  specific eme rg ency- response  tasks.  A 
chain of  command  establishes who is in charge and  ensures  th at  eve ryone  in the  chain 
responds to eme rg enc ies in an o rganized way.  

 

At  the  top  of the  chain is the emergency  scene com m ander, a t rained em ploy ee who  has 

ov era ll res pons ibilit y for  managing emer gencies.  
 

Just  below  the  emergency  scene commander are the  vo lunt eer emer gency scene 
coor dinators.  

 

In an organ izat ion  th at  has mult iple buildings  or  workplaces,  the  chain of  comm and 
m ight  also inc lude a facility  m anager, an emer gency directo r, and oth er ma nagement 
un its.  

 

At  m any  small-  to  medium-sized work places,  the  chain of  command cons ists  of an 
emerg ency  scene commander and one or two vo lunt eer emergency  scene coord inato rs. 
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Th e  Resp on sib i l it ies  o f  t h e  Em erg en cy  Scen e  Com m an der  

The emer gency scene com mander has ove ra ll com m and  of  a workplace emer gency, 
inc luding the  following responsibilit ies:  

 

· Assessing  inc idents to  determ ine if it  is n ecessary to o rder eme rg ency  response. 
· Supe rvising emergency  scene coord inato rsô act iv ities du r ing  an emergency. 
· Coord inat ing  the  act iv it ies of  pr ofessional responders  such  as am bulanc e, police, and 

fire departm ents.  
· Direct ing shut down of  cr it ical wo rkplace equipm ent  or  operat ions.  
· Determ ining if an evacuat ion is n ecessary and  ma naging an evacuat ion.  

Keep in m ind.. .  The emergency  scene  comm ander should be an emp loyee who has 
exper ience  manag ing  oth ers, assessing  complex events,  and  m aking  effect ive decisions 
un der diff icult  circum stances. 

 

Th e  Role  o f  t h e  Em er g ency  Scen e  Coor d in at or s 

Emergency  scene  coor dinato rs are respons ible for  coord inat ing  oth er em ploy eesô 
act iv it ies dur ing  an emergency  (guiding  th em to  appropr iate  exits  and  safe  areas dur ing 
an evacuat ion,  for examp le)  and for  oth er emergency- response  tasks  for which they 
have  vo lunt eered and  been properly t rained.  

 

Generally,  each coor dinator should be responsible for  about  20  em ployees with in a 

designated work area, as shown in t he fo llowing t ab le. 
 

Nu m ber  o f  Em erg ency  Scen e  Resp ond ers  f o r  Typi cal  W o r kpl aces 

Tot al Emp loyees in 
Workplace 

Emergency  Scene 
Commander  

Emergency  Scene 
Coord inator 

11-19 1 1 

20-49 1 1-2 

50-99 1 2-5 

100 -249  1 5-12 

250 +  1 12+  
 

Emergency  scene coordinato rs m ust  know  how  to  respond  to  all eme rg enc ies iden t if ied 
in your  emergency  plan,  the  evacuat ion  procedures for your  workplace,  and how to  use 
emerg ency  commun icat ion  equ ipm ent.  They shou ld also know  CPR, first  aid, and  how  to 
respond  to t hreats of violence. Their pr imary respons ibilit ies include  the  following:  

· Checking  ro om s and oth er enclosed spaces for  em ployees who  may be trapped or 

un able to evacuate  during an emergency.  
· Kno wing who  may n eed assista nce du r ing an evacuat ion and  how  to assist th em. 
· Coord inat ing the  emergency  act iv it ies of  em ployees. 

· Ensu ring  th at employees u nderstand h ow to  res pond  to  wor kplace emer gencies.  

· Kno wing  the  workplace layou t , appropriate  escape ro ut es,  and  ar eas th at  employees 
must not ent er dur ing  an evacuat ion.  

· Verify ing th at emp loyees are in des ignated s afe  areas aft er an evacuat ion.  

Keep in m ind . .. Establish ing  a chain of  com mand m inim izes conf usion  dur ing  an 
emerg ency. An effe ct ive chain of comm and  helps ensu re th at  responders  manage an 
emerg ency  in the  most ef ficient  way possible. 

 
 
 
 
 
 
 
 
 

© Safety Services Company  5-3 



Dev el op  a  Po li cy  an d  Pr oced u re  f o r  Re sp on di n g  t o  Emerge n cies  

Th e  Po l icy  

Create  a sho rt  wr itt en policy th at  states t he  purp ose of  the  plan and  emp hasizes th at 
you  are com mit te d to  ensu ring  the  safety  of  em ployees and  oth ers  at  your  workplace 
dur ing an eme rgency.  The following is an examp le:  

 

" I t  is the policy  of th is orga nizat ion  t o protect  emp loyees fro m phys ical harm, 
harassment,  and  int im idat ion.  To provide a safe  working environment  for all employ ees, 
th is orga nizat ion  is comm it te d to  est ablish ing  an ef fect ive  emerg ency  plan.  The plan is 
based  on  an ñIncident  Management  Systemò ( IMS)  th at  cons ists  of  vo lunt eer employees 
t rained to  respond  to  any  workplace emergency.  The syst em is mod eled on the IMS 
syst em used by fire, police, and  emergency  m edical-service responders.  I t  provides for 
ov era ll com ma nd and  cont rol of  any  em ergency incident.  I t  impr oves commun icat ion 
between IMS personn el and  the  fire, po lice, and  medical personn el who  respond  to  a call 
for  help. And it  provides  appropr iate  emergency assistance  dur ing  the  first  few m inutes 
it  t akes for eme rg ency  responders to arr ive."  

 

Th e  Pr o ced u r es 

Proced ures are inst ruct ions  for  accomplish ing  specific tasks.  Emergency procedures are 
impor tant  because  th ey tell employees exact ly what  to  do to  ensu re th eir safety  dur ing 
an emer gency.  I f your  workplace has m ore  th an 10  employees,  your  emergency  plan 
must descr ibe in wr it ing how  you wil l accomplish each of  the  following t asks:  

 

· Report emergencies to local f ire and  police depart ments.  
· Info rm  the  emergency  chain of co mm and  of an emer gency. 
· Warn emp loyees about an emergency. 

· Conduct an ord er ly, e ff icient workplace evacuat ion.  

· Assist  em ployees,  with  disabil it ies or  lim ited English-speaking  sk ills dur ing  an 
evacuat ion.  

· Shut  down cr it ical equ ipm ent,  operate  fire ext ingu ishers,  and  perfo rm  oth er essent ial 
services during an evacuat ion.  

· Account for  emp loyees at a  design ated safe  area aft er an evacuat ion.  
· Perfo rm  rescue  and  first aid that may be necessary dur ing an emergency.  

Keep in m ind.. . I f your  workplace has 10  or  fewer  emp loyees,  you  do not  have  to  put 
th ese pro cedures in wr it ing;  however, you must  ensu re th at  emp loyees know  what 
procedures t hey must fo llow  to pro tect themse lves.  

 

Ot h er  Cr i t ic a l  In f o r m at ion  

Include the  following in your  pr ocedures:  
 

· The nam es of the  emergency  scene com m ander, the  emergency  scene coord inat ors, 
and  oth ers respons ible for  carrying out  the  plan,  and  how  to  cont act  th em dur ing an 
emerg ency. 

· The name of the  person  who  has the  author ity  to  order  a workplace evacuat ion 

(ty pically, the  emergency  scene comm ander) . 
· The nam es and phone  nu mbers of  those  who un derstand  the  emergency  plan and  will 

inform  oth ers about it  (ty pically the emergency sc ene comma nder and the  emergency 
scene coord inato rs).  
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Pla n n in g  Con sid erati on s 

Acc o u nt in g  f o r  Em p loy ees  af t er  an  Evacua t ion  

Designate  a m eet ing  area a safe  dist ance  away from the  eme rg ency  site  and  ensu re that 
emp loyees know  th ey must  m eet  th ere aft er th ey evacuate  the  wor kplace. An 
emerg ency  scene coordinator sh ould t ake  a ñRoll-Callò to ident ify  employees not p resent.  

 

Keep in m ind.. . You will need to  determ ine what  info rm at ion  or assist ance  employees 

may need if th ey cannot return to the  workplace aft er an evacuat ion.  

Alert in g  Em p loy ees  t o  an  Em er gen cy  

You can use  a public addr ess syst em, portable radio,  an alarm , an air -ho rn, or any  ot her 
means th at  you  kn ow will reach and warn  all em ploy ees.  Alarm s must  be dist inct ive, be 
recognizable by all employ ees,  and  have  a back-up  power supply in case the  pr im ary 
power fails.  

Keep in m ind.. .  You m ay need alarm s th at emp loyees can h ear and se e. 

Con d u ct in g  Em plo y ee  Resc u es 

I t  takes m ore th an good in tent ions  to  save lives.  Wou ld-be rescuers can endanger 
th emse lves and  those  th ey are t rying  to  rescue. During  m ost  emer gencies,  leave  rescue 
wo rk to pr ofessional responders  who  are appropr iately t rained and equipped. The 
except ions?  A catast ro phe, such  as a severe earth quake, m ay delay pr ofessional 
emerg ency  responders for  hours or days. Also,  j obs such  as handling  hazardous 
substances or  working in conf ined spaces could result  in emergencies for  which fire or 
po lice departments  are  not t ra ine d. 

Find  out  what  k ind  of eme rg enc ies local responders ar e trained and  equipped to  respond 

to.  I f th ey ar e un able to  respond to  emergencies un ique to  your  wor kplace, your 
emp loyees must be tr ained and  able to res pond  prompt ly. 

 

Coo r d ina t in g  w i t h  Mu lt i - Em plo yer  W or k pl aces 

I f you  share a building  or works ite  w ith  oth er emp loye rs,  cons ider  working  w ith  th em to 
deve lop a building-wide emergency  plan.  I f a building-wide plan is not  feasible, you 
shou ld ensure th at  your  plan  does not  conflict  with  the  plans of the  oth er employers in 
the  building. 

 

Dev elo p in g  Qu ick - Resp onse  Team s 

A quick- response  te am consists  of vo lunteer emp loyees t ra ined to  handle workplace 
inc idents  th at  require imm ediate  act ion,  such  as medical emergencies,  th reatening  or 
violent  people, and  hazardous-substance  releases.  Consider the  fo llowing  in developing 
quick res ponse  team s:  

 

Á Types of  inciden ts th at require imm ediate  act ion 
Á Roles and  respons ibilit ies of  team  m emb ers 
Á Comm un icat ion and  res ponse  procedures for the  team  

Educ atin g  Em p loy ees  abou t  Em erg enc ies  an d  Ev acu at ion s 

To prot ect  th emselves during an eme rgency,  all em ployees must  understand  the 

fo llowing eleme nts of  th eir eme rg ency  plan:  
 

· The roles of t he emergency  scene comma nder and  coordinat ors. 
· How  to  respond to th reats and int im idat ion.  

· The metho d(s) for  warning e mployees of  em ergencies.  
· The method for  cont act ing employeesô next  of  kin aft er an emer gency. 
· The procedu re for  summo ning eme rgency  responders. 

· The locat ion of  safe  meet ing  areas. 
· How  to  respond to an emergency and  to an order to evacuate.  
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· Educate  new employees about  the  eme rg ency  plan when you  hire th em and  keep all 
emp loyees info rm ed about any c hanges to the  plan.  

· Train eme rg ency  scene  coord inato rs in f irst  aid and  CPR, bloodborne-path ogen 

protect ion, and how  to use  rescue  equ ipm ent.  
· Schedule regular dr ills so th at employees can pract ice. Include outs ide fire and  police 

departments  in the  drills when possible. Eva luate  the  effect iveness of  each drill and 
ident ify act iv it ies th at n eed st rength ening. Share the  resu lts  with  all emp loyees.  

When a workplace eme rg ency  requires an evacuat ion, all emp loyees must know  to leave, 
what  eme rg ency  exits to  take, and  where  to  m eet . Employees ma y also need to know 
how  to shut down c r it ical equipm ent  during an evacuat ion.  

 

Est ab li sh in g  Ev acu at ion  Ex i ts  

Your  workplace should have  a pr imary evacuat ion  exit  and  an altern ate  exit.  Post 
diagram s th at  show  the  evacuat ion  ro ut es and  the  exits  where al l emp loy ees w ill see 
th em.  Ident ify the  exits  and  the  exit  ro utes  in your  plan.  Be sure char acterist ics of 
ex its:  

 

Á Are  clear ly marked, well lit, and  visible under emergency  con dit ions. 
Á Are  wide enou gh to accommodate  employees dur ing  an evacuat ion.  
Á Are  uno bst ruct ed and clear of debr is at all t im es.  
Á Are  un likely to exp ose employees to oth er hazards.  

Keep in m ind . .. An essent ial part  of your  emergency  plan is an evacuat ion  diagram ï a 
floor  plan of your  building th at  sho ws evacuat ion  exits and  descr ibes the  emergency 
evacuat ion  pro cedure. Mark the  exit  rout es and  the  ñRoll-Callò assem bly ar ea on  the 

diagram  so t hat th ey are easy to s ee, f or  exa mp le :  
 
 

Ex i t  3  Main  Of f ice  &  Sh op  
Roll  Call  

X  
Assem bly 

Area 
 
 
 
 
 

EXI T 1  
 
 
 
 
 

(Front 

Parki ng 

Lot )  
Ex i t  2  
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Exi t  Ro ut es  

How  would you  escape from yo ur workplace in an eme rg ency? Do you  know  where all 
the  exits ar e in case yo ur f irst  cho ice is too crowded? Are you  sure the  doors wil l be 
un lock ed and  th at  the  exit  access  behind th em will not  be block ed during a fire, 
explosion,  or  oth er cr isis? Knowing  the  answers to  th ese quest ions  cou ld keep you  safe 
dur ing an eme rgency.  

 

W o rk p lace  Exi t  Rou t es 

Usually, a wor kplace must  have  at  least  two exit  rout es for  promp t  evacuat ion.  But 
more th an two ex its are required if the  numb er of  em ployees, size of  the  building, or 
arrangement  of  the  work place will not  allow  a safe  evacuat ion.  Exit  rout es m ust  be 
located as f ar away as pract ical from  each oth er in case one  is block ed by fire  or  sm oke. 

 

Req u ir em en ts  f o r  Exi ts  

Exits  must  be separ ated  from the  workplace by f ire- resistant  m aterials ï th at  is,  a one-
hour  fire- resist ance  rat ing  if the  exit  conn ects  th ree or  fewer stories,  and  a two-hour 

fire- resistance  rat ing if the  exit  conn ects  m ore than th ree floors.  
 

Exits  can have  on ly those  openings  necessary to  allow  access to  the  ex it  fro m occupied 
areas of the  workplace or to the  exit  discharg e. Openings must  be protected by a self-
closing, approved fire door that remains c losed or  aut omat ically closes  in an emer gency. 

 

· Keep the  line-of-sight to exit  signs c lear ly v isible alwa ys. 
· Inst all ñEXITò signs us ing plainly legible let ters.  

Saf et y  Feat u r es  f o r  Ex i t  Rou t es 

· Keep exit  rout es free of  explosive s or highly f lam mab le fu rnishings and  oth er 
decorat ions.  

· Arr ange exit  rout es so em ployees will not  have  to  t ra vel to war d a high-hazard area 
un less t he path of  t ravel is effe ct ively shielded f ro m  the  high-hazard area. 

· Ensu re th at  exit  ro ut es are free and  uno bst ruct ed by ma ter ials,  equipm ent,  lock ed 
doors, or  dead-end corr idors. 

· Prov ide light ing for  exit r out es adequ ate  for  employees w ith  no rm al v ision.  

· Keep exit  route  door s free of  decorat ions  or signs th at  obscure the ir v isibil ity  of exit 
ro ute  doors.  

· Post  signs along  the  exit  access indicat ing  the  direct ion  of  t ravel to  the  nearest  exit 

and  exit  discharg e if that direct ion is not im m ediately app arent.  

· Mark doors or passages along  an exit  access th at  cou ld be m istak en for  an exit  ñNot 
an Ex itò or  w it h a s ign ident ify ing its use (such as ñClosetò). 

· Renew fire- retardant p ain ts or  solu t ions when needed. 
· Mainta in exit r out es du r ing const ruct ion, repairs,  or alterat ions.  

Design  an d  Con st r uct ion  Req u i r em en ts  

· Exit r out es must be perma nent  parts of the  wor kplace. 
· Exit  discharg es must  lead direct ly outs ide or to  a street , walkway,  refuge  area, public 

way, or o pen space wit h a ccess to the  outs ide.  

· Exit  discharge ar eas must  be larg e enou gh to  accom m odate  people likely to  use  the 
ex it  rout e. 

· Exit  route  doors m ust  un lock  from the  inside. They m ust  be free of devices or alarm s 

th at cou ld rest r ict use  of  the  exit  route  if the device or  alarm  fails.  
· Exit  ro ut es can be conn ected to  rooms  on ly by side-hinged doors, which m ust  swing 

out in t he direct ion of t ravel if the  room  may be occu pied by m or e th an 50 people. 

· Exit  rout es m ust  support  the  ma ximum  perm itt ed occupant  load for each floor 
served,  and the  capacity  of an exit  route  m ay not  decrease in the  direct ion  of exit 
ro ute  t ravel to the  ex it d ischarge.  

· Exit r out es must h ave  a ce iling height of  at  least 7  ft.,  1/2  feet  high.  
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· An exit  access must  be at  least  28  inch es w ide at  all po ints.  Obj ects  th at  pr oject  into 

the  ex it must not re duce  its width.  

Pr ov idi n g  Medi cal  Ass ist an ce  an d  Fi r st  Aid  

Is there  a nearby eme rgency  clinic or  hospital th at  w il l adm it  vict ims  of emergencies 
from  your  workplace? I f not,  ma ke  sure th at  emer gency scene coord inat ors have 
appropriate  first -aid t rain ing  and  supplies.  The Ame rican Red Cross,  insu ra nce 
com panies, and  fire departments usua lly of fe r such t raining. 

Recordi n g  Cr i t ical  Em p loy ee  I n for m at ion  

After a medical emergency,  an employee ma y be unab le to  con tact  next  of  k in or other 
relat ives.  You sho uld have  access  to  employeesô home telephone  nu m bers,  the  names 
and  telephone  nu mb ers of fam ily m embers th ey wa nt  you  to contact,  phys ician nam es 
and  phone  nu mbers,  and info rm at ion  em ployees give you  about  th eir m edical condit ions 
or  medicat ions.  Many  emp loye rs keep th is info rm at ion  wit h emp loyeesô perm anent 
emp loyment reco rds and  update  it  year ly . 

 

Rep or t in g  Fire  an d  Ot h er  Em erge n cies  

Your  emergency  plan must have  a procedure for  report ing f ires and  oth er emergencies to 
professional responders.  Report  all f ires by calling  911. Fires ar e generally not  reported 

to f ire departm ents  by fire alarms;  most f ire alarms warn on ly bu ilding occupant s. 

Keep in m ind.. . The eme rg ency  scene commander shou ld stay in a safe  locat ion  to  relay 

relevant informa t ion to professional emergency responders.  

Sele cti n g  an d  Usin g  Per son al  Pr o te cti v e  Eq u ipm en t  

Personal protect ive  equipm ent  inc ludes  cloth ing and  equ ipm ent  that  pro tects  emergency 
responders against  specific hazards.  Examples include work gloves,  goggles,  hard hats, 

and  respirato rs.  

Proper ly used,  personal prot ect ive equipm ent  off ers prot ect ion  against  a hazard but does 
not  elim inate  the hazard. I f it  fails or is not  appr opr iate  for  a par t icular task,  the  user 
r isks exposure.  Appropriate, effe ct ive  pr ot ect ion  depends  on select ing, wear ing, and 
using  the  equipm ent  pr operly ï which can be challenging. The fo llowing steps highlight 
the  procedu res f or se lect ing personal prot ect ive equipm ent:  

 

· Ident ify emer gency- related hazards for  which personal pro tect ive  equipm ent  may be 
necessary;  for example, tho se responding  to  m edical emer gencies need pr ot ect ion 
from  bloodborne path ogens.  

· Determ ine which personal pr otect ive equipme nt  will pro tect  users from  the  hazard s; 
for  example, latex glov es and  face shields m ay be necessary to pro tect  responders 
from  bloodborne path ogens.  

· Determ ine who  wi ll use  the equ ipm ent;  it  is cr it ical th at  the  equipm ent  f it  the  user 

and  not c ause alle rgic re act ions or  oth er h ealth p rob lems.  
· Determ ine the  condit ions  un der  which responders  will use  the  equ ipm ent;  the 

equipm ent must not fa il under those  con dit ions.  
· Ensu re th at  emer gency responders kn ow how  to  use  the  equ ipm ent.  Whether th ey 

are wearing  hard hats  or  atmosph ere -supply ing  respirato rs, responders m ust  know 
how  the  equ ipm ent  will pro tect  th em and  when it  w ill not  protect  th em.  Responders 
must  know  how  to  wear, use,  and maintain the  equipm ent , and  how to  discard 
cont am inated e quipm ent.  
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Ty pes  of  Eme r ge n cies  

This sect ion h ighlights emer gencies th at c ould affect  wo rkplaces and  summ arizes what  to 
do when responding  to  th em. Cons ider  factor s such  as workplace size and  locat ion, 

nu mb er of emp loyees, and the  natu re of  th eir work in determ ining how  to respond. 
 

Eart h q u ake  

Dur ing an earth quake, people in mo st  workplaces are at  gr eatest  r isk from collaps ing 
ceiling s, w indows, light  f ixtu res,  and  oth er falling  objects.  I f you  are ind oors,  the  safest 
response  is to  take  cov er un der  stu rdy fu rniture or  to  bra ce you rself against  an inside 
wall. Stay  away  from  windows, skylights,  bookc ases, and oth er heavy  objects.  Prot ect 
your head  and neck.  

W h at  to  do:  

· I f indoors , stay th ere. Take  cov er un der s turd y f urnitu re or  aga inst  ins ide wa lls. 
· Do not  use  elevat ors . 
· Stay awa y from windows, skylights, and other objects that cou ld fall. 

· Use sta irways to leave  the  workplace if the or der is given to evacuate.  
· Be ready to  rescue  vict ims;  pro fessional responders may not  be able to  respond; 

rem ove  vict ims to a  t r iage area if possible. 

Exp lo sion  

Any  workplace th at  handles,  sto res,  or processes flam mab le gasses,  liquids,  and  solids is 
vu lnerab le. Explosions o ffer no war ning s, causing disorganizat ion and  panic.  

W h at  to  do:  

Á Try to establish co mm un icat ion with  em ergency  scene coor dinato rs. 
Á Assess d amage to the  workplace and  est imate  hum an c asualt ies.  

Á Adm inister f irst aid if it  is safe  to do s o. 

Á Do not  use  elevat ors . 
Á Evacuate  fo llowing an established pr ocedure. 

Fir e 

Inv ite  a local f ire depar tment  repr esentat ive to  your  work place to  help you  ident ify f ire 
hazards and to discuss how  yo ur workplace shou ld respond  to  a fire.  I t  is the  by prod ucts 
of  fire ï smo ke  and  fire gasses ï th at  k ill . A quick,  or der ly evacuat ion  is the  m ost 
ef fect ive response  to an out -of -cont rol fire.  

 

W h at  to  do:  

· Pull the  f ire alar m  (or set  off  the  predeterm ined s ign al).  

· Call 911 ; t el l the  dispatch er the  locat ion and  the  natu re of the  emer gency. 
· Info rm  an emergency  scene coord inator. 
· Do not  use  elevat ors . 
· Perm it  on ly tr ained responders to use  fire ext inguishers.  

Keep in m ind . ..  I f you  perm it  eme rg ency  scene coor dinato rs or  oth er em ploy ees to  use 
fire ext inguishers,  t ra in th em or ensure th at  th ey are proper ly t rained in th eir use.  

 

Ha zar dou s- Substa n ce  Release 

Hazardous  substances  inc lude  solvents,  pest icides,  pa ints,  pet roleum  products,  and 
heavy  m etals ï any  substance  hazardous  to h ealth.  Even if your  workplace does not  use 
hazardous substances,  cou ld it  be aff ected by a nea rb y release or  an accident  on  a local 
freeway? I f so,  m ake  sure your  emer gency plan descr ibes how  the  scene com mander 
and  coordinat ors wil l respond  and not if y f ire  and  po lice departm ents.  
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W h at  to  do:  

Á Info rm  the  eme rg ency  scene com mander. 
Á Evacuate  the  area s urrounding the  release. 

Á Call 911 ; t el l the  dispatch er the  locat ion and  the  natu re of the  emer gency. 

I f your  workplace uses hazardous  chem icals,  MIOSHAôs hazard comm un icat ion  rule 
requ ires  you  to  invento ry th em, keep the  manufa cturer -supplied ma ter ial safety  data 
sheets,  label the  chem ical cont ainers,  and t ra in employees to  prot ect  th emselves from 
the  chem icalsô hazard s.  

 

I f your  workplace is involved in hazardous-waste  operat ions  or  responds to  emergencies 
involv ing  hazardous  substances,  you  must  have  a wr it te n plan  th at  descr ibes how  you 
will respond  to h azardous-substance  emergencies.  

 

I f em ployees m ust  wear personal prot ect ive equipm ent  dur ing  an emer gency ï chem ical 
suits,  gloves,  hoods,  boot s, or respirators,  for  example ï ma ke  sure th at  equipm ent  wil l 
be availab le when th ey need it, th at it  f it s t hem,  and  that th ey know  how  to use  it.  

 

Me d ica l  

The most  like ly wor kplace eme rgency  is a m edical emergency. A ser ious  m edical 
emerg ency  such  as cardiac arrest  requires imm ediate  att ent ion  ï response  t ime is 
cr it ical. I t  is essent ial that medical first responders kn ow how  to  perfo rm f irst aid/ CPR. 

 

W h at  to  do :  

· Call 911 . Tell the  dispatch er the  locat ion a nd the  natu re of  the eme rg ency. 
· Do not  move  the vict im.  

· Not ify an emergency  scene coord inator  for  CPR or oth er f irst -aid t asks. 

· Info rm  the  eme rg ency  scene com mander. 

· Assist  professional med ical res ponders when th ey arr ive . 
· Info rm  the  v ict imôs supervisor. 

Cons ider purchasing  an aut oma t ic external defibr il lator  (AED)  to  t reat  vict ims in card iac 
arr est.  Unt il recent ly, AEDs were used  primar ily in hospita ls and  ambu lances.  Now they 
are por table, more affo rdable, and  can be used by just  about  anyone  aft er a short 
t raining session.  

 

W eat h er - Rela t ed  Ev ent  

Hurr icanes, to rnadoes,  blizzards,  and floods ar e likely to  be the  cause  of  weath er- related 
wo rkplace eme rgencies.  Many  comm un it ies exper ience  f loods fo llowing  warm spr ing 
rain.  Wint er sto rms oft en br ing  st ro ng  winds,  freezing  rain , and  snow th at  can cause 
st ructu ral damage and power out ages.  

 

W h at  to  do:  

Á Wait  for  inst ruct ions  fro m the  eme rg ency  scene com mander;  a power failure wil l 

slow  com m un icat ion.  
Á Tune  a ba tt ery-powered rad io to a stat ion  th at broadcasts local news. 
Á Do not  evacuate  the  wor kplace unless o rdered to do s o. 

Th r eats  o f  Vio len ce 

Threats  of violence  m ay be delivered in any  fo rm :  face- to- face,  by fax, e-mail,  phon e, or 
in wr it ing. Threats  can be direct ed to ward the  workplace or toward a specific person. 
Police depar tments,  m ent al hea lth  pr ofessionals,  and  employee-assist ance  program 
couns elors offer preven t ion  informa t ion,  secur ity  inspect ions,  and  employee t rain ing that 
help reduce  the  r isk of workplace violence. 
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W h at  to  do:  

· Info rm  an emergency  scene coord inator. 
· Act ivate  a silent a larm  if your workplace has on e. 
· Isolate  the th reatening person if it  is possible to do  so s afely. 
· Info rm  the  eme rg ency  scene com mander. 

Bom b  Th r eats  

Take  th reats  ser ious ly. Do not  use  fire alarms  or phones  in the  building ï th ey generate 

rad io waves th at  could t r igger a bomb. I f som eone  finds a package th at  may cont ain or 
th at  m ay be a bomb, he  or  she should note  its  size,  shape,  and wheth er it  em its  a 

soun d, th en not ify  the  eme rg ency  scene comma nder. Call 911  from  outs ide the  building 
to  report  the  emergency  and dete rm ine if an evacuat ion  is necessary.  Use a 

com mun icat ion method t hat does not generate  rad io waves to o rder the  evacuat ion.  

Cons ider offe r ing  th reat -manageme nt  t rain ing to  one  or  m ore emer gency scene 

coor dinators and creat ing  a th reat quick- response  te am . 
 

Ter r or ism  

Althou gh ter ror ist  acts  pose m inima l r isks to  mo st  workplaces, the  devastat ing  effects  of 
recent  acts  have  changed the  percept ion  of  a ñsecure workplaceò and added a new 
dime nsion  to  emergency  plann ing. What  dist inguishes terror ist  acts  is the  use  of  th reats 
and  violence  to  int im idate  or  coerce. Factors  to  consider in emergency  plann ing  include 
the  following:  

 

Ho w  do  o t h ers  p er ceiv e  t h e  m is sion  o f  yo u r  o r gan izat ion  i n  th e  fol low ing  
con t ex ts?  

 

· Polit ical act iv it ies 
· Business act iv it ies 

· Econo m ic act iv it ies 

· Social res pons ibilit ies 
 

Ho w  v u ln er ab le  ar e  y ou r  cr i t i ca l  r esou r ces  f r om  t e r r o r ist  at t ack ? 

· Product ion m achine ry and  equipment 
· Mail and  HVAC syst ems 

· Elect ro nic co mm un icat ion, power, data, and  systems h ardware 

· Real estate  and  oth er phys ical property  

· Finance  and  adm inist rat ive t ransact ions  
· Employees at the  wo rkplace or  at oth er locat ions  

Do  You  Need  an  Emer g en cy  Plan ? 

Keep in m ind ... I f your  wor kplace has m ore th an 10  em ployees,  the  plan m ust  be in 
wr it ing.  I f your  workplace has 10  or fewe r emp loy ees,  the  plan  does not  have  to  be 
wr it ten;  however, you  must  ensu re th at  emp loyees know  what  procedures th ey must 
fo llow  to pro tect themse lves in an emer gency.  
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MI OSHA  Emp loy ee  Emer g en cy  Plan s  an d  Fi r e  Pr ev ent ion  Sta nd ards  

( 1 )  An em ployer will assure th at  emp loyees are informed of emer gency escape 
procedures and  emergency  rout es to approved m eans of egress.  

 

( 2 )  An em ployer w ill design ate  a suf f icient  nu mber  of  persons to  assist  in the  safe  and 

order ly emergency  evacuat ion of  employees.  

Em p loy ee  Emer g en cy  Plan  

( 1 )  All of the  fo llowing  inform at ion,  at  a m inimum , will be included in an eme rgency 
plan:  

 

( a)  Em ergency escape procedures and  emergency  escape route  assignments.  
 

(b)  Procedures to  be fo llowed by employees who  remain to  opera te  cr it ical plant 
operat ions  before they evacuate. 

 

(c)  Procedures to  account  for  all emp loyees aft er eme rgency  evacuat ion  has been 

com pleted.  
 

(d)  Rescue  and  medical dut ies for  those  em ployees who  ar e t rained to  perfo rm 
th em.  

 

( e )  The  preferred means of re port ing fires and  oth er eme rgenc ies.  
 

( f )  The names or regular j ob t it les of persons  or  departments  who  can be 
cont acted for  furth er info rm at ion or  exp lanat ion of  dut ies u nder the  plan.  

 

( 2 )  An employer wil l establish an employ ee alarm  syst em which is in compliance  with 
the  pro visions  of  O.H. rule 1910.1 65,  em ployee alarm  syst ems,  and  which is availab le, 

upon  request,  from  the  safety  standards div ision  of  the  Michigan depar tme nt  of 
consu mer  and  indust ry serv ices.  I f the  em ployee alarm  syst em is used for alert ing  fire 
br igade m emb ers or for  oth er purposes, a dist inct ive  sign al for  each purpose wil l be 

used. 

( 3 )  An em ployer w il l est ab lish,  in the eme rgency act ion  plan,  the  types  of evacuat ion  to 

be used in emergency  circumstances.  
 

( 4 )  Before implement ing  the  emer gency act ion  plan,  an employer w il l designate  and 
t rain a suf ficient  nu mber of  persons  to  assist  in the  safe  and  order ly eme rgency 
evacuat ion  of em ploy ees.  The  em ploye r will review the  plan,  at  the  fo llowing t imes, with 
each employee to whom the  plan applies:  

 

( a)  When the  plan is developed.  

(b)  I f an employeeôs res pons ibilit ies or  design ated act ions un der the  plan ch ange. 

(c)  I f the plan is ch anged. 

An emp loyer w ill rev iew, w ith  each em ploy ee, upon  init ial assignment,  tho se par ts  of  the 
plan  th at  the  employee must  kn ow to  pro tect  the  employee in an eme rgenc y. The 
wr it ten plan will be kept at the  workplace and made availab le for  employee review. 

 

Fi r e  Pre v ent ion  Plan  

( 1 )  This rule app lies to  all f ire  pr eve nt ion plans th at  are requ ired by a par t icu lar 
Michigan occu pat ional safety  and  health  act  standard. The fire  prevent ion  plan wil l be in 
wr it ing.  Emp loyers that  employ  less th an 10  em ployees m ay com mun icate  the  plan 
orally to employees and  need n ot m ain tain a wr itt en plan.  

 

( 2 )  All the  fo llowing  informa t ion,  at  a m inimu m, will be inc luded in the  fire pr event ion 

plan.  
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( a)  All of  the following informat ion abo ut major wo rkplace fire hazards: 

( i )  A list  of the major  workplace fire  hazards.  

( ii )  The proper  handling  and sto rage pr ocedures for the  items list ed in 

standard. 
 

( ii i )  The  po tent ial ignit ion  source of  the  ite ms  list ed in th is standard, such 
as welding  or  smoking, and contro l pro cedures with  respect  to  the  pot ent ial 
sou rces of ignit ion.  

 

( iv )  The type  of  fire prot ect ion  equipm ent  or  syst ems that  are necessary to 

cont ro l a f ire that invo lves t he items specified in th is stan dard. 

(b)  The  names or regular  jo b t it les of  those  personn el who are responsible for  the 

maint enance  of  equipm ent  and syst ems that  ar e inst alled to  prevent  or cont rol 

fires or  the  sou rces of ignit ion.  

(c)  The names or regular j ob t it les of those  personn el who  are responsible for  the 

cont ro l of  fue l sou rce hazard s. 
 

( 3 )  An employer w ill cont rol  the  accumulat ions  of f lammab le and combust ible wa ste 
mater ials and residues so th at  th ey do not  cont r ibute  to  a fire emergency.  The control 
procedures will be included in the  wr it t en fire pr even t ion plan.  

 

( 4 )  An employer wil l in fo rm  em ployees of  the  fire hazards of  the  m ater ials and 

processes to which th ey are exp osed. 

( 5 )  An em ploye r will review, w ith  each em ployee, upon init ial assignment , those  parts of 
the  fire prevent ion  plan th at  the  employee m ust  know  to  pr otect  the  employee in an 
emerg ency. The writ te n plan wi ll be kept  in the workplace and  m ade available for 
emp loyee rev iew. 

 

( 6 )  An emp loyer will regular ly and  pr operly m aintain,  according to  established 
procedures,  equipm ent  and syst ems th at  are insta lled on heat -producing  equipm ent  to 
prevent  the  accident al ignit ion  of combustible ma ter ials.  The ma inte nance  pro cedures 
will be inc luded in the  wr itt en f ire preve nt ion plan.  

 

Ob st r u ctio n s 

( 1 )  A means  of egress will be cont inuous ly m ain tained free of all obst ruct ions  or 
impedimen ts to  fu ll inst ant  use  in case of  fire  or oth er eme rgency.  A m irror  w il l not  be 

placed on  an exit  door or  be placed  in or  adj acent  to  an exit  in a mann er to  confuse  t he 

direct ion of  ex it.  

( 2 )  A lock,  faste ning  device or barr ier will not  be insta lled or used on  a means of egress 

in a mann er th at wil l prevent  or  hinder free escape fr om the  ins ide of  a building. 
 

( 3 )  A device or  alarm  to  rest r ict  the  imp roper  use  of  an exit  wil l be so designed and 
insta lled th at  it  cannot,  even in case of  failure,  impede  or pr event  eme rgency  use  of  an 
ex it . 

 

( 4 )  Dev ices such  as tu rnst iles and  gates will not  be placed so as to  obst ruct  a means  of 
egr ess.  

 

( 5 )  No combust ible or  flammable debr is,  wa ste  or oth er material, the  burning  of which 
wo uld render  hazardous  egress from  the  building  wi ll be placed, sto red or  kept  on, 

un der, at  the  bott om of, or ad jacent  to a  me ans of egr ess or  elevato r. Where a means of 
egr ess is being  obst ruct ed by the  placement  of  mo vable objects,  aisles will be mar ked 
and  railings or  permane nt  barr iers prov ided to  prot ect  the  means of egress against 

encroachment . 
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