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Re: Safety Com m it tee I m plem entat ion 

 

Dear Custom er, 

Oregon law requires most  Oregon employers to establish safety commit tees to 

help monitor job safety and increase employee involvement  in workplace safety. I f 

you employed 11 or more employees at  any one t ime during the previous calen-

dar year, you must  establish a safety commit tee. I f you have 10 or fewer employ-

ees, your business is required to establish a commit tee if it  has a lost  workday in-

cidence rate in the top 10 percent  for businesses in the same indust ry or is as-

signed a prem ium rate in the top 25 percent  of rates for all classes. (See cr iter ia 

for requirem ents on pages 3)  Some agricultural employers with less than 10 em-

ployees are exempt . 

SAI F Corporat ion has designed this packet  of materials to help you establish an 

effect ive safety commit tee. By reviewing these materials and enlist ing the help 

of your supervisors and employees, you will be able to form  a safety commit tee 

that  will produce results. An abbreviated act ion plan to assist  you in form ing 

your safety commit tee is included in this packet . (See page 11)  

You may copy the materials for your safety commit tee members and change or 

adapt  any of the informat ion to your own requirements. The Self- I nspect ion 

Checklist , for example, is designed to have generic applicat ion to many different  

types of indust ry. Those check points that  do not  pertain to your business may 

be elim inated and others may be added as needed. 

The complete Oregon Administ rat ive Rules for Workplace Safety Commit tees 

can be accessed through the Resource link listed at  the bot tom of page 2 in this 

packet . 

We hope these materials will help you develop a commit tee which can become 

a primary tool in managing safety and health for your employees. After you 

meet  with your new safety commit tee, you may st ill have quest ions. Feel free 

to contact  a SAI F Corporat ion loss cont rol consultant  at  one of the local offices 

listed above for addit ional informat ion. 

Sincerely, 

 

 

Chuck Easterly,  

Loss Cont rol Manager, SAIF Corporat ion 

503.373.8834 
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Safety Com m it tee Subject  Em ployers  

Lost  workday case levels in the top 10 percent  of all employers in the sam e indust ry 

effect ive January 1 through Decem ber 31, 2004. 

SAI F Corporat ion can help establish a commit tee that  really works to prevent  and 

cont rol cost ly workers’ compensat ion claims. But  first , you will need to determ ine 

whether your firm  is subject  to the law. The following quest ions will help. 

 

1. Did your peak employment  during 

the last  calendar year exceed 10 

people? 

I f your answer is yes, you m ust  

have a safety com m it tee. 

I f your answer is no, please answer 

Quest ion 2. 

 

2. Did your number of lost  work day 

cases* *  during the last  calendar 

year equal or exceed the number 

listed for your indust ry sector in 

Safety Commit tee B on page 7? 

I f your answer is yes, you m ust  

have a safety com m it tee . 

I f your answer is no, please answer 

Quest ion 3. 

I f you are an agricultural em -

ployer  and you answered no to 

Quest ion 2, you are not  required 

to have a safety com m it tee. Do 

not  proceed to Quest ion 3. 

 

3. I s your pr incipal payroll classifica-

t ion *  among those listed in Safety 

Commit tee A on pages 5-6? 

I f your answer is yes, you m ust  

have a safety com m it tee . 

I f your answer is no, you are not  

required to have a safety com -

m it tee. 

 

* Principal payroll classificat ion is the class code in which you report  the m ajorit y of 

your payroll. 

* * Lost  workday cases are those which involved one day or m ore away from  work or 

one day or m ore of rest r icted work act iv ity or both. Did the worker return to the 

next  scheduled shift  and could they perform  all of their norm al dut ies? 
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Safety Com m it tee -  A 
Following is a list  of Nat ional Council on Compensat ion I nsurance (NCCI )  Classifica-

t ions with 2004 workers’ compensat ion prem ium rates in the top 25 percent  of all 

classificat ions (excluding “Farm”  and Logging classes) . Safety commit tees are re-

quired according to OAR 437-001-0765 (2) (b)  if any employer is included in the fol-

lowing list . 

 
NCCI  NCCI  
CLASS SCOPES OF BASI C MANUAL CLASS SCOPES OF BASI C MANUAL 
CODE CLASSI FI CATI ONS CODE CLASSI FI CATI ONS

42 Landscape, Gardening & Drivers 

50 Farm  Machinery Operat ions & Drivers 

106 Tree Pruning & Drivers 

124 Reforestat ion or Slash Piling & Drivers 

1005 Coal Mining – Surface and Drivers 

1016 Coal Mining -  NOC 

1164 Mining NOC -  Underground & Drivers 

1322 Oil or Gas Well:  Cleaning Old Wells & Drivers 

1463 Asphalt  Workers & Drivers 

1624 Quarry NOC & Drivers 

1654 Quarry – Cement  Rock & Drivers 

1710 Stone Crushing & Drivers 

2089 Packing House -  All Operat ions 

2104 Seafood Processors 

2150 I ce Manufactur ing 

2211 Cot ton Bat t ing Manufactur ing 

2623 Tanning 

2703 Logging Equipment  & Repair  

2710 Saw Mill 

2714 Veneer Manufactur ing 

2731 Planing or Molding Mill 

2735 Furniture Stock Manufactur ing 

2915 Veneer Products Manufactur ing 

2960 Wood Preserving & Drivers 

3018 I ron or Steel:  Mfg:  Rolling Mill & Dr ivers 

3030 I ron or Steel:  fab 1 or S wks-shop st ruct  & Dvrs 

3081 Foundry – Ferrous – NOC 

3110 Forging Work 

3365 Welding NOC & Drivers  

3724 Machinery/ Equip Erect ion/ Repair  NOC & Drivers 

3726 Boiler  I nstallat ion or Repair   

4000 Sand Digging & Drivers 

4034 Concrete Products Manufactur ing & Drivers  

4263 Fiber Goods Manufactur ing 

4583 Fert ilizer Manufactur ing & Drivers 

4665 Rendering Works NOC & Drivers 

4670 Cot tonseed Oil Manufactur ing -  Mechanical & Drivers 

5022 Masonry -  NOC 

5040 I ron or Steel:  Erect ion -  Frame Structures 

5057 I ron or Steel:  Erect ion NOC 

5059 I ron or Steel:  Erct  Fr St rct rs not  over 2 st rs 

5102 Door Erect ion 

5213 Concrete Const ruct ion NOC 

5215 Concrete Work -  Const ruct ion of Residence 

5221 Concrete Work -  Floors, Dr iveways, & Drivers 

5222 Concrete Construct ion Br idges or Culverts 

5223 Swimming Pool Const ruct ion -  All operat ions & Drivers 

5348 Tile Work -  I nside 

5402 Hothouse Erect ion -  All operat ions 

5403 Carpentry NOC 

5437 Carpentry – I nst . Cabinet  Work I nter. Tr im  

5445 Wallboard I nstallat ion & Drivers 

5462 Glazier -  Away from shop & Drivers 

5472 Asbestos Contractor – Pipe & Boiler  Exclusively 

5473 Asbestos Contractor -NOC 

5474 Paint ing NOC & Shop, Dr ivers 

5478 Floor Cover ing I nstallat ion 

5479 I nsulat ion Work NOC & Drivers 

5480 Plaster ing NOC & Drivers 

5506 Street  or Road Const :  Paving or Repaving & Drivers 

5508 Street  or Road Const :  Rock Excavat ion & Drivers 

5511  Logging Road Construct ion & Maintenance 

5538 Sheet  Metal Work -  NOC & Drivers 

5551 Roofing -  All Kinds & Drivers 

5610 Cleaner -  Debr is Removal 

5645 Carpentry -  Detached Dwellings 

5651 Carpentry -  Dwellings-  3 stor ies or less 

5703 Building Raising or Moving & Drivers 

5705 Salvage Operat ions -  No Wrecking or St ructural Ops 

6003 Pile Dr iv ing & Drivers 

6005 Jet ty Construct ion -  All Operat ions & Drivers 

6017 Dam or Lock Const :  Concrete Work-  All Operat ions 

6045 Levee Construct ion -  All Ops & Drivers 

6204 Drilling NOC & Drivers 

6213 Oil or  Gas Well:  Sclty Tool Op NOC-Contr-All E & Dvr 

6216 Oil Lease Work NOC – By contractor & Dvrs  

6217 Excavat ion NOC & Drivers 

6229 I rr igat ion System Construct ion & Drivers 

6233 Oil or  Gas Pipeline Construct ion & Drivers 

6235 Oil or  Gas Well:  Dr illing or Redr illing & Drivers 
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NCCI    
CLASS SCOPES OF BASI C MANUAL  

CODE CLASSI FI CATI ONS  

6236 Oil or Gas Well:  I nstallat ion of Casing & Drivers 

6251 Tunneling -  Not  Pneumat ic -  All Operat ion 

6252 Shaft  Sinking -  All Operat ions 

6260 Tunneling -  Pneumat ic -All Operat ions 

6306 Sewer Construct ion – All Operat ions and Dvrs 

6319 Gas Main Construct ion & Drivers 

6325 Conduit  Construct ion – For cables or wires & Dvrs 

6400 Fence Erect ion – Metal 

6854 Boat  Bldg- I ron/ Steel-NOC & Drv-State Act  

6876 Diving -  State Act  Coverage 

6882 Ship Repair  Conversion -  All Ops & D -  State Act  

6884 Paint ing -  ship hulls -  State Act  

7133 Railroad Operat ion NOC – All Empl & Dvrs 

7219 Trucking:  NOC -  All Employees & Drivers 

7230 Trucking:  Parcel Delivery -  All Empl & Dvrs 

7231 Truckng:  Mail, Parcel, or Pkg Delivery -  All E & Dvrs 

7232 Trucking U.S. Postal Service Contract  

7409 Aircraft  or Helcpt r  Oper:  Aer ial Applctn, F Crew 

7420 Aircraft  or  Helcpt r  Oper:  Public Exhbtn, F. Crew 

7425 Aircraft  or  Helcpt r  Oper:  NOC-Helicopters:  Fly ing Crew 

7538 Elect r ic Power Line Construct ion & Drivers 

7590 Garbage Works 

7601 Telephone Line Construct ion & Drivers 

7855 RR Construct ion:  Laying Tracks or Mntnc  
 by Contract  & Drivers 

8021 STORE:  Meat , Fish, or Poult ry 

8232 Lumberyard:  All other Employees 

8233 Coal Merchant  & Lock Mgrs. & Drivers 

8263 Junk Dealer & Drivers 

8264 Bot t le Dealer -  Used & Drivers 

8265 Scrap Dealers, ( I ron)  & Drivers 

8279 Stable & Drivers 

8288 Livestock Dealer & Salesperson, Drivers 

8293 Storage Warehouse -  Furniture & Dealers (& Drivers)  

8304 Grain Elevator Operat ions & Local Mgrs, Dr ivers 

8500 Scrap Dealers (Metal)  & Drivers 

9178 Athlet ic Team or Park:  Non-Contact  Sports 

9179 Athlet ic Team or Park:  Contact  Sports 

9180 Amusement  Device Op NOC -Not  Traveling & Drivers 

9186 Carnival -Traveling -  All Employees & Drivers 

9311 ` Saw m ill:  Maintenance & Secur ity Employees 

9402 Street  Cleaning & Drivers 

9403 Garbage Collect ion & Drivers 

9521 House Furnishing I nstallat ion NOC & Upholster ing 

9534 Mobile Crane/ Hoist ing Contractors:  NOC -  
All Ops- I ncl.Yard & Drivers 

9554 Signs:  I nstall, Maint , Rpr, Removal -   
All types & Dvrs. 
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Safety Com m it tee -  B 
Lost  workday case levels in the top 10 percent  of all em ployers in the sam e 

indust ry effect ive January 1 through Decem ber 31, 2004. 

Safety com m it tees are required according to OAR 437-001-0765(2) (b)  if any 

em ployer m eets the following cr iter ia:  

1. Had no more than 10 employees at  any one t ime during the previous 

calendar year;  and 

2. The em ployer is in the following standard indust r ial classificat ions and 

had the following number or more lost  workday cases during the previ-

ous calendar year. 

 

I NDUSTRY NUMBER OF LOST  

W ORKDAY CASES 
State Government  (  ALL SI CS* )  1 

Local Government  (  All SI CS* )  1 

Private Sector   

Agriculture, Forest ry, Fishing (SI C*  01-09)  1 

Mining (SI C*  10-14)  1 

Const ruct ion (SI C*  15-17)  1 

Manufacturing (SI C*  20-39)  1 

Transportat ion, Public Ut ilit ies (SI C*  40-49)  1 

Wholesale Trade (SI C*  50-51)  1 

Retail Trade (SI C*  52-59)  1 

Finance, I nsurance, Real Estate (SI C*  60-67)  1 

Services (SI C*  70-89)  1 

 

 

* SI C-  Standard I ndust r ial Codes 

 

Source:   Department  of Consumer and Business Services (DCBS) , I nformat ion  

Managem ent  Division, Nov. 1998 updated sources from  May. 2004. 
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Safety Com m it tee 
Safety commit tees can be a viable and posit ive elem ent  in reducing workers’ 

com pensat ion claim s, increasing em ployee part icipat ion in the company’s loss 

cont rol efforts, and prevent ing accidents by ident ify ing problems and hazards 

before they cause injur ies or illnesses. 

 
W hy a safety com m it tee? 

There are good reasons for form ing a safety commit tee:  

 To assist  management  in the improvement  of safety and health  

in the workplace. 

 To help lower workers’ compensat ion costs, lower accident  

rates and increase em ployee m orale. 

 To com ply with workers’ com pensat ion rules.  

(See OAR 437-001-0765, enclosed)  

 To meet  labor cont ract  provisions. 

Most  Oregon em ployers are required by the Oregon Occupat ional Safety 

and Health Division of the Department  of Consumer and Business Services 

to form  safety commit tees.  

A copy of the Oregon Administ rat ive Rules (OARs)  addressing this issue 

(OAR 437-001-0765)  is enclosed. I f you have further quest ions, you m ay 

contact  the Occupat ional Safety and Health Division at  (503)  378-3272. 

Purpose of a  safety com m it tee  

The funct ion of a safety commit tee is to create and maintain interest  in 

loss prevent ion and to help open and m aintain com m unicat ions between 

management  and line workers. 

A safety com m it tee should: 

  Enhance safety awareness among em ployees. 

  Define problems and obstacles to loss prevent ion. 

  I dent ify hazards and suggest  act ions to elim inate them . 

  I dent ify employee t raining needs. 

  Develop accident  invest igat ion procedures. 

  Serve as an advisory panel to management  for loss prevent ion. 

The safety com m it tee should set  specific object ives. For instance, in order 

to adequately “ ident ify hazards,”  the safety com m it tee should establish a 

writ ten procedure for conduct ing quarter ly hazard surveys of the work-

place.
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Responsibility and authority  

Clearly defining the safety commit tee’s responsibilit y and authority is cru-

cial to it s effect iveness. Make it  clear at  the beginning that  the safety 

commit tee does not  make company policy, but  is responsible for recom-

mendat ions to management  which address em ployee safety and health is-

sues. Managem ent  should consider each recommendat ion and prompt ly let  

the safety commit tee know what  act ion it  will take, why and when.  

 
Safety com m it tee m em bership  

The safety commit tee must  consist  of an equal number of management  

representat ives and line em ployees who have a good understanding of the 

firm ’s overall operat ions. There should be no fewer than two members for 

businesses with 20 or fewer em ployees and no fewer than four members 

for businesses with m ore than 20 em ployees. The em ployee com m it tee 

members should have an interest  in the general welfare of the firm  and its 

em ployees. They should be volunteers or be elected by their  peers. Man-

agem ent  representat ives on the com m it tee should have authority to m ake 

decisions regarding unsafe pract ices and hazards ident ified by commit tee 

members. For addit ional cr iter ia for safety commit tee format ion and mem-

bership see OAR 437-001-0765. 

 

I f a worker accepts the task, this act iv ity should be used as a posit ive addi-

t ion to his or her performance evaluat ion. I t  should not  be used negat ively 

in an evaluat ion. I f the em ployee does not  work out  as a safety commit tee 

member, merely replace him  or her. The management  should use safety 

commit tee part icipat ion to provide posit ive reinforcem ent  to em ployees 

who make the ext ra effort .  This can make safety commit tee part icipat ion a 

valued act iv ity, rather that  a thankless task. 

 
Safety com m it tee t ra ining  

I t  takes more than a good at t itude to funct ion well on a safety commit tee. 

To becom e a real asset , m em bers should be orientated to the com m it tee’s 

goals and object ives. Each m ust  becom e knowledgeable in certain cr it ical 

areas to assum e full dut ies on the safety com m it tee. (See OAR 437-001-

0765.)  These areas include:  

 
 Safety com m it tee purpose and operat ion 

 Hazard ident ificat ion 

 Accident  and incident  invest igat ion techniques 

 Report ing procedures 

 Oregon Safety and Health Adm inist rat ive Rules applicable  

to the em ployer’s workplace. 

The mater ials contained in this packet  provide informat ion to help employ-

ers m eet  t raining requirem ents for their commit tee members. 
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Hazard surveys 

Surveying the workplace for hazards should be a pr ior it y during the init ial 

stages of safety com m it tee work. I t  has been said that  80 percent  of acci-

dents are the result  of people problems (unsafe acts) , while 20 percent  are 

caused by hazards (unsafe condit ions) . By ident ify ing the physical hazards, 

as well as those dealing with work habits, work flow and hazardous work 

act ivit ies, the quarter ly workplace survey can be a useful loss prevent ion 

tool. 

A safety commit tee team can conduct  hazard surveys by walking through 

the work area not ing and document ing hazards. An easy way to do this is 

to develop a self- inspect ion checklist . The safety com m it tee team s should 

then report  findings to management . Hazards with the m ost  severe conse-

quence and highest  probabilit y of occurrence should be corrected first . The 

m anager or supervisor can use the sam e checklist  for their  rout ine inspec-

t ions. (A generic workplace inspect ion checklist  is included in this packet .)  

I t  should be modified to include addit ional items in your own workplace. 

Job safety analysis 

I f too m any accidents are occurr ing at  one job site, a job safety analysis 

can be conducted to find exist ing and potent ial problems. The job analysis 

survey is the first  step in ident ifying the hazards of a part icular job and 

recommending safe procedures. Job inst ruct ional t raining needs can also 

become known by using this technique. (A job safety analysis worksheet  is 

enclosed.)  

Accident / incident  invest igat ion  

The major purpose of an accident  invest igat ion is to prevent  recurrence  

of the accident . Therefore, the safety commit tee not  only seeks to ident ify 

and elim inate the m ajor causes, but  also other cont r ibut ing factors. The 

main thrust  of the invest igat ion should be to make recommendat ions to 

management  that  will prevent  future occurrences. This is also a good rea-

son to invest igate incidents when an injury was narrowly avoided. 

Managem ent  support  and follow - up  

Support  from management  is cr it ical to the effect iveness of a safety com -

m it tee. However, it  may not  be feasible for management  to implement  all 

recommendat ions. That  is why it  is important  for management  to commu-

nicate to the safety commit tee in writ ing of it s decisions and the reasons 

for them. 

 
For m ore inform at ion: 

Call your loss cont rol consultant  at  your local SAI F Corporat ion office or 

SAI F’s Service Center for Sm all Businesses at  1-800-848-2373. I f you need 

rule interpretat ion call the Technical Services Sect ion of the Oregon Occu-

pat ional Safety and Health Division, Departm ent  of Consumer and Business 

Services (503)  378-3272 in Salem . 
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Act ion Plan To Form  Safety Com m it tee 

Below is an abbreviated act ion plan that  will help you form  your safety commit tee 

if you are required to do so under Oregon Adm inist rat ive Rule 437-001-0765. 

1 .   Develop a com pany safety policy  ( see enclosed sam ple safety policy)  

 State purpose - i.e. to reduce losses due to accidents 

 Discuss establishm ents of a safety com m it tee 

 Discuss em ployee cooperat ion and support  

 Have company president  sign safety policy statement  

2 . Com m unicate com pany safety policy to:  

 Management  

 Supervisors 

 Employees 

3 . Select ion of com m it tee m em bers 

 Employee representat ives -  elected or volunteer 

 Employer representat ive 

4 . Develop w rit ten safety com m it tee policy w ith the com m it tee 

 Degree of authority -  refer to Oregon Administ rat ive Rule  

(OAR)  437-001-0765 (copy enclosed)  

 Ground rules -  review OAR 437-001-0765 

5 . Plan and hold regular safety com m it tee m eet ings 

 Establish meet ing date ( i.e. third Thursday of each month,  

same t ime and locat ion for meet ing)  

6 . Conduct  follow - up act ivit ies 

 Review m inutes 

 Respond in writ ing 

 Show support  for your safety commit tee 

 Keep safety commit tee m inutes and inspect ions on file ( three years)  

 Post  on employer bullet in board (s)  
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Sam ple Safety Policy Statem ent  

Below is a sample of a safety policy statement . This document  will make the 

purpose and value of the safety and health program evident  to manage-

m ent , em ployees, and safety com m it tee m em bers. 

 

Developing a company safety policy could be a project  for your safety com-

m it tee. I f they help you by developing your com pany’s safety policies, they 

will feel a st rong “buy- in”  that  will help them address other aspects of their  

dut ies as safety commit tee members. 

( Com pany Nam e)  

SAFETY POLI CY STATEMENT: 

I t  is the policy of (company name) to protect the safety and health of our em-

ployees. Injuries and property loss from accidents are needless, cost ly and pre-

ventable. Our company has established a safety and health program adapted to 

fundamental safety concepts that will help us prevent injury and loss due to 

recognized hazards. 

MANAGEMENT: 

Management ’s responsibilit y is prevent ion of accidents and injur ies, because 

management  is held accountable for all aspects of their  span of cont rol. 

Management  provides direct ion and full support  of all safety procedures, job 

t raining and hazard elim inat ion pract ices. We must  keep fully informed on 

health and safety areas throughout  the company in order to constant ly re-

view the effect iveness of our safety and health program. 

SUPERVI SI ON: 

Supervisors are direct ly responsible for job t raining of their  workers. This in-

cludes proper procedures, work pract ices and safe m ethods to do their  job. 

Supervisors m ust  enforce com pany rules and take immediate correct ive ac-

t ion to elim inate hazardous condit ions. They will not  perm it  safety to be sac-

r ificed for any reason. 

SAFETY COMMI TTEE: 

The safety com m it tee consists of m anagem ent  and em ployee representa-

t ives that  have interest  in the general promot ion of safety and health for 

(Company Name) . The commit tee is responsible to make recommendat ions 

on improving safety and health in the workplace. They have been charged 

with the responsibilit y to define problems and obstacles to loss prevent ion;  

ident ify hazards and suggest  correct ive act ions;  help ident ify em ployee 

safety t raining needs and to develop accident  invest igat ion procedures for 

our company. Management  is responsible for actual invest igat ions. 
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EMPLOYEES: 

Each em ployee, regardless of posit ion within the company, is expected to 

cooperate in all aspects of the com pany’s safety and health program. Some 

major points of our company safety program  require that :  

 Accidents m ust  be reported immediately to your supervisor. 

 Required personal protect ive equipment  will be worn by all employ-

ees. There are no except ions. 

 Machines or equipm ent  without  adequate guarding or in quest ionable 

condit ion will not  be used. Report  this equipment  to your supervisor. 

 Hazardous condit ions or other safety concerns will be reported to your 

supervisor immediately. 

Each employee has personal responsibilit y for his or her own safety as well 

as the safety of co-workers. I f everyone does their  part  by doing what  is 

necessary to ensure workplace safety, we all benefit .  

No job is so important  that  we cannot  take t ime to do it  safely. 

 

Sincerely, 

 

[ Signature]  

 

 

 

[ Name]  

Owner, CEO or top management  representat ive 
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Safety Com m it tee Charter Sam ple 
Below is a sample of a safety commit tee charter. This document  will make 

the purpose and value of the safety commit tee evident  to management , em-

ployees, and safety com m it tee m em bers. 

 

Purpose: To maintain the interest  of both management  and labor in occu-

pat ional safety and health mat ters. 

 To provide an opportunity for open discussion of problem s that  result  or could 

result  in injury or illness. 

 To assist  management  in the evaluat ion of recommendat ions for an improve-

ment  of the work environment . 

 To improve the cooperat ive spir it  between all em ployees of the com pany. 

Organizat ion: 

There shall be _____ em ployee m em bers and _____ m anagem ent  m em bers of 

the commit tee. 

Employee m em bers m ay be elected or volunteer from  each work group. I f 

no em ployee m em bers are elected or volunteer, they shall be appointed. 

Management  member shall be appointed. 

Mem bers of the com m it tee m ust  have an interest  in accident  prevent ion, oc-

cupat ional health and safety and a willingness to work for improvement  in 

this important  company effort . 

Object ives: 

 To assist  management  in the development  of job site safety. 

 To assist  in com m unicat ion and promot ion of safety and health  

mat ters in the workplace. 

 To study injury and disease stat ist ics and t rends, so that  reports m ay be 

made to management  on unsafe and unhealthy condit ions and/ or prac-

t ices together with recom m ended correct ive act ion. 

Each recom m endat ion should:  

 Be clear ly and concisely writ ten. 

 Provide just if icat ion for implementat ion. 

 Show implem entat ion costs. 

 List  benefits to be derived.
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Extent  of Authority: 

I t  m ust  be clearly understood that  recommendat ions are expected from the 

commit tee and that  management  will give serious considerat ion to all rec-

ommendat ions. This is not  a policy-making commit tee. 

The com m it tee or it s m em bers should not  interfere with the work of em-

ployees, or with the condit ion of the departm ent , or challenge supervisory 

authority. 

A commit tee member is not  a police officer, but  acts as an advisor to man-

agem ent . 

Procedures: 

The com m it tee’s plan of act ion requires procedures by which the com m it -

tee may successfully fulfill it s role. These procedures should include:  

 Meet ing date 

 Meet ing t im e 

 Meet ing locat ion 

 Select ion of a chairperson 

 Perm anent  secretary 

 Order of business 

 Records 

 Dut ies of each m em ber 

 Each m em ber shall be act ive in complet ing assignments given to them 

by the chair-person, as well as act ing as an area representat ive in mat -

ters pertaining to health and safety. 

 Both management  and workers will expect  the commit tee members to 

observe how the safety and health policy is enforced in the work envi-

ronm ent . 

 Supervisors will expect  the commit tee members to advise them about  

situat ions which could lead to incidents with resultant  loss through in-

jury or illness. 

 Employees will expect  the commit tee members to think of their  safety, 

and health, recommend safeguards, and warn of potent ial hazards.  

 There will also be special assignments requir ing research and  

invest igat ion. 

 Educat ion and t raining.
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Training of commit tee members is essent ial to the successful operat ion of 

the commit tee. 

The more knowledge and expert ise commit tee members have, the more ef-

fect ively they will fulfill their  object ives. Training should include, but  is not  

lim ited to, the following:   

 Safety com m it tee purpose and operat ion. 

 Oregon Adm inist rat ive Rules 437-001-0760 through 437-001-0765. 

 Conduct  of safety commit tee meet ings. 

 Workplace hazard ident ificat ion. 

 Applicat ion of OR-OSHA rules that  apply to their  work area. 

 Accident / incident  invest igat ion procedures and report ing.  

(Management  is responsible for the actual invest igat ion.)  

Only the planning and effect ive leadership of management  and the safety 

commit tee can build a program which lasts. The safety com m it tee shall be 

a const ruct ive ent it y, providing guidance and leadership in mat ters pertain-

ing to the overall health and safety of the company. 
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Safety Com m it tee Meet ing Not ice 

Announcement  for next  Safety Commit tee meet ing, please make plans to at tend. 

TO COMMI TTEE: 

 
The next  meet ing of the 

_____________________________________________ 

 Company/ Division 

Safety Commit tee will be  ______________________ ____________ 

 Date Time 

_____________________________________________ 

 Locat ion 

I n addit ion to normal agenda items, please be prepared to discuss the following:  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

_______________________________________________________________  

____________________________________ _____________________ 

Safety Commit tee Chairperson Phone 
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Safety Com m it tee Agenda/ Minutes 
 

Com pany Nam e:  _______________________________________________  

Division/ Departm ent :  _________________  Date/ Time:  ______________  

Chairperson:  ___________________________________________________  

Mem bers Present :  ______________  Mem bers Absent :  ______________  

 ________________   _______________  

 ________________   _______________  

 ________________   _______________  

 ________________   _______________  

 ________________   _______________  

Old Business 

Recommendat ions not  completed;  (use recommendat ion number)  Reason 
(s) :  

__________________________________________________________  

__________________________________________________________  

__________________________________________________________  

__________________________________________________________  

Recommendat ions completed:  
__________________________________________________________  

__________________________________________________________  

__________________________________________________________  

__________________________________________________________  

New  Business 

Review of inspect ions;  safety and health t raining;  new recommendat ions 

(number using year and sequent ial num bers:  91-4, 91-5, etc) :  
__________________________________________________________  

__________________________________________________________  

Safety/ Health suggest ions subm it ted:  
__________________________________________________________  

__________________________________________________________
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Sum m ary of current  losses ( review  by injury/ accident  type, depart -

m ent , etc.)  

The following incidents which happened since the last  meet ing were discussed:  

Date of injury/ illness Causes/ Descript ion Recommendat ion/ Act ion Taken 

______________  _________  ________________________________  

______________  _________  ________________________________  

______________  _________  ________________________________  

 

Progress Report  ( act ivit ies/ results since last  m eet ing) : 

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

 

Other com m it tee rem arks ( rem inders on safety/ health item s not  requir ing 

recom m endat ions) : 
_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

_________________________________________________________________  

 

Next  meet ing:  ________________  __________  ______________________  

 Date Time Place 

 

Present  meet ing adjourned:  _________________  

 Time 

 

Maintain on file for  three years 

Post  on em ployee bullet in board( s)  

Copies to Safety Com m it tee; m anagem ent  
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Self- I nspect ion Checklist  
Company __________________________________________________________  

Department  ________________________  Area I nspected _________________  

 ( )  Sat isfactory (X)  Unsat isfactory (O)  Not  Applicable 

Date of I nspect ion ____________    I nspector(s)   

Area of I nspect ion  Act ion to be Taken  

1. OSHA NOTI CE PERMANENTLY POSTED I N 

CONSPI CUOUS PLACE(S)  

 

2. MEDICAL SERVICES (CALL 911)  

a. OSHA Log/ Sum m ary up- to-date;   

injury report ing 

 

 

 

b. First  Aid Facilit ies  

c. First  Aid Training  

d. Hazard Com m unicat ion Program   

e. Other  

3. FIRE FIGHTING EQUIPMENT (CALL 911)  

a. Sprinkler System 

 

b. Hand Ext inguishers  

c. Special Hazards System s  

d. Standpipe & Hose  

e. Alarm  System   

f. Other  

4. BUILDING EXITS 

a. Num ber of Exits 

 

b. Proper Markings  

c. Unobst ructed  

d. Other  

5. STAI RS AND STAI RWAYS 

a. Enclosed 

 

b. Unobst ructed  

c. Handrails  

d. Treads  

e. Other  

6. PERSONAL PROTECTI VE EQUI PMENT 

a. Protect ive Clothing 

 

b. Eye & Face Protect ion  

c. Ear Protect ion  

d. Respiratory Protect ion  

e. Eye Wash -  Showers  

f. Other  

7. I LLUMI NATI ON OF WORK AREAS 

a. General 

 

b. Tem porary  

c. Outside Areas  

d. Other  

8. WORKING AND WALKING SURFACES 

a. Floors & Work Surfaces 

 

b. Aisles -  Unobst ructed  

c. Handrails/ Guardrails  

d. Manhole & Floor-opening Protect ion  

e. Other  
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Area of I nspect ion  Act ion to be Taken  

9. VENTI LATI ON (GENERAL & COMFORT)  

a. Air Dist r ibut ion 

 

b. Am ount  of Air  Flow  
c. General air  Cleaning  
d. Tem perature  
e. Other  

10. ENVI RONMENTAL CONTROLS 

a. Noise 
 

b. Air (Gases, Mists, Dust , etc)   
c. Solid Waste  
d. Liquid Waste  
e. Local Exhaust  Vent ilat ion  
f. Other  

11. SANI TATI ON 

a. Toilet  Facilit ies 
 

b. Locker Room s  
c. Housekeeping Facilit ies  
d. Lunch Room   
e. Local Exhaust  Vent ilat ion  
f. Other  

12. BOILERS, HEATING & COOLING 

EQUI PMENT, PRESSURE VESSELS & PI PI NG 
 

13. ELEVATORS, POWER PLATFORMS, 

MANLIFTS & HOISTS 

a. Capacity -Posted 

 

b. Door & Other I nter locks  
c. Em ergency Signals  
d. Other  

14. LADDERS AND SCAFFOLDS 

a. Wood & Metal 
 

b. Railings & Handrails  
c. Landings  
d. Toe Boards  
e. Others  

15. ELECTRICAL EQUIPMENT 

a. Wir ing Clear of Com bust ibles 
 

b. Portable Power Tools Grounded  
c. 3 Ft . Clearance Around Cont rol Panels  
d. Extension Cords Use Lim ited  
e. Lock-Out  Cont rols  
f. Other  

16. MACHINE GUARDING DEVICES 

Machinery 

a. Point  of Operat ion Guarding 

 

b. Belts, Pulleys, Gears, Shafts, etc  
c. Cleaning and Adjust ing  
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Area of I nspect ion  Act ion to be Taken  

d. Maintenance and Oil Leakage   

e. Elect r ical Wir ing  

f. Noise Cont rol  

g. Lockout / Tagout  Program   

h. Other  

Robot ic Operat ions 

I . Guarding Operat ing Area 

 

j .  Power Disconnects and I nter locks  

k. Mechanical Stops;  Range of Mot ion   

l. Presence Sensing Devices  

m . Other  

17. HAND & PORTABLE POWER TOOLS 

a. Grounding 

 

b. Guarding  

c. Power Cutoff Devices  

d. Handles Free of Cracks  

e. Wir ing  

f. Storage Adequate  

g. Other  

18. WELDING, CUTTING, HEATING & BRAZING 

a. Proper Equipm ent , Usage & Storage 

 

b. Fire Protect ion  

c. Flash Back Protect ion  

d. Other  

19. PAINTING AND FINISHING 

a. Surface Preparat ion 

 

b. Dip Tanks  

c. Spray Paint ing  

d. Drying  

e. Vent ilat ion  

f. Other  

20. MATERIAL HANDLING 

Lift  Trucks 

a. Guarded 

 

b. Capacit ies and I nst ruct ions posted  

c. I nspected Daily  

d. Maintenance Records Current   

e. Other  

21. MATERIAL HAZARDS 

a. Gases 

 

b. Vapors  

c. Flam m able Liquids  

d. Chem icals  

e. Com pressed or liquefied Gases  

f. Com bust ible Dusts  

g. Other  
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Area of I nspect ion  Act ion to be Taken  

22. MATERI AL STORAGE 

a. Rack Storage 

 

b. Boxed  

c. Bagged  

d. Bulk  

e. Vaults  

f. Pallet ized  

g. 18- I nch Clearance from  Sprinkler Sys-

tem  

 

h. Other  

23. UNSAFE PRACTI CES 

a. Im proper/ Unnecessary Lift ing 

 

b. Repet it ive Mot ion/ Traum a  

c. Excessive Speed of Vehicles  

d. Horseplay  

e. Sm oking in Danger Areas  

f. Running in Aisles or on Stairs   

g. Im proper Use of Air  Hoses  

h. Rem oving Machine or Other Guards  

i. Work on Unguarded Moving Machinery  

j . Other  

24. VEHICLE 

a. Operator Training 

 

b. Brakes, Horn, Lights, Windows  

c. Steps or Ladders Provide Safe Access  

d. Seat  Belts Provided and Used  

e. All Materials in cab Secured  

f. Cargo Separated from  Driver Com part -

m ent  

 

g. Preventat ive Maintenance  

h. Other  

25. DISPLAY AREAS 

a. Counters 

 

b. Shelves -  Displays  

c. Fixtures  

d. Storage  

e. Furniture  

f. Equipm ent   

g. Other  

26. OFFI CE AREAS 

a. Furniture 

 

b. Fixtures  

c. Equipment   

d. Other  

 

Com pleted I nspect ion checklist  will be included in next  Safety Com m it tee m eet ing m inutes. 
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Sam ple of General Safety Rules 
Below are samples of general safety rules that  can be used in many types of 

businesses. Those that  do not  pertain to your business can be elim inated 

and others may be added as needed. 

 

1. Employees will report  all injur ies immediately to the person in charge. 

No employee shall go to a physician or other medical pract it ioner for 

t reatment  of any on- the- job injury without  authorizat ion from  the office 

or supervisor in charge -  except  under absolute emergency condit ions. 

2. All employees are required to at tend safety meet ings called by their supervi-

sors. 

3. Cooperat ion in accident  invest igat ion is required of all employees. 

4. Protect ive equipment  must  be worn when required on specific jobs. Any 

deficiencies in the required protect ive equipment  must  be reported to 

the supervisor immediately. 

5. No pract ical j okes, scuffling, contests of st rength or other horseplay will 

be perm it ted. 

6. A worker shall not  operate a machine unless guard or method of guard-

ing is in good working order, in place, and operat ive. 

7. The use of intoxicat ing liquor or drugs on the job or report ing to work 

under the influence of intoxicants is prohibited. 

8. Only authorized persons shall operate machinery or equipment . 

9. All work areas must  be kept  clean. Each employee is responsible for 

cleaning up any hazards that  he or she may create. 

10. All employees shall correct  any unsafe condit ion or pract ice to the extent  

of their authority. 

11. I f any employee does not  have the authority to correct  an unsafe condi-

t ion or pract ice, he or she shall report  it  to a company official who has 

the authority to see that  it  is corrected. 

12. Only clothing appropriate to the nature of the job may be worn. Canvas 

or sim ilar sport  shoes are prohibited. 

13. All supervisors and lead persons shall maintain current  first  aid cert ificates. 

14. Specific rules of safety for each department  will be drawn up and 

posted. 

15. Safety recommendat ions from employees are encouraged. A means of 

submit t ing writ ten recommendat ions will be provided, and management  

will respond with informat ion about  act ion taken or current  status of 

each recommendat ion.
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16. Employees observed working in a manner that  m ight  cause immediate 

injury to themselves or other employees will be warned of the danger 

and a writ ten not ice of policy violat ion will be referred to their personnel 

file. A second warning will result  in a one-day suspension from work 

without  pay. A third violat ion of this policy will result  in term inat ion. 

17. A violat ion of safety policies or posted safety rules will be cause for dis-

ciplinary act ion. Repeat  violat ions will result  in possible suspension or 

term inat ion at  the opt ion of management  representat ives. 

18. Eye protect ion will be worn by workers exposed to flying objects. 

19. When a machine is oiled, adjusted, repaired, or cleared of j ams, the 

employee doing the work must  stop the machine and properly tag and 

lock out  the start ing cont rol, unless the machine is equipped so that  it  

prevents the possibility of hazardous contact  with moving parts. 

20. Trucks will not  be loaded or unloaded unt il dr ivers comply with specified 

rules. 

21. Writ ten company safety policies must  be followed. I n the absence of 

specific rules, all employees are expected to maintain proper standards 

of safety and follow inst ruct ions of their supervisor. 

22. An employee shall not  work alone in any situat ion where the work m ight  

be considered dangerous. I f there is a doubt , consult  your supervisor. 

23. Smoking must  be confined to designated areas. There are no excep-

t ions. 

24. Keep out  from under suspended loads. 

25. Travel only in designated walkways. Running is prohibited in the plant . 

26. Material must  be stacked where it  is not  a hazard and where it  will not  

hamper movement  of machinery, safety devices and fire fight ing equip-

ment , or block aisles, stairs and exits. 

27. Never leave tools or pieces of materials on walkways for others to t r ip 

on, or overhead where they may fall onto another worker. 

28. Report  all defect ive equipment  to your supervisor immediately. 

29. Stay out  of any area where welding is being done unless your job re-

quires you to be there. I f you must  be there, never look at  the arc 

unless you are wearing a welder’s hood. 

30. Keep water off of switch panels and motors and keep panel covers in 

place and closed. 

31. When climbing ladders, use both hands to hold on. I f it  is necessary to 

move material or tools up a ladder, first  climb up, then pull up the work 

with a hand line. Ladders should be secured so that  they will not  slip. I f 

the ladder is to be left  standing for some t ime, it  should be lashed in 

place. 
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32. Always wear safety goggles when using air  hoses. Exercise ext reme care 

to protect  fellow employees who may be in the vicinity. Never blow air  

under high pressure against  your body or the body of another. Do not  

use air  hoses to remove dust  from clothing. 

33. All employees are st r ict ly forbidden to r ide on forklifts and carr iers or 

any mobile equipment  as passengers. 

34. Always obey warning signs. 

35. Safety goggles must  be worn when burning, grinding, buffing, using jack 

hammers, gas welding, working with acid, or any caust ic lines, r ivet ing, 

wire brushing, caulking steel or doing hazardous cleaning of any sort . 

36. Always use the correct  tool for the job. I f you do not  know what  tool to 

use, ask your supervisor. 

37. Never use defect ive tools. 

38. When lift ing, bend your knees and lift  with your legs. Reverse the proce-

dure when put t ing heavy objects down. Never t ry to lift  excessive loads 

by yourself. Get  help!  

39. Machinery and equipment  shall be kept  free of excessive oil and grease. 

40. Do not  walk across any moving chains or conveyors, or in the pathway 

of operat ing equipment . 

41. No employee shall use his hand or any port ion of his body to reach be-

tween hazardous moving parts of a machine for any reason. 

42. No employee shall use a tool or piece of equipment  for any purpose for 

which it  is not  suited, nor shall he or she abuse the tool or piece of 

equipment  by st raining it  beyond its safe working load. 

43. No employee shall work in an area where overhead hazards exist  with-

out  assuring that  proper safeguards have been taken. 

44. No employee shall knowingly violate any company safety policy or rule. 

45. No employee shall knowingly violate any safety law or regulat ion. 

46. I f you are ever in doubt  about  a safety procedure, consult  your supervi-

sor immediately. 

47. Never remove safety guards from machinery unless it  is necessary to 

perform  repair work. When repair work is completed, replace the guards 

in their proper posit ion. 

48. No worker shall remove, deface or dest roy any warning/ danger signs, or 

barr icade, or interfere with any other form  of accident  prevent ion de-

vice. 

49. Caut ion should be taken while walking through the plant . Aisles and 

floors are often slippery. 
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Accident  Analysis 

I mmediate supervisor should complete this form  prompt ly with worker. 

1. Em ployee:  _________  Dept .:  ___________ Phone: ________________  

 Em ployer:  __________________________________________________  

2. Date/ Time of Accident :  _____________ Date/ Time First  Reported:  _____  

 Supervisor:  ________ Dept .:  ____________ Phone:  _______________  

3. Accident  Locat ion:  ____________________________________________  

4. Describe I njury (Nature of I njury/ Part  of Body) :  ____________________  

5. Describe Accident  Fully (What  happened and why) :  

6. I dent ify factors which cont r ibuted to or caused accident  ( refer to list  on 

left  side of page) :  

Managem ent: Em ployee: 

Equipm ent : Environm ent : 

 

Counter Measures/ Best  Pract ice ;  How do we cor-

rect  areas ident ified in the MEEE area above, who will m ake 

changes and when will the changes be com pleted.  

Use other side if needed. 
 

 

W ho By 

W hen  

7. List  witnesses & phone num bers:  

8. Treat ing Physician, if known:  _______________  Phone:  ____________  

Com pleted by:  ____________________________  Tit le:  _____________  

Em ployee Signature:  _______________________  Date/ Time:  _________  

Note:  Com plete W orkers Com pensat ion claim  ( Form  8 0 1  or 8 0 1 s)  if  injury required doc-

tor’s t reatm ent . Form  8 0 1  or 8 0 1 s m ust  be received by SAI F w ithin five ( 5 )  days of 

your know ledge of doctor t reatm ent . 

�  Near-Miss 

�  First  Aid 

FI LE 8 0 1 , I F BOXES 

BELOW  ARE CHECKED  

�  Medical Care 

�  Time Loss 

�  Fatal 

SYSTEM CHALLENGES 

Managem ent  

Do w e have: 

Policy Enforcement  

Hazard Recognit ion 

Accountabilit y 

Supervisor Training 

Correct ive Act ion 

Product ion Pr ior ity 

Proper Resources 

Job Safety Training 

Hir ing Pract ices 

Maintenance 

Adequate Staffing 

 

Em ployee 

W as the em ployee: 

Following Procedure 

Training 

Previous I njury 

Mental Abilit y 

Physical Capacity 

Equipment  Use 

Short  Cuts 

PPE Worn 

Safety At t itude 

 

Equipm ent  

Do w e have: 

Proper Tool Select ion 

Tool Availabilit y 

Maintenance 

Visual Warnings 

Guarding 

 

Environm ent  

W hat  about: 

Plant  Layout  

Chemical 

Temperature 

Noise 

Radiat ion 

Weather 

Terrain 

Vibrat ion 

Ergonomics 

Light ing 

Vent ilat ion 

Housekeeping 

Biological 

 

Addit ional  

Causal Factors: 

�  Faulty Equipment  

�  Non-Employee  

�  Pr ior I njury 

�  Late Report ing 

�  Off- the-Job I njury 

(Explain any checked 

boxes on separate sheet )  
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Com plet ing the Accident  Analysis 

An accident  analysis should be conducted for all accidents or incidents, regardless of the in-

jury severity. This should also be done for "near m isses", a case when an accident  was nar-

rowly avoided. An effect ive accident  analysis process requires preparat ion and procedure 

development . Specific personnel, whether they be immediate supervisors, safety com m it tee 

m em bers, invest igat ion team  or safety coordinator should be t rained in accident  analysis 

pr inciples and processes. 

 

First  Step -  Care for  the injured.  

I nsure appropriate m edical care or first  aid is provided for anyone injured. 

 

Second Step -  Secure the scene of the accident . 

Make certain that  key evidence is preserved so that  all pert inent  facts of the accident  can be 

determ ined. I n the case of serious accidents, photographs of the scene are a valuable tool 

in determ ining causes, part icular ly if the area needs to be put  back in order quickly. Note 

the posit ion of equipm ent  and m aterials, presence or lack of equipm ent  safeguarding, spe-

cific m ater ials and chem icals involved, warning signs and any other physical evidence. 

 

Third Step -  I nterview  w itnesses. 

Witnesses to the accident  or persons having knowledge valuable to the analysis should be 

met  with individually. Emphasis should be placed on determ ining the facts, not  on placing 

blame. I f the injured employee(s)  is/ are not  seriously injured, they should be interviewed 

while await ing t ransport  for medical t reatment . All quest ions should be open-ended (who, 

what , when, where, how and why) , to encourage a detailed account  of the facts. Yes and No 

quest ions should be avoided. 

 

Fourth Step -  Analyze data to determ ine causes and best  pract ices to prevent  re-

currence. 

Refer to your notes from the scene of the accident and witness interviews. Work backwards 

from the accident to t race all causes to their source. I t  is helpful to have mult iple people in-

volved in determining possible solut ions. Each cause ident ified presents an opportunity for in-

tervent ion to reduce the potent ial for future accidents:  

PIPE LOCATED

TOO LOW
STRUCK BY

FORKLIFT
LEAKING WATER

PIPE
RUNNING AND

STEPPED IN WATER
WORKER SLIPPED AND

FELL INJURING BACK

The Accident

The Causes

Leads to ...

Leads to ...

Leads to ...

Leads to ...

(Environment)

(Employee)

(Equipment)

(Management)

 

 

 



 

©  SAIF Corporat ion Page 28 of 30 S-756   November 2006 

Fifth Step -  Com plete the report . 

Once all the causes and best  pract ices have been ident ified a thorough and accurate report  

needs to be completed. Fill out  all parts. When complet ing Part  5 (Describe Accident  Fully) , 

make sure to ident ify the act iv it ies taking place just  before the accident , what  went  wrong 

and what  the result  was. I dent ify the System  Challenges that  cont r ibuted to the accident  

(MEEE)  and the Countermeasures or Best  Pract ices needed to prevent  recurrence. 

 

Sixth Step -  Follow  up on correct ive act ions. 

This is usually the funct ion of the safety coordinator or safety commit tee. At  the next  safety 

commit tee meet ing, any accident  analysis reports should be reviewed to ensure appropriate 

correct ive act ions (Counterm easures/ Best  Pract ices)  were ident ified. Furtherm ore, steps 

should be taken to ensure that  these act ions have been implem ented at  the site of the acci-

dent  as well as in any other areas appropriate in the organizat ion. Any accidents or inci-

dents occurr ing, for which a report  was not  completed, should be referred to the appropri-

ate person responsible for com plet ion of the report . 
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The Job Safety Analysis 

The job safety analysis is a procedure that  exam ines a job to determ ine any haz-

ards that  can cause an accident . A job is broken down into its successive steps 

and each step is closely exam ined to ident ify potent ial problem s. 

A job safety analysis gives the supervisor and worker an important  opportu-

nity to share informat ion, ident ify hazards and elim inate exposures. 

The completed job safety analysis can be a useful tool for new worker or ien-

tat ion and t raining as well as for cross- t raining workers. As the tasks 

change, the job safety analysis should be updated to keep its value to the 

workplace. 

A series of job safety analyses performed on your most  hazardous jobs ( re-

fer to your injury and illness log)  will result  in reduced workers’ compensa-

t ion insurance costs. I n m any cases, the job safety analysis can also lead to 

bet ter methods and higher product ivity. 

On the reverse side of this sheet  is a sample safety analysis worksheet . 

Make as many copies as you will need or develop your own work forms. 

Next , meet  with your managers and supervisors to discuss the requirem ents 

for each job safety analysis. 

1 . Select  those jobs w ith the highest  rates of accidents and injur ies. 

2 . I nvolve the w orkers in each job safety analysis. 

3 . Conduct  the job safety analysis. 

 Exam ine condit ions such as light ing, vent ilat ion, noise, housekeep-
ing, and others that  affect  the worker’s environment . 

 Break the job down into steps list ing each in order while the worker 
does the job. Keep the steps as br ief as possible. 

 Exam ine each step with the worker. Look for hazards or potent ial 
hazards. Note these on the worksheet . 

4 . The final step is cr it ical to the success of the job safety analysis. 

Examine the worksheet  and decide if any step can be altered or adjusted to 

elim inate or m inim ize the hazard or potent ial hazard. For example, can the 

frequency of the step be reduced to change exposure? I f there is a problem 

with noise exposure on part  of the process, can you reduce the r isk by doing 

that  part  of the job for a short  t ime four t im es each week rather than for a 

long t im e one day a week? 

After complet ion of the job safety analysis, use it  to t rain other employees 

who do that  job. I n this way you can be sure that  everyone understands the 

requirements and reasons for any changes in the job. 

Set  a review date for each job safety analysis and check for currency. I f the 

job changes in the meant ime, be sure to update the affected steps. 
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Job Safety Analysis Worksheet  
Job Descript ion _______________________  Dept . ________________  Locat ion ______________________  

Date _______________________  Prepared by _________________  JSA #  ___________________________  

Sequence of Job Steps Potent ial Hazards Recom m ended Changes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  


