Sample
Written

Safety

Program
Disclaimer

Nevada Revised Statute (NRS) 618.383 and Nevada Administrative Code (NAC) 618.540 establish the requirements for a written workplace safety program. All employers with more than 10 employees, or manufacture explosives, and who do business within the State of Nevada are required to establish a written safety program. 

This sample program is provided as an example of the topics, information, and guidance needed to assure effective implementation of the requirements.  This sample program, as written, does not fully meet the intent of the requirements contained in the NRS and NAC in that it cannot be implemented in its current form.  The sample program is generic, and must be tailored to the employer’s worksite.  The employer must modify this program to fit the specific conditions and work environment at the jobsite before it can be successfully implemented and considered to meet the intent of Nevada state law. 
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SAMPLE WRITTEN SAFETY PROGRAM
SAFETY POLICY

I expect every employee of <Company Name> to make every effort to integrate safety and health considerations into every part of their daily activities.  Safety program effectiveness is a shared responsibility.  Each employee must contribute their fair share in order for our company to remain competitive and successful.  We are committed to provide a safe work place for all employees and require all employees to be involved. 

The objective of our safety and health program is to reduce injuries and illnesses by 10% per year until it reaches 0.  Management is charged with the responsibility for assuring that each employee is provided with the tools and resources necessary to accomplish their job tasks in a safe manner consistent with established procedures, safety and health rules and criteria.  Violations of safety and health policy and procedures will not be tolerated by management or employees and is subject to progressive discipline up to and including termination as applicable. 

Every employee is required to identify and report near misses and unsafe conditions.   Be assured that immediate action will follow to permanently solve the safety concern.  Each employee can also feel confident that identifying unsafe conditions will not result in any type of reprisal to them.  The prevention of accidents and mishaps is crucial to the success of the safety program.  If every employee does their part, we will all have a safe place to work. 

Signed

____________________________

Company President

RESPONSIBILITIES

President/Owner

· Be ultimately responsible for the safety and health program including NRS 618.383.

· Provide the resources necessary to effectively implement the programs.

· Provide direction and leadership.

· Ensure that the programs are effectively implemented. 

· Provide a safe and healthful workplace.

Manager/Supervisor:

· Ensure effective execution of the programs within their areas of responsibilities.

· Ensure that employees comply with safety and health rules.

· Ensure that employees have a means to report any safety concern and can do so without fear of reprisal.

· Inspect work areas to ensure that hazards are promptly identified and corrected.

· Ensure that employees are provided with and use appropriate safety devices, safeguards, personal protective equipment (PPE), and tools needed to safely perform their assigned tasks.
· Ensure employees receive safety training in a language that they can understand and are knowledgeable of the safety and health rules relevant to their specifically assigned tasks. 

· Report and investigate injury and illnesses and property damage accidents. 

· Ensure that the company’s discipline policy is fairly administered.

Employees:
· Be an active participant in the safety and health program.

· Perform all tasks in accordance with established policies, procedures and safe work practices.

· Perform a safety evaluation of his or her work space daily or as conditions change through out the work day. 

· Inspect all tools and equipment prior to use to identify any hazards. 

· Promptly report any injury, illness, near miss or incident to the appropriate person. 

Safety Director:

The President has appointed the Safety Director (SD) to serve as his safety and health representative in safety and health related matters.  The SD is assigned the responsibility for development, implementation and oversight of the safety and health program.  The SD’s duties include:

· Ensure compliance with all applicable federal, state and local safety and health requirements.

· Develop, publicize and administer the company’s safety and health programs and procedures.
· Ensure that all employees are provided with adequate and appropriate safety and health training. 

· Conduct surveys/inspections to assess program effectiveness and compliance. 
· Make recommendations to management for the correction of hazards. 

· Provide assistance, advice and guidance to managers, supervisors and employees on safety and health matters.
· Ensure that accidents, injuries, near misses and illnesses are promptly reported and investigated.  

· Maintain required records and program documentation.

· Assess and analyze operations and data to determine trends and address problem areas. 

· Review safety and health programs when changes in operations dictate and update as necessary (at least annually).

HAZARD IDENTIFICATION, ANALYSIS & CONTROL:

<Company Name> takes a pro-active stance toward the identification, analysis and control of any existing or potential hazards in the workplace.  Our efforts begin with comprehensive pre-planning and hazard analysis for new or changed operations.  
Hazard identification will be accomplished through inspections, trend analysis and employee communication.  

Inspections:

· The worksite supervisor will be responsible for conducting informal daily inspections. 

· The SD will conduct formal weekly or monthly inspections according to the job tasks involved.  
· The inspection checklist will be used and status and progress of corrective action will be tracked by both the supervisor and the SD.  

· Identified hazards that are not corrected immediately will be documented in writing with interim means of protection if required.  The SD will assign each such hazard a priority for correction based on its hazard potential and severity, and the status of any corrective actions will be tracked until completion by <insert responsible individual>. 

· When a hazard is found to be an imminent threat to life, health, or property, the SD, manager or worksite supervisor shall take action to immediately stop work and remove personnel from the danger.  Work will not start without the abatement of the hazard or without written approval of the Company President. 
· Completed inspection checklists will be forwarded to the SD and kept on file for <enter either 1 year or 3 years>.
Reported Hazards:
Hazards reported to the SD by employees will be sent to the corresponding department supervisors for immediate action.  The information will explain the hazard but not who reported the hazard unless the employee has given permission to release his or her name.  The goal is to learn what hazards exist and to correct them.  No one will take adverse action against anyone for identifying a safety or health hazard. 
Trend Analysis:

· The SD will conduct a periodic accident trend analysis to identify any accident potentials that need to be addressed.  The analysis should include evaluating physical equipment, procedures, training and supervision.  Sources of information that can aid in hazard analysis include: 

	· Loss Reports

· OSHA Injury and Illness Log 

· Accident Reports

· Incident “Near Miss” Reports


	· Employee Input/Communication
· Personal Observations

· Job Safety Analysis

· Inspection Reports




Control:
After a hazard has been analyzed, the SD will assign an appropriate priority based on its overall severity.  Hazards will then be controlled as outlined below:

· All hazards will be controlled by using engineering controls, administrative controls, or as a last resort personal protective equipment.  A combination of these may be implemented as appropriate.

· Supervisors are to correct hazards within their control.

· Remaining hazards will be evaluated and controls implemented by the President or his designated representative (in most cases the SD) with the assistance of the Safety Committee. 

Administrative or work practice controls for hazards will be either designated as a separate safety program or part of a safety procedure.  The following controls for hazards can be found in separate programs and/or procedures:

· Chemical hazards; see Hazard Communication Program.
· Fire, bomb threat, earthquake, events: see Emergency Action Plan.

· Bloodborne pathogens exposure: see Bloodborne Pathogen Program and accompanying documents. 

· Energy source hazards: see Energy Control Program, Lock/Out Tag/Out.

· Use of respirators: see Respirator Program,

· Noise hazards: see Hearing Conservation Program.

· COVID-19 Hazards (see COVID-19 Plan)

<list issues applicable to your facility here>
SAFETY & HEALTH TRAINING
Communications:

The SD will assist management in communicating the program to company employees. This will be done by holding mandatory safety meetings and training classes. Employees will receive initial training on the program prior to their first day of work.  Hazards associated with their job will be explained in depth so that the employee is knowledgeable of the safety issues and the required safety equipment to be used.

The SD will act as a liaison between management and workers for safety and health issues. The SD will inform management of the status of the safety and health program and will inform workers of the new safety and health rules, policies, and procedures.

Management will also receive training and follow safety guidelines and rules.  The SD will ensure that management is following the safety guidelines.

Employees are encouraged to provide input regarding safety issues.  They may do so without fear of reprisal.

Management/employees will have safety and training records in their file.  The SD is responsible for documenting and maintaining these records. 
Program Responsibility:

The President is responsible for ensuring that every employee receives the required formal and practical training prior to beginning work.  The SD, acting as the President’s representative, is responsible for the development and administration of the safety and health training program. 
Supervisors will not assign an employee to a task or operation for which the employee is not trained to perform safely.  When a new operation is being conducted, or new equipment or chemical is introduced, the supervisor must ensure that the employee is properly trained before allowing him/her to work without constant supervision.  
Employee training:

· Every new employee will receive safety and health orientation training prior to being assigned to any position within the company.  This training will include: Employee safety rights and responsibilities; site emergency action plan; first aid procedures; and Company safety policy and procedures.
· Every employee will receive safety and health training on all activities required in his or her job description.  

· Employees who demonstrate a lack of knowledge of safety rules or work skills will be prohibited from working at the tasks involving the deficient topic/skill until retrained and recertified if required. 
· Employees will be trained in a language they understand.
Training Program Topics:
Some training events require periodic refresher or follow-up training.  Others require formal classroom training followed by practical demonstration of skill.  Each topic outline suggests the frequency of training.  The following training topics are required training at <Company Name>:
· Employer and Employee Rights and Responsibilities (DVD/Pamphlet)
· Workplace Safety Program

· Emergency Action Plan and/or Fire Prevention Plan

· Accident and incident reporting

· Vehicle operations and forklifts

· First aid/medical treatment

· Bloodborne Pathogen Awareness 

· Hazard Communication

· Personal Protective Equipment (PPE) use

· Compressed Gases

· Ladder Safety

· Power and Hand Tool Safety 

· Office safety

· Construction site safety

· Scaffold safety requirements/competent person

· Electrical Safety 

· Fire extinguisher use/combustible and flammable liquid safety

· Machine Guarding

· Material Handling

· Slips, Trips and Fall Safety

· Confined Space entry

· Lock out/Tag out 
Note:  The above list is only a suggested list of topics.  You must create a list that is tailored to the needs of your company, then develop outlines and formats for each topic. 
Documentation/Recordkeeping:

The SD shall keep a record of each training event for 3 years.  Record of orientation training and training necessary for in employee certification/qualification shall be maintained in each employee’s personnel file.
ACCIDENT REPORTING AND INVESTIGATION
Accidents and near misses must be reported immediately to your supervisor!  Employees who are injured on the job should report it to their supervisor immediately and are encouraged to seek professional medical attention when necessary.  Limited first aid supplies (band-aids, antiseptic, aspirins, etc)<what is your company policy> are available at the SD’s office.  However, no company employee is required to provide first aid services except on a Good Samaritan basis. 

When a serious accident involving an employee injury requiring medical care, the supervisor or co-worker shall call 911 and request immediate assistance.  Serious accidents involving the hospitalization of one or more employees or the amputation of a part of an employee’s body or an employee’s loss of an eye must be reported to the Nevada Occupational Safety and Health Administration (OSHA) within 24 hours of receiving notification of the accident.  Any accident or motor vehicle crash occurring in the course of employment which is fatal to one or more employees must be reported to the Nevada Occupational Safety and Health Administration (OSHA) within 8 hours of receiving notification of the accident or crash. The SD is responsible for gathering pertinent information and making this notification. 

If immediate medical attention is not required, the employee will complete the Notice of Injury/Occupational Disease (C-1) and give the completed form to their supervisor.

The SD is responsible for conducting an investigation to determine the cause of the accident/incident/near miss and for recommending corrective actions.
Accident Investigation:

The SD is responsible for assuring adequate investigations are conducted of near miss, injury and property damage accidents.  Normally, the supervisor is responsible for conducting the investigation of minor injury and property damage mishaps.  <Company Name> accident investigation form will be used to document the results of the investigation.  This form is sent to the SD as soon as practical after the accident.

In the next paragraph, describe your company’s accident investigation procedure.  

Sample:  All Accident/Injury investigations should include enough information to determine the root cause of the incident.  In serious accidents  the scene should be secured so that evidence is not destroyed.  Photographs may help in reconstruction if necessary. The investigation should include facts about the injured employee: name, age, employment status, whether employee was performing regular job duties, etc.  Next, information about the type of injury sustained should be collected: body part, severity, medical attention rendered at the scene, etc.  Take statements from any witnesses to the accident.
Recommendations resulting from an accident investigation will be tracked until completion.  The management will assign responsibility for implementation of the recommendation and will monitor the status of the recommendation.  Documentation of corrective action will be maintained in the accident report folder. 
Recordkeeping:

Human Resources will maintain injury accident records (Workers Compensation records) and is responsible for maintaining the OSHA 300 Log and OSHA 300A Summary of Occupational Injuries and Illness. A copy of the Log and any applicable forms will be maintained for at least 5 years.  The SD will maintain records of the accident investigation forms and will maintain a copy of the appropriate OSHA 301 (or equivalent) in the folder with the Investigation reports.

SAFETY COMMITTEE
<Company Name> recognizes that cooperative effort is required to ensure a safe operation.  We have established a Safety Committee to facilitate the proper cooperative attitude.

The Safety Committee should be composed of members of an equal amount from both employees and management.   Each Department will have at least one employee representative.  Selection of members should be staggered so that no more than 50% of the board is new at any one time.  Employee members will be selected from volunteers whenever possible and will serve <one or two year> term.  (If the company is represented by a labor organization, the employees’ representative must be selected by the employees.)
The SD will serve as the safety committee advisor and is responsible for providing meeting agendas, giving assignments to the committee, and publicizing committee accomplishments.  Safety Committee meeting minutes and attendance rosters shall be maintained for three years.

The management is responsible for assuring that committee members are adequately trained to perform their committee duties and responsibilities.

The primary purpose of the safety committee is to evaluate safety and health program effectiveness, suggestions, hazard reports, hot line reports, etc., and to provide suggestions and recommendations for improving workplace safety.
Additional duties of the committee include advising and educating employees in safety working practices, investigating accidents and their causes, recommending preventive measures, inspecting work areas, and other duties as assigned.

Meetings will be held quarterly or more often as needed.  Discussion items will include:

· Inspection Reports

· Accident Reports

· The safety of operating methods and practices

· Review and make recommendations on employee hazard reports, suggestions, etc.
· Informing the employees about the actions of the Safety Committee.
The safety committee members will receive their regular rates of pay while performing safety committee duties. Time spent performing safety committee duties shall be documented using normal time reporting procedures.
	Committee Representatives:

1. Management Rep____________ 2. Management Rep___________

3. Management Rep____________ 4. Employee Rep______________

5. Employee Rep______________ 6. Employee Rep______________


GENERAL SAFETY RULES

The following general safety rules establish some broad guidelines for employee conduct on the job:

· Employee will follow published safety and health rules and regulations.

· Torn, frayed, or loose clothing can be hazardous when working around machinery and should not be worn.

· No roughhousing or horseplay.

· Do not handle/tamper with any machinery/equipment that is not part of your assigned duties.

· Do not start machinery, operate valves or switches unless you have been trained and qualified to do so.
· Obey warning signs.

· Keep work areas clean and orderly.  If you spill it or drop it, clean it up and/or report it to management depending on what it is.

· Wash hands after handling hazardous chemicals.

· No eating or drinking in areas where hazardous chemicals are being used.

· Never use a defective tool or machine.

· No tools, equipment, etc., will be brought onto the site without approval of the SD and supervisor.

· Extension cords will be used only for temporary (less than one day) use. Cords will not be placed where they create a tripping hazard or be damaged by passing employees or equipment in use.

· Store materials and equipment only in approved storage locations.

· Avoid stacking supplies and materials on top of cabinets and other office furniture.
· Open only one drawer of a filing cabinet at a time.  Never leave a drawer open unattended.

· Scissors, staplers, letter openers, etc. will only be used for their intended purposes.

· Keep floors clean and dry whenever possible.

· Get help when lifting or moving heavy objects.

· Never substitute anything for a ladder.

Managers and supervisors will develop and publish more specific safety rules applicable to their work sites.  These rules must be coordinated with the SD before publication.

ENSURING COMPLIANCE/DISCIPLINE POLICY

Supervisors are directed to impose appropriate disciplinary action for repeated violations of safety rules.  Noted violations, and any associated disciplinary actions will be documented in the employees’ personnel file.

The following progressive discipline will apply to managers, supervisors, and employees:

· First Violation :
Verbal warning

· Second Violation:
Written warning and mandatory re-training

· Third Violation:
Suspension without pay, decision making day
· Fourth Violation:
Termination

NOTE:
 Any manager, supervisor, or employee who knowingly violates any policy, procedure, or regulation that places them or another employee at imminent risk of serious injury or death shall have their employment immediately terminated.

<List the type of discipline policy you have at your place of work.>

GETTING STARTED: AN ACTION PLAN
The time to start writing your safety program is now. You should now have better picture of what constitutes a strong safety program.  You can address the practical concerns of putting these elements together and coming up with a program to suit your workplace.

Should you have difficulty in deciding where to begin, call the Safety Consultation and Training Section (SCATS) at (702) 486-9140 in Las Vegas, (775) 824-4630 in Reno, and (775) 778-3312 in Elko and request assistance.  Upon your request, the consultant will determine what assistance you need to make your safety program effective.  The consultant will work with you to develop a plan for making improvements, and to establish procedures for making sure that your program stays effective.
Action:  Start gathering specific facts about your situation

Before establishing your safety program, gather as much information as possible about the current conditions at your workplace.  Also assess your existing safety efforts to determine what may be working well and what may need improvement.

The following should be included in this review:

Safety Activities – Examine your current on-going safety activities as well as those tried previously; company policy statements; rules (both work and safety); guidelines for proper work practices and procedures; and records of training program.

Equipment – Make a list of your major equipment, its principal operations, and locations of each.  Special attention should be give to inspection schedules, maintenance activities, and plant and office layouts.
Employees’ Capabilities – Make an alphabetical list of employees, showing the date they were hired, their job description, and what experience and training they have had.  Special attention should be given to new employees and to employees who are handicapped or impaired.

Accident and Injury/Illness History – Examine your first-aid cases, workers’ compensation insurance payments, and workers’ compensation awards.  Review losses.  Determine how your insurance experience modification rate compares with others in your group.  Special attention should be given to recurring accidents, types of injuries and employees frequently injured.
With whatever facts you have been able to assemble, attempt to identify major problem areas.  Look for such things as interruptions in your normal operations, employees taking too much time-off, and an increase in damaged products.

EXAMPLE TRAINING OUTLINE FOR GRINDERS

· Adjust the work rest and keep it within 1/8” of the wheel.  Keep the adjustable tongue on the top side of the grinder adjusted to within ¼” of the wheel.
· Side guards will cover the spindle, nut, flange and 75% of the wheel diameter.

· Bench and pedestal grinders will be permanently mounted.

· Goggles and face shields will always be worn when grinding.

· The maximum RPM rating of each abrasive wheel will be compatible with the RPM rating of the grinder.  Before abrasive wheels are mounted they will be visually inspected and ring tested.

· Fixed or permanently mounted grinders will have an individual on and off switch.

· Dust collectors and powered exhausts will be provided on grinders used in operations that produce large amounts of dust.

· Use splashguards on grinders using coolant to prevent the coolant from splashing employees.

· Maintain good housekeeping around grinders.
EXAMPLE TRAINING OUTLINE FOR AN OFFICE
· The office will have fire extinguishing equipment and a training program on how to use extinguishers.
· An evacuation plan will be in place with periodic fire drills and training.
· Inspect the work place using an inspection form.
· Exit signs will be lighted, clearly visible, and meet required guidelines. Emergency lighting will be installed and adequate.
· Aisles will be kept clear to allow for easy travel and exit in the event of an emergency.
· Doors to stairwells and to exits will not be blocked.  These areas will be clearly marked.
· Store solvents and any other flammable or combustible liquid properly and use in small amounts only. 
· Trash and rubbish will be properly stored and discarded daily.
EXAMPLE TRAINING OUTLINE FOR RESTAURANTS
· Machines will be grounded and the use of extension cords will be avoided.
· Non-carpeted walking surfaces will be swept and mopped frequently to prevent grease and dirt buildup.  Signs or barriers will be used to warn of wet floors.  Carpeted floors will be vacuumed regularly.
· Spills will be cleaned up immediately.
· Loads of 40 lbs. or more will not be lifted manually.  Proper lifting techniques will be utilized.
EXAMPLE TRAINING OUTLINE FOR OFFICE SAFETY
· Chairs will never be used in place of a ladder.  Chairs will be stable and have an appropriate base.  Adjustable seating will be used for different builds of people and different tasks.  Armrests will be low and short enough to fit the chair under the work surface and allow the user to get close enough to the work surface to use the chair backrest.
· Thin keyboards will be used to minimize wrist deviation or keyboard palm rests will be used.  A short rest break will be encouraged after each hour of computer work is performed.
· A physician approved first aid kit will be available for emergency use.
· Work areas will be well illuminated; however, glare will be reduced by lowering the lighting.  Window glare can be reduced by providing drapes or blinds.
· Items stored on racks and shelves will not be overhanging or protruding so as to cause personal injury.
INSPECTION LOG

All copies of the inspection log will be sent to the safety office upon completion.

DATE_______________ SUPERVISOR________________ LOCATION____________

VIOLATION_____________________________________________________________

CORRECTIVE ACTION___________________________________________________

CORRECTIVE DUE DATE_________________________________________________

VIOLATION_____________________________________________________________

CORRECTIVE ACTION___________________________________________________

CORRECTIVE DUE DATE_________________________________________________

VIOLATION_____________________________________________________________

CORRECTIVE ACTION___________________________________________________

CORRECTION DUE DATE________________________________________________

VIOLATION____________________________________________________________

CORRECTIVE ACTION__________________________________________________

CORRECTION DUE DATE_______________________________________________

NOTES:

SAFETY MEETING/TRAINING

TOPIC_________________________________________________________________
DATE/TIME____________________________________________________________

TRAINER/SUPERVISOR_________________________________________________

EMPLOYEES ATTENDED

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

_______________________

__________________________________________

ALL TRAINING RECORDS ARE TO BE KEPT FOR THREE YEARS IN THE SAFETY OFFICE.

ACCIDENT INVESTIGATION REPORT

TO BE FILLED OUT BY SUPERVISOR IMMEDIATELY AFTER INJURY, AND TURNED IN TO THE SAFETY OFFICE FOR REVIEW BY MANAGEMENT.

NAME OF INJURED_____________________________________________________

DATE AND TIME OF INJURY____________________________________________

LOCATION_____________________________________________________________

WITNESSES____________________________________________________________

SUPERVISOR___________________________________________________________

HOW ACCIDENT OCCURRED___________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

MEDICAL TREATMENT________________________________________________

CORRECTIVE ACTION_________________________________________________

CORRECTION DUE DATE______________________________________________

STEPS TAKEN TO PREVENT RECURRENCE____________________________

______________________________________________________________________

NOTES:

ALL ACCIDENTS MUST BE REPORTED IMMEDIATELY NO MATTER HOW SMALL TO SUPERVISOR.

NOTICE OF SAFETY INFRACTION
We consider the safety of our employees to be very important.  Therefore, to prevent accidents, it is our policy to strictly enforce company safety rules.  Infractions of safety rules will result in the following:

1st – Written/Verbal Warning


3rd Infraction - 3 to 5 days suspension
2nd Infraction – Written Warning

4th Infraction – Dismissal

NAME                                           , you have been observed working in the following unsafe manner, contrary to company safety rules: ____________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

This is your 1st_______ 2nd_________ 3rd________ 4th___________ Infraction.

Action taken, therefore is: _______________________________________________

Supervisor: ________________________________ Date______________________

Employee: _________________________________ Date______________________
**********************************************************************
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