How to Evaluate Safety
Programs

1.1 Introduction

This chapter provides a roadmap for both employers and employees
to creating a safe working environment. While the standards in
chapters 2 through 6 are organized and presented in a highly pre-
scriptive format, this first part provides workers within the industry
an overall orientation to the philosophy, tools and corporate culture
that the international community has adopted as a part of best man-
agement practices.

Atthesametime, this chapter of the standards explicitly defines the
rights of workers to be kept informed of the hazards associated with
their job assignments, to be provided with knowledge, engineering
and management controls that eliminate unsafe working conditions,
along with the actions that workers may take in order to ensure that
they are never placed in situations that pose either immediate or
long-term risks to their health and well-being.

Employees generally have little or no control over their working
environment and must accept whatever environment employers offer.
Employers and their designated corporate representatives have
both a moral and legal obligation to ensure that both workers and
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the public at large are kept insulated from the hazards associated
with the industry sector.

1.2 Creating a Culture of Safety

The design of a safe plant layout is beyond the responsibility of
individual employees, but it nevertheless is essential for good
power production practices and safe working conditions. Narrow
aisles, blind intersections, insufficient overhead space and limited
access for equipment repair and maintenance all are detrimental to
a safe operating environment.

The National Safety Council in the United States has estimated
that work-related accidents in the private sector in 1988 cost indus-
try an average of $15,100 per disabling injury. Based on this figure
and the U.S. Bureau of Labor Statistics — which reported that in
1988 private U.S. Industry, employing 90 million workers, had
6.2 million job-related accidents and injuries was in excess of
$93 billion. Approximately, hailf of this total (346 billion) was for
such visible costs as damaged equipment and materials, produc-
tion delays, time losses of other workers not involved in the acci-
dents and accident reporting.

Similar statistics have been reported in the United Kingdom (UK)
and in the European Community. The statistics support the premise
that it is the responsibility of every employer to take a strong, pro-
active stance to ensure their employees’ safety.

Designing for safe work environments also means proper sched-
uling of work activities. It should not be the operator's or worker's
responsibility to determine the proper routing of work in process.
To make this type of decision a worker's responsibility unfairly
shifts to what is truly management’s responsibility directly to the
worker. It is management’s responsibility to ensure that tight work
standards are not only defined for each operating facility, but to
ensure that procedures and policies are adopted and enforced.
Establishing fair work standards through work measurement or
some similar technique is, without question, a prerogative and a
right of management. Establishing and enforcing tight work stan-
dards has resulted and will continue to result in operators taking
dangerous short cuts while completing tasks. These short cuts often
result in industrial accidents and injuries. By the same token, man-
agers should use standards to ensure a fair day’s pay for a fair day’s
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work, but they should not use them as a whip to achieve maximum
productivity through coercion.

Pressure placed on employees to meet tight production schedules
results in the same type of problems as with tight work standards.
Reasonable schedules based on reasonable capacity determinations
and work standards eliminate the pressure and work-related stress
placed on employees to overproduce because of unsafe short cuts.

Having a corporate culture that promotes and makes safety and
environment a priority should be the goal of the industry. Creating a
culture of safety first requires site-specific work practices and work-
ing environments to be carefully assessed with a focus on identifying
high-risk areas, and then developing concrete plans for improved
occupational and process safety performance. Management must
focus on using employee insights to prevent costly and potentially
deadly accidents before they occur, creating a safer workplace by
taking into account both the environment in which employees work
and the culture that drives their daily work experience.

As an employer, it is your responsibility to provide a safe work
environment for all employees, free from any hazards, and com-
plying with legal and recommended best practices defined in the
standards. Health and safety in the workplace is about preventing
work-related injury and disease, and designing an environment
that promotes well-being for everyone at work.

Knowledge is the key ingredient in providing a safe work environ-
ment. If everyone knows the correct procedures, accidents and inju-
ries will be kept to a minimum.

Both employers and employees should:

¢ Ensure that the way work is done is safe and does not
affect employees’ health.

* Ensure that tools, equipment and machinery are safe
and are kept safe.

¢ Ensure that ways of storing, transporting or working
with dangerous substances is safe and does not dam-
age employees’ health.

Employers must:
* Provide employees with the information, instruction

and training they need to do their job safely and with-
out damaging their health.
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* Consult with employees about health and safety in the
workplace.

¢ Monitor the work place regularly and keep a record of
what is found during these checks.

Policies should be developed in consultation with employees, both
with and without disability. It may be necessary to organize sup-
port persons or interpreters so that all employees may participate
in the consultation.

Occupational Health and Safety (OH&S) procedures must be
implemented wherever the work is being conducted, be that in an
office, factory, construction site, substation, along transmission line
work or home. As an employer, it is your responsibility to ensure all
employees have access to information about safety procedures, and
for any reasonable adjustments to be made.

It is crucial that new employees be:

¢ Briefed of all new staff on OH&S policy at induction.

* Be provided training on all safety procedures, includ-
ing evacuation and other emergency procedures.

» Provided access to information about safety proce-
dures, in appropriate formats.

It is crucial the existing employees:

* Have access to information in appropriate formats.

¢ Be provided with regular information updates and
re-training sessions.

¢+ Be provided access to information about safety
procedures.

* Conduct relevant training on any new equipment or
machinery.

The following are some anecdotal facts that can serve to raise a cul-
ture of safety among workers and management:

Factors That Make New Workers More Accident Prone:
* Lack of safety training;

* Don't ask questions;
» Unaware of hazards;
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Assume employer is responsible for safety;
Don’t understand rights/responsibilities;
“It can’t happen to me” attitude; and
Fatigue.

Major Causes of Injury:

* & & &

Slips, trips and falls;

Improper use of equipment;

Faulty use of equipment;

Improper lighting;

Not turning off power while repairing equipment
(lock out procedures);

Entering unsafe confined spaces that do not normally
accommodate people; and

Improper use or storage of chemicals and other hazard-
ous materials.

The Employer's Responsibilities:

* Provide a safe workplace.
¢ Ensure adequate training of workers.
¢ Keep written records of training: who, when and what

type.

Ejgtjablish and maintain a comprehensive occupational
safety program, including a written safety policy and
an accident investigation program.

Support supervisors, safety coordinators, and workers
in their safety activities.

Take action immediately when the worker or supervisor
tells you about a potentially hazardous situation.
Initiate an immediate investigation into accidents.
Report serious accidents to the H5O (Health and Safety
Officer) or to the Corporate Prevention Division.

» Provide adequate first aid facilities and services.
* Provide personal protective equipment where required.
* Make available to all workers copies of Industrial

Hygiene Policy.
Post Health and Safety Regulations and all other
regulations.
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The Supervisor's Responsibilities:

¢ Instruct new workers on safe work procedures.

¢ Train workers for all tasks assigned to them and check
their progress.

e Ensure that only authorized, adequately trained
workers operate tools & equipment and use hazard-
ous chemicals.

¢ Ensure that equipment and materials are properly
handled, stered and maintained.

* Enforce safety regulations.

¢ Correct unsafe acts.

* Identify workers with problems such as drugs or
alcohol that could affect their performance, and follow
up with interviews and referrals where necessary.

» Formulate safety rules and inspect for hazards in your
own area.

Waorker’s Responsibilities:

* You have an obligation to make your workplace safe.

* Know and follow safety and health regulations affect-
ing your job.

¢ If you don’t know how, ask for training before you
begin work.

¢ Work safely, and encourage your co-workers to do the
same.

* Correct or immediately report any unsafe conditions
to your supervisor.

* Report any injury immediately to a First Aid attendant
Or supervisor.

» Take the initiative; make suggestions for improved
safety conditions.

Site Orientation:

e All new employees should have a site orientation from
their supervisor and be given a brief on safety pro-
cedures including: the layout of the section, a safety
orientation, fire exit locations and procedures, emer-
gency equipment and location of first aid facilities or
services.
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Always be aware of your surroundings;

Look up for falling objects;

Be mindful of up/down traffic;

Be cautious of structural inadequacies;

Do not race up or down flights of stairs;

In a noisy environment, use visual cues to look for

potential hazards;

* Only use designated walkways, they are there for a
reason; and

¢ Often some sites require workers to work in pairs or

teams in case of an accident.

Hazards:

* Hazards in a work place can never be eliminated, but
they can be controlled with proper equipment, train-
ing and supervision.

* Hazards are divided into two general categories:

— Physical hazards — those that can cause immediate
damage to the body. Examples: Moving equipment,
machinery, confined space; heat, cold, chemicals,
electrical, visibility.

— Delayed Injury hazards - those due to repeated
exposure or, a delayed reaction of the human body
causing injury. Examples: Noise, ergonomics, repeti-
tive strain injury, back injury, inhalation, radiation.

Computer Workstations:

* Problems with lighting can cause eyestrain and may
also contribute to muscle soreness and fatigue.

¢ Avoid glare, position your computer workstation so
that when you face the monitor, you are sitting beside
or parallel to the window.

* If you face the window, light from the outside shines
directly into your eyes and makes it difficult for you to
focus on the screen,

e If you sit with your back to a window, you may have
problems with reflections, or high light levels. In either
situation, adjust the blinds to reduce the amount of
light on your screen.
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* Overhead lights can shine directly in your eyes or
reflect images onto your computer screen, making it
difficult to view your screen. To avoid this adjust the
angle of your screen so that it’s at right angles to the
work surface.

¢ The top line of text on your screen should be at eye
level. Most of the screen will be slightly below eye
level.

¢ The distance between your eyes and the screen should
be about arm’s length.

* Your chair should provide good lumbar support.

Lighting:

* Problems with lighting can cause eyestrain.
* Poor lighting can also contribute to muscle soreness
and fatigue.

Back Injuries:

* Approximately 1/3 of workers will suffer back prob-
lems during their working life. Back injuries are the
most common work related injury.

¢ The low back is subject to greater mechanical stress
than any other part of the body and, because of this, is
commonly injured.

* A majority of low-back problems are caused by simple
strains that can heal within six to eight weeks with
appropriate treatment. Fear and misunderstanding
are the two main factors that can delay recovery.

* For engineers and computer scientists, computer use
can cause lower back pain and repetitive strain inju-
ries over time.

Everyone in a work force should wisely take a careful look at their
work environment and their work habits. Both workers and manage-
ment need to note whether their workplace is really safe. Both need
to consider whether the job requires working with any toxic sub-
stances; and if so, are people adequately protected? Both managers
and workers need to ask themselves whether they are constantly
under stress. Does your environment accept work schedules that
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breach legally established limits or hours? Answers to questions such
as these might reveal much about how safe people are at work.

Creating a corporate culture of safety means being conscious
of the dangers at work. Trying to maintain an unreasonable work
schedule can be dangerous. Indeed, tired workers are less efficient
and make more mistakes. Companies that foster excessive work
and actively seek out and reward workaholics result into conse-
quences that are potentially devastating. Poor work habits, which
may include lack of tidiness and cleanliness, pose another hazard.
Leaving tools thrown on the floor or live electric wires exposed often
lead to accidents, even fatalities. The same can be said of ignoring
safety precautions when using power tools and machinery. Another
‘cause of injury and death is failing to clean up spilled fluids, espe-
cially toxic ones. Many injuries have occurred when workers have
slipped on oily or wet floors. So it might be said that the first law of
good work is to be clean and orderly.

Yet, many are tempted to ignore safety procedures. Work pres-
sure may lead to perceptions that short cuts are necessary to meet
demands. Therefore, some may reason regarding a safety regula-
tion, ‘It has never caused any problem when I ignored it.” One of
the worst things that you can do at work is ignore safety procedures
and get away with it! Why? Because this fosters overconfidence and
carelessness, leading to more accidents.

The explosion of the Chernobyl plant in Ukraine in 1986 is often
described as “the world’s worst nuclear accident.” What went wrong?
A report on the disaster speaks of a “catalogue of reckless operating
procedures” and “the repeated flouting of safety precautions.”

Both employer and employee can cooperate in foreseeing poten-
tial safety hazards. Yes, the wise one observes what could prove to
be a dangerous situation and looks for ways to protect himself and
others.

When employers do this, they benefit, and so do their employees.
For example, a company that redesigned their office to avoid “sick
building syndrome” found that before long, productivity was up
and staff satisfaction levels had improved dramatically. It was also
found that fewer people were out on sick leave. Such consideration
for the health of others not only makes for a more pleasant atmo-
sphere for employer and employee but, as seen in this case, can also
make good sense economically.

The proper approach to creating the safety culture is to make
sure every employee applies a common-sense approach to safety.
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This includes being diligent in following local safety regulations.
Doing this can go a long way towards making the workplace safer.

1.3 Good Housekeeping

1.3.1 General Information

Housekeeping can reduce and eventually eliminate accident
causes. The National Safety Council in the United States reports
that falls due to improper housekeeping result in between 200,000
and 300,000 disabling industrial accidents each year. Management
must take the initiative to properly train employees in the essen-
tials of good housekeeping and in the necessity of maintaining a
hazard-free workplace.

Good housekeeping is one of the surest ways to identify a safe
workplace. You can tell how workers’ feel about safety just by look-
ing at their housekeeping practices. Good housekeeping isn't the
result of cleaning up once a week or even once a day. It's the result
of keeping cleaned-up all the time. It's an essential factor in a good
safety program, promoting safety, health, preduction, and morale.

Whose responsibility is housekeeping? It's everyone’s. Clean
work areas and aisles help eliminate tripping hazards. Respecting
“wet floor” signs and immediately cleaning up spills prevents slip-
ping injuries. Keeping storage areas uncluttered reduces the chances
of disease and fire as well as slips, trips, and falls. Accumulated
debris can cause fires, and clutter slows movement of personnel
and equipment during fires.

Other housekeeping practices include keeping tools and equip-
ment clean and in good shape or keeping hoses and cables or wires
bundled when not in use. Broken glass should be picked up imme-
diately with a broom and dustpan, never with bare hands. Be aware
of open cabinet drawers, electric wires, sharp corners or protruding
nails. Either correct the unsafe condition if you are able and it is safe
to do so, or notify the person responsible for overall maintenance
that something should be done.

How a workplace looks makes an impression on employees and
visitors alike. A visitor's first impression of a business is important
because that image affects the amount of business it does. Good
housekeeping goes hand-in-hand with good public relations. It
projects order, care, and pride.
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Besides preventing accidents and injuries, good housekeeping
saves space, time, and materials. When a workplace is clean, orderly,
and free of obstruction; work can get done safely and properly.
Workers feel better, think better, do better work, and increase the
quantity and quality of their work.

1.3.1.1 Establishing a Good Housekeeping Program

Effective housekeeping can eliminate some workplace hazards and
help get a job done safely and properly. Poor housekeeping can fre-
quently contribute to accidents by hiding hazards that cause inju-
ries. If the sight of paper, debris, used and spent parts, fuses, clutter
and spills is accepted as normal, then other more serious health and
safety hazards may be taken for granted.

Housekeeping is not just cleanliness. It includes keeping work
areas neat and orderly; maintaining halls and floors free of slip and
trip hazards; and removing of waste materials (e.g., paper, card-
board} and other fire hazards from work areas. It also requires pay-
ing attention to important details such as the layout of the whole
workplace, aisle marking, the adequacy of storage facilities, and
maintenance. Good housekeeping is also a basic part of accident
and fire prevention.

Effective housekeeping is an ongoing operation: it is not a hit-
and-miss cleanup done occasionally. Periodic “panic” cleanups are
costly and ineffective in reducing accidents.

Poor housekeeping can be a cause of accidents, such as:

* tripping over loose objecis on floors, stairs and
platforms;

* being hit by falling objects;

* slipping on greasy, wet or dirty surfaces;

* striking against projecting, poorly stacked items or
misplaced material; and

s cutting, puncturing, or tearing the skin of hands or
other parts of the body on projecting nails, wire or
steel strapping.

To avoid these hazards, a workplace must “maintain” order
throughout a workday. Although this effort requires a great deal of
management and planning, the benefits are many.
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Effective housekeeping results in:

reduced handling to ease the flow of materials;

fewer tripping and slipping accidents in clutter-free
and spill-free work areas;

decreased fire hazards;

lower worker exposures to hazardous substances;
better control of tools and materials;

more efficient equipment cleanup and maintenance;
better hygienic conditions leading to improved health;
more effective use of space;

reduced property damage by improving preventive
maintenance;

less janitorial work; and

¢ improved morale.

* 5 & & & @ * &

A good housekeeping program plans and manages the orderly storage
and movement of materials from point of entry to exit. It includes a
material flow plan to ensure minimal handling. The plan also ensures
that work areas are not used as storage areas by having workers move
materials to and from work areas as needed. Part of the plan could
include investing in extra bins and more frequent disposal.

The costs of this investment could be offset by the elimination
of repeated handling of the same material and more effective use
of the workers’ time. Often, ineffective or insufficient storage plan-
ning results in materials being handled and stored in hazardous
ways. Knowing the plant layout and the movement of materials
throughout the workplace can help plan work procedures.

Worker training is an essential part of any good housekeeping
program. Workers need to know how to work safely with the prod-
ucts they use. They also need to know how to protect other workers
such as by posting signs (e.g., “Wet - Slippery Floor”) and reporting
any unusual conditions.

Housekeeping order is “maintained” not “achieved.” This means
removing the inevitable messes that occur from time to time and
not waiting until the end of the shift to reorganize and clean up.
Integrating housekeeping into jobs can help ensure this is done.
A good housekeeping program identifies and assigns responsibili-
ties for the following:

¢ clean up during the shift;
» day-to-day cleanup;
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* waste disposal;
¢+ removal of unused materials; and
* inspection to ensure cleanup is complete.

Do not forget out-of-the-way places such as shelves, basements,
sheds, and boiler rooms that would otherwise be overlooked. The
orderly arrangement of operations, tools, equipment and supplies
is an important part of a good housekeeping program.

The final addition to any housekeeping program is inspection.
It is the only way to check for deficiencies in the program so that
changes can be made. The documents on workplace inspection
checklists provide a general guide and examples of checklists for
inspecting offices and manufacturing facilities.

The following elements constitute the basis for establishing a
good housekeeping program.

1.3.1.2 Dust and Dirt Removal

In some jobs, enclosures and exhaust ventilation systems may
fail to collect dust, dirt and chips adequately. Vacuum cleaners
are suitable for removing light dust and dirt. Industrial models
have special fittings for cleaning walls, ceilings, ledges, machin-
ery, and other hard-to-reach places where dust and dirt may
accumulate.

Dampening floors or using sweeping compounds before sweep-
ing reduces the amount of airborne dust. The dust and grime that
collect in places like shelves, piping, conduits, light fixtures, reflec-
tors, windows, cupboards and lockers may require manual clean-
ing. Special-purpose vacuums are useful for removing hazardous
substances. For example, vacuum cleaners fitted with HEPA (High
Efficiency Particulate Air) filters may be used to capture fine par-
ticles of asbestos or fiberglass.

Compressed air should not be used for removing dust, dirt or
chips from equipment or work surfaces. First, compressed air is
extremely forceful. Depending on its pressure, compressed air can
dislodge particles. These particles are a danger since they can enter
a worker's eyes or abrade skin. The possible damage would depend
on the size, weight, shape, composition, and speed of the particles.
There have also been reports of hearing damage caused by the pres-
sure of compressed air and by its sound.

Second, compressed air itself is also a serious hazard. On rare
occasions, some of the compressed air can enter the blood stream
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through a break in the skin or through a body opening. An air
bubble in the blood stream is known medically as an embolism, a
dangerous medical condition in which a blood vessel is blocked,
in this case, by an air bubble. An embolism of an artery can cause
coma, paralysis or death depending upon its size, duration and
location. While air embolisms are usually associated with incorrect
diving procedures, they are possible with compressed air due to
high pressures. While this seems improbable, the consequences of
even a small quantity of air or other gas in the blood can quickly
be fatal.

Horseplay has also been a cause of some serious workplace acci-
dents caused by individuals not aware of the hazards of compressed
air, or proper work procedures.

1.3.1.3 Employee Facilities

Employee facilities need to be adequate, clean and well maintained.
Lockers are necessary for storing employees’ personal belongings.
Washroom facilities require cleaning once or more each shift. They
also need to have a good supply of soap, towels, plus disinfectants,
if needed.

If workers are using hazardous materials, employee facilities
should provide special precautions such as showers, washing
facilities and changing rooms. Some facilities may require two
locker rooms with showers between. Using such double locker
rooms allows workers to shower off workplace contaminants
and prevents them from contaminating their “street clothes” by
keeping their work clothes separated from the clothing that they
wear home,

Smoking, eating or drinking in the work area should be pro-
hibited where toxic materials are handled. The eating area should
be separate from the work area and should be cleaned properly
each shift.

1.3.1.4 Surfaces

Floors: Poor floor conditions are a leading cause of accidents so
cleaning up spilled oil and other liquids at once is important.
Allowing chips, shavings and dust to accumulate can also cause
accidents. Trapping chips, shavings and dust before they reach the
floor or cleaning them up regularly can prevent their accumulation.
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Areas that cannot be cleaned continuously, such as entrance ways,
should have anti-slip flooring. Keeping floors in good order also
means replacing any worn, ripped, or damaged flooring that poses
a tripping hazard.

Walls: Light-colored walls reftect light while dirty or dark-
colored walls absorb light. Contrasting colors warn of physical
hazards and mark obstructions such as pillars. Paint can highlight
railings, guards and other safety equipment, but should never be
used as a substitute for guarding. The program should outline the
regulations and standards for colors.

1.3.1.5 Light Fixtures

Dirty light fixtures reduce essential light levels. Clean light fixtures
can improve lighting efficiency significantly.

1.3.1.6 Aisles and Stairways

Aisles should be wide enough to accommodate people and vehi-
cles comfortably and safely. Aisle space allows for the movement
of people, products and materials. Warning signs and mirrors can
improve sight-lines in blind corners. Arranging aisles properly
encourages people to use them so that they do not take shortcuts
through hazardous areas.

Keeping aisles and stairways clear is important. They should
not be used for temporary “overflow” or “bottleneck” storage.
Stairways and aisles also require adequate lighting.

1.3.1.7 Spill Control

The best way to control spills is to stop them before they happen.
Regularly cleaning and maintaining machines and equipment is
one way. Another is to use drip pans and guards where possible
spills might occur. When spills do occur, it is important to clean
them up immediately. Absorbent materials are useful for wiping
up greasy, oily or other liquid spills. Used absorbents must be dis-
posed of properly and safely.

1.3.1.8 Tools and Equipment

Tool housekeeping is very important, whether in the tool room, on
the rack, in the yard, or on the bench. Tools require suitable fixtures
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with marked locations to provide orderly arrangement, both in the
tool room and near the work bench. Returning them prompily after
use reduces the chance of the tools being misplaced or lost. Workers
should regularly inspect, clean and repair all tools and take any
damaged or worn tools out of service.

1.3.1.9 Maintenance

The maintenance of buildings and equipment may be one of the
most important elements of good housekeeping. Maintenance
involves keeping buildings, equipment and machinery in safe, effi-
cient working order and in good repair. This includes maintaining
sanitary facilities and regularly painting and cleaning walls. Broken
windows, damaged doors, defective plumbing and broken floor
surfaces can make a workplace look neglected; these conditions
can cause accidents and affect work practices. So, it is important
to replace or fix broken or damaged items as quickly as possible.
A good maintenance program provides for the inspection, main-
tenance, upkeep and repair of tools, equipment, machines and
pl‘OCQSSC‘S.

1.3.1.10 Waste Disposal

The regular collection, grading and sorting of scrap contribute to good
housekeeping practices. It also makes it possible to separate materials
that can be recycled from those going to waste disposal facilities.
Allowing material to build up on the floor wastes time and energy
since additional time is required for cleaning it up. Placing scrap con-
tainers near where the waste is produced encourages orderly waste
disposal and makes collection easier. All waste receptacles should
be clearly labeled (e.g., recyclable glass, plastic, scrap metal, etc.).

1.3.1.11 Storage

Good organization of stored materials is essential for overcoming
material storage problems whether on a temporary or permanent
basis. There will also be fewer strain injuries if the amount of han-
dling is reduced, especially if less manual materials handling is
required. The location of the stockpiles should not interfere with
work but they should still be readily available when required.
Stored materials should allow at least one meter (or about three
feet) of clear space under sprinkler heads.
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Stacking cartons and drums on a firm foundation and cross
tying them, where necessary, reduce the chance of their movement.
Stored materials should not obstruct aisles, stairs, exits, fire equip-
meht, emergency eyewash fountains, emergency showers, or first
aid stations. All storage areas should be clearly marked.

Flammable, combustible, toxic and other hazardous materials
should be stored in approved containers in designated areas that
are appropriate for the different hazards that they pose. Storage of
materials should meet all requirements specified in the fire codes
and the regulations of environmental and occupational health and
safety agencies in your jurisdiction.

1.4 New Employee Orientation

For employers with a safety manager, the manager can conduct
the classroom part of orientation/training, prepare all the training
materials (handouts, forms, checklists, lesson plan, etc.), conduct the
employee evaluation, and maintain all documentation. The facility
supervisor(s) can conduct the on-the-job training and observation,
and determine when the employee is réady for the evaluation.

For employers or departments without a safety manager, the
company safety committee can share responsibilities for conduct-
ing the job hazard analyses and the training program. The safety
committee can put together the orientation /training materials, con-
duct the “classroom” training, and keep records. The department
where employees will work can conduct the hands-on training.

During the orientation period, introduce new workers to all the
basic safety information that applies to their work areas, such as:

* General hazards in the work area;

¢ Specific hazards involved in each task the employee
performs;

* Hazards associated with other areas of the facility;

¢ Company safety policies and work rules;

* Proper safety practices and procedures to prevent
accidents;

¢ Thelocation of emergency equipment such as fire extin-
guishers, eyewash stations, first-aid supplies, etc.;

* Smoking regulations and designated smoking areas;

* Emergency evacuation procedures and routes;
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Who to talk to about safety questions, problems, etc.;
What to do if there is an accident or injury;

How to report emergencies, accidents, and near misses;
How to select, use, and care for personal protective
equipment;

Safe housekeeping rules;

Facility security procedures and systems;

How to use tools and equipment safely;

Safe lifting techniques and materials-handling proce-
dures; and

* Safe methods for handling, using, or storing hazard-
ous materials and the location of material safety
data sheets.

Orientation programs can be updated and refined by reviewing
accident near-miss reports. Near-miss reports offered early warn-
ing signs of new or recurrent hazards in the workplace that must
be corrected before someone gets hurt or equipment is damaged.
An evaluation of illness and injury reports are also a catalyst for
changes in safety orientation and training programs.

Orientation can involve several levels of new employee involve-
ment, from awareness information to formal training programs.
Awareness orientation/training informs employees about a poten-
tial hazard in the workplace and their role in responding to the
hazard, even though they are not directly exposed to the hazard.
For example, “affected” employees can be told about locks and tags
for electrical systems without being trained how to implement the
lockout/tagout program.

It is useful to rely on a checklist to ensure that appropriate safety
orientation is provided to new workers. Examples of a new employee
safety orientation checklist can be found in Appendix B. These
checklists should be modified to fit the needs of the organization
or site.

1.5 Worker Rights

The following worker rights are adopted from the U.S. Occupational
Safety and Health Act of 1970.

You have the right to a safe workplace. Employers are required
to provide a workplace that is free of serious recognized hazards.
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Specifically, you have the right to:

1. Get training from your employer.

a. Get training from your employer on chemicals you
are exposed to during your work and information
on how to protect yourself from harm. Employers
must establish a comprehensive, written hazard
communication program (chemical hazard com-
munication). Your employer must label chemical
containers, make material safety data sheets with
detailed hazard information available to employ-
ees, and train you about the health effects of the
chemicals you work with and what the employer is
doing and what you can do to protect yourself from
these hazards.

b. The program must list the hazardous chemicals
in each work area, how the employer will inform
employees of the hazards of non-routine tasks
(for example, the cleaning of reactor vessels),
and hazards associated with chemicals in unla-
beled pipes and how the employer will inform
other employers at a multi-employer worksite
of the hazards to which their employees may be
exposed.

¢. Get training from your employer on a variety of
other health and safety hazards and standards that
your employer must follow. These include electri-
cal safety, lockout-tagout, blood-borne pathogens,
confined spaces, construction hazards and a vari-
ety of other subjects.

2. Request information from your employer about stan-
dards, worker injuries and illnesses, job hazards and
workers’ rights.

a. Request information from your employer on safety
and health hazards in your workplace, chemicals
used in your workplace, tests your employer has
done to measure chemical, noise and radiation lev-
els, precautions you should take and procedures to
be followed if you or other employees are involved
in an incident or are exposed to hazardous chemi-
cals or other toxic substances.
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b. Request copies of appropriate standards, rules,
regulations and requirements that your employer
should have available at the workplace.

c. Review the log and summary of occupational
injuries and illnesses at a reasonable time and in
a reasonable manner or have an authorized repre-
sentative do so for you.

d. Access relevant exposure and medical records.

e. Employers must inform you of the existence, loc-
ation and availability of your medical and exposure
records when you first begin employment and at
least annually thereafter. Employers also must pro-
vide these records to you or your designated repre-
sentatives within 15 working days of your request.
When an employer plans to stop doing business and
there is no successor employer to receive and main-
tain these records, the employer must notify you
of your right of access to records at least 3 months
before the employer ceases to do business.

f. Observe any monitoring or measuring of toxic mate-
rials or chemicals, as well as harmful physical agents,
suchas noise, and see the resulting records. If the expo-
sure levels are above the limit, the employer must tell
you what will be done to reduce the exposure - the
right to observe monitoring exists only where moni-
toring is performed pursuant to a standard that pro-
vides employees with the right to observe.

3. Request action from your employer to correct hazards
or violations.

a. You may ask your employer to correct hazards
even if they are not violations of specific standards.
Be sure to keep copies of any requests you make to
your employer to correct hazards.

b. Fileacomplaintif youbelieve that there are either vio-
lations of standards or serious workplace hazards.

¢. Fileacomplaint and requestaninspectiontake place
if you believe serious workplace hazards or viola-
tions of standards exist in your workplace. You can
file a complaint online, in writing, by telephone or
fax. If you want an inspector to come inspect your
workplace, put your complaint in writing and send
it to the proper authorities.
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d. Request in your written complaint fo keep your
name confidential if you do not want your employer
to know who filed the complaint.

4. Be involved in the inspection of your workplace.

a. Have an authorized employee representative (such
as a union representative) accompany the compliance
safety and health officer during the inspection tour.

b. The authorized employee representative has a right
toaccompany a compliance safety and health officer
during an inspection. Under no circumstances may
the employer choose the workers’ representative.

¢. Where there is no union or employee representa-
tive, the inspector must talk confidentially with a
reasonable number of workers during the course of
the investigation.

d. Respond to questions from the compliance officer
and tell the compliance officer about workplace
hazards, particularly if there is no authorized
employee representative accompanying the com-
pliance officer on the inspection “walkaround.”

e. Youand your co-workers have a right to talk privately
and confidentially to the compliance officer whether
or not a workers’ representative has been chosen.

f. You may point out hazards, describe injuries or
illnesses or near misses that resulted from those
hazards and describe past complaints about haz-
ards. Inform the inspector if working conditions
are not normal during the inspection. Make sure
that the inspector is aware if equipment has been
shut down, windows opened or other conditions
changed from normal.

5. Find out results of inspections.

a. Find out the results of inspections and request a
review if a citation is not issued.

b. If health hazards are present in your workplace, a
special health inspection may be conducted by an
industrial hygienist. This inspector may take sam-
ples to measure levels of chemicals or other hazard-
ous materials.

c. The inspecting agency will let the employee rep-
resentative know whether your employer is in
compliance. The inspector also will gather detailed
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information about your employer’s efforts to con-
trol health hazards, including results of tests your
employer may have conducted.

6. Get involved in any meetings or hearings to discuss
any objections your employer has with citations or
changes in abatement deadlines.

a. File a formal appeal of deadlines for correction of
hazards.

b. File an appeal of the deadlines that is set for your
employer to correct any violation in the citation
issued to the employer.

7. File a discrimination complaint.

a. File a discrimination complaint within 30 days if
you are punished or discriminated against for exer-
cising your safety and health rights or for refusing
to work when faced with an imminent danger of
death or serious injury and there is insufficient time
for an inspection.

8. Request a research investigation on possible work-
place health hazards.

a. Contact local government safety office to request a
health hazard evaluation if you are concerned about
toxic effects of a substance in the workplace.





