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  JOB:  ____

Changing Grinder

 

Wheel

__________

 

APPROVED:  _________________

 

  

DEPARTMENT:  _____Maintenance Shop

______________

 

REVIEWED:  __________________

 

 

DATE OF LAST REVIEW:  _______

 

 

REQUIRED PERSONAL PROTECTIVE EQUI

PMENT:  _Sa

fety Glasses, Sideshields, Protective Shoes, Leather Gloves

_____

 

 

SEQUENCE OF JOB STEPS

 

 

POTENTIAL HAZARDS OR INJURIES

 

 

SAFE JOB PROCEDURE

 

1

.

 

Select proper wheel.

 

 

 

2

.

 

Shut off and lock out power.

 

 

3

.

 

Remove guards, nut, and old wheel.

 

 

 

 

 

 

4

.

 

Replace with new wheel

 and tighten nut.

 

 

 

 

 

5

.

 

Replace guard.

 

 

 

 

 

Break the job down in its basic steps, e.g., what is done first, 

what is done next, and so on. Do this by 1) observing the job, 

2) discussion with the employee, 3) using your knowledge, 

or 4) a combination of the th

ree. Record the job steps in their 

normal order of occurrence. Describe what is done, not how 

to do it. Three or four words should be sufficient to describe 

each job step.

 

1

.

 

Choosing wrong wheel.

 

 

 

2

.

 

Locking out wrong disconnect.

 

 

3

.

 

Dropped objects.

 

Wrench could

 slip.

 

Old wheel could break.

 

 

 

 

4

.

 

Dropped objects.

 

Wrench could slip.

 

 

 

 

5

.

 

Dropped objects.

 

Wrench could slip.

 

 

 

 

For each job step, ask yourself: “What injuries could occur to 

the employee while doing this?” Ask yourself

: Can the 

employee be struck by someth

ing; can he strike against 

something, can he be caught in, on, or between something, 

can he fall, can he overexert, is there exposure to a harmful 

agent, such as gas, welding fumes, acid, hot surfaces, etc.?

 

1

.

 

Ensure wheels are labeled.

 

Mark wheel # on grind

er.

 

 

2

.

 

Clearly mark disconnects.

 

 

3

.

 

Wear protective shoes.

 

Use correct wrench size.

 

Ensure nuts & wrench are in good 

condition.

 

Remove wheel carefully.

 

 

4

.

 

Wear protective shoes.

 

Use correct wrench size.

 

Ensure nuts & wrench are in good 

condition.

 

 

5

.

 

Wear protectiv

e shoes.

 

Use correct wrench size.

 

Ensure nuts & wrench are in good 

condition.

 

 

For each potential injury or hazard, ask what 

should the employee do or not do to avoid being 

injured. Describe specifically the precautions to be 

taken. Number each precaution 

with the same 

number you gave the hazard (see center column). 

Use simple 

do or don’t statements to explain 

precautions, for example: “Lift with your legs, not 

your back.” Avoid generalities, like “Be careful”, 

“Be alert” etc.

 

 

AN EXAMPLE OF A JOB SAFETY A

NALYSIS:

 Job steps are listed in the first column. Hazards or potential injuries associated with each step are listed in the second column. 

The last column lists safe procedures and precautions to be taken.
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The course is self-paced, and designed so it can be used with a minimum of supervision. Please follow the instructions in your workbook as you progress from section to section.

Feel free to look at the answers. In fact, you are encouraged to check your answers to the questions immediately! THIS IS NOT A TEST! It will not be graded. When you finish the book, it will be yours to keep for future reference. 

On the next page is a copy of the Sonoco Safety Policy. Please take a few minutes to review this before beginning the training program. It is the guiding principle behind all safety efforts of Sonoco Products Company.  

We hope you enjoy and benefit from this program. If you have any comments or suggestions about the program, please direct them to the Corporate Safety Department.
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Supervisor Basic Safety Training Manual Guidelines

PURPOSE

To provide leadership with a clear understanding of the guidelines and expected deliverables of the Supervisor Basic Safety Training Manual.
SCOPE

These procedures will apply to all employees who are members of the leadership team.  The process is intended to raise the level of safety awareness, provide a consistent methodology to the introduction of safety, and reduce the possibility of personal injuries in our operations.  The Plant or Site Manager will monitor their process to insure proper safety steps are taken.

RESPONSIBILITY

Supervisors/Managers are responsible to insure that procedures written/revised/reviewed are implemented.

PROCEDURE
All personnel who fill a leadership role as identified by the appropriate manager at each facility will participate in the Sonoco Basic Safety Training process and will have an assigned mentor; this will be part of their Performance Management.

STEPS TO BE TAKEN WHEN ISSUING THE SUPERVISOR SAFETY TRAINING MANUAL:
1.0
It is required that any new manager, or Supervisor new to Sonoco, be given the manual for completion. It is the assigned manager’s responsibility to issue the manual to all employees in a leadership role within 90 days of hire or assignment.  This manual will assist those employees in understanding their scope of safety responsibilities and how to apply applicable safety policies and procedures. (Note: Facility management teams can determine at what level of leadership they feel this manual can be utilized.  If a facility believes that non-salaried employees who lead shifts/departments will benefit from this manual, there are no restrictions in that aspect).

2.0
The manual will be issued as part of the Safety Leadership Development process and it will be the responsibility of the site manager to establish a mentor, ensure it is part of the annual PMD process, and a process to follow-up on the progress.  This book is a self-paced, interactive document with questions along the way.  The answer keys are provided at the end of each section.  It is up to the local management team if they would like to remove the answer keys prior to issuing to employees.  The general rule is that the book should be able to be completed within thirty days after it was issued to the employee.

3.0
It is recommended that once a Supervisor Safety Training Manual is returned to that individual’s responsible Manager, there is a documented review/follow-up discussion to ensure the employee understands what was covered. Each facility will create a minimum ten question follow-up document with the name of the reviewer and a signature space for both the reviewer and the employee.  This follow-up discussion document must go in the employee’s permanent Human Resources folder.

4.0
Once the Manual has been reviewed by the employee’s Manager or Supervisor, it is recommended that the manual be returned to the employee to keep for possible future reference.

Supervisors Leadership Development

“Key to Continuous Safety Improvement”

1. Recognize the need to ensure appropriate focus on leadership training with regards to core competency of communication, time management, and critical thinking skills.


a. More than any other leadership position, employee access to frontline supervision is critical in ensuring continuous improvement.

i. Ineffective supervision exerts a negative impact on continuous improvement (safety, quality, and production)

ii. Supervisors are uniquely positioned between upper leadership and employees which allows them the perspective to identify potential risks, communicating the risks to upper leadership, and making recommendations for change.

2. Ensure operations have an effective method to develop core competencies and they are part of the Supervisors/Leadership Performance Management Program


a. Supervisor Development Program

i. Basic Supervisor Safety Training Module

ii. Time Management Training

iii. Communication and Interaction Skills

iv. Critical Thinking Skills

a. Problem Solving

b. Conflict Resolution


3. Ensure operations have engaged all members of the leadership team in the area of safety leadership to grow knowledge base

a. All Leadership team members must complete the safety leadership development module.

b. Leadership members will be process owners for safety and will be part of their annual performance metrics.

c. Operations should follow general focus areas as outlined below.


4. Training Format

a. On-Line – 360 Training web-based “Sonoco Virtual Safety Library”–(i.e.)

i. OSHA 10 Hour

ii. OSHA 30 Hour

iii. Guarding

iv. HazCom

b. On-Site – Safety Leadership, Time Management, Critical Thinking Skills
INSTRUCTIONS
· Work at your own pace. There is no time limit on any section,
· Respond to all the questions in each section, by writing your response in the space provided, or circling the appropriate letter or number. Your response should be based on your experiences and what you have read in the book. You are NOT being tested, the questions are to help reinforce the material in the text.

· Check the “ANSWER KEY” at the end of the section immediately after each response.

· If your answer does not agree with the printed one, try to find out why. Review the printed material to increase your understanding. Don’t continue on until you understand why your response was not correct. 

Your safety skill training is an on-going process. You learn and practice safety every day on the job. If you do not understand why a situation has been handled the way it was, do not hesitate to ask the advice of your Plant or Department Manager. Use other resources at your disposal. Your plant or department has several such resources, including the Corporate Safety and Health Manuel, Insurance Publications, magazines and pamphlets from the National Safety Council. 
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SECTION I


In this section, we will look at some basic safety principles,

and why safety is so important to Sonoco.

We will also discuss the techniques used in planning for safety, and why planning for safety is an important part of an effective safety program.

Basic Safety Principles

In this course you will learn two basic safety principles, and we will try to show you how they can be applied to your job as a supervisor.

These two principles will help you develop your own safety attitude, which you will be able to carry into your area, and share with your employees

The first principle to remember is that:


Regardless of the cause, an injury is the result of someone or something taking an action that could have been prevented by careful planning, or adequate foresight. 

(7)  How many on –the-job injuries can we prevent with a 

    Well planned safety program?

(A) No injuries 

(B) All injuries 

(C) A few injuries 

(D) Some injuries 

The Second principle is that:

We can teach employees about safety. We can show them what can happen because of their unsafe behavior. And, we can apply the time, effort and money necessary to make our plants and equipment as safe as humanly possible. But, until we have made each person realize that he or she is personally responsible for his or her own safety, our efforts will all be in vain. 

(2) Who has the responsibility for an employee’s safety?

(A) The supervisor

(B) The plant manager

(C) The employee

(D) The company president 

(E) We all do, but the employee has the responsibility to perform the job safely. 

Remember that:    

 ALL INJURIES CAN BE PREVENTED

and

EACH EMPOLYEE HAS THE RESPONSIBILITY TO WORK SAFELY

These two principles form the backbone

 of an effective safety program.

Using these two principles, you can ask the basic safety questions:

“WHAT MUST I DO TO KEEP FROM BEING HURT AND FROM HURTING OTHERS?”
It has been shown that over 90 per cent of all workplace injuries are caused by unsafe acts. 

Consider this example:

An employee dropped a pencil on the floor but didn’t pick it up. A second employee walked by, saw the pencil, and walked around it. The third employee didn’t see the pencil, slipped and fell, and broke his arm, whom was at fault?

(3) Who is responsible for Employee #3 being injured? Was it:

(A) Employee #1- because he neglected to pick up the pencil that he dropped?
(B) Employee #2 – because he saw the pencil, 
recognized the potential danger, but failed to do anything about it?
(C) Employee # 3- because he was not paying attention to his surroundings, and didn’t see the pencil on the 
floor? 

(D) The supervisor- because he failed to educate his employees in the proper safety attitude? 
(E) All four employees- because they did not take responsibility for their actions, either through inattention or lack of concern. 

(4) How often can injuries caused by equipment hazards be prevented?

(A) Always

(B) Often

(C) Sometimes

(D) Never

Sonoco

Sonoco’s Safety Philosophy

At Sonoco, safety is viewed as an integral part of every employee’s job. Supervisor concern for safety should be utmost. Supervisor and
managers must view safety as the most important part of the day-to-day operations of the plant.

Here is what our Corporate Policy says about safety:

“It is the policy of our company to provide a safe and healthful work environment for the protection of its most vital resource – Sonoco employees shall be of the greatest interest to all levels of management and supervision, ranking in importance above production, quality, cost and service. 

“The company’s basic philosophy is that all personal injuries can and must be prevented. While the responsibility for safety begins and ends with the president, that responsibility is shared throughout the organization. Staff Managers are responsible for their areas, plant managers for their plants; supervisors are accountable for the safety of their groups; and all individuals are accountable for their own safety. There will be no place in the organization for an unsafe employee. All employees at every level are expected to fully accept responsibility for their own safety, and for the safety of those with whom they work. 

“The company will maintain safety and injury prevention program at each location, and will allocate the necessary resources to ensure a safe and healthful work environment.”

Let’s look a little at this policy, and see how you fit in as a supervisor. Try to answer the following questions by referring back to the previous information:

Safety must be considered an (5) ______________ part of daily operations. 

“It is the policy of our company to provide a safe and healthful work environment for the protection of its most vital resource – Sonoco’s employees. The safety of employees shall be of the greatest interest to all levels of management and supervision, rank in importance above production, quality, and cost and service.”

(7)  How important is safety at Sonoco?

(A) A little bit important

(B) Somewhat important

(C) Very important

“The company’s basic philosophy is that all personal injuries can and must be prevented. While the responsibility for safety begins and ends with the president, that responsibility is shared throughout the organization. Division Staff Managers are responsible for their areas, plant managers for their groups; and all individuals are accountable for their own safety. There will be no place in the organization for an unsafe employee. All employees at every level are expected to fully accept responsibility for their own safety, and for the safety of those with whom they work.”

(7)  If we do the job we are expected to do with our safety program, how many injuries should we prevent? 

(A) Some of the injuries

(B) Most of the injuries

(C) All of the injuries

(8)
As a Sonoco Supervisor, you are accountable for the safety 


of ______________ ______________ ____________.

(9)
What is the only thing more important than safety at Sonoco?
(A) Production
(B) Quality

(C) Service

(D) Nothing

WHAT PART DO YOU PLAY?

The supervisor is the one responsible for the implementation of any company policy, and safety is no exception. Our safety policy is not just directed at supervisors, but to all employees. As a supervisor, you must have direct control over cost, production and work assignments. 

You communicate to the workers what is to be done, how it is to be done, and when it is to be done. By making safety an important part of your daily activities, you make the safety program work like it should, and directly contribute to the safety performance of the company. 

Safety must be an (10) ___________ part of your daily routine. 

In that way, you can directly affect the safety (11) ____________________ of the company. 
You can improve your awareness and the safety awareness of your work group by one simple technique:


Remember the two safety principles we presented earlier:

ALL INJURIES CAN BE PREVENTED

AND

EACH EMPLOYEE HAS THE RESPONSIBILITY TO WORK SAFELY

From these two principles, you learned to ask the question:

“WHAT MUST I DO TO KEEP FROM BEING HURT AND FROM HURTING OTHERS?”

The answer to the question is:


On the following pages are examples and techniques that can be used to PLAN FOR SAFETY.


Planning for safety involves SIX steps: 

1. Getting the total picture.

2. Preparing for the unexpected.  

3. Letting others know what you are doing. 

4. Following safety rules and procedures.  

5. Being alert for changing conditions. 

6. Leaving the job in a safe condition. 

When you are preparing for a job, the first of the six safety planning steps is to GET THE TOTAL PICTURE. Usually you will look over any job before starting it: but when you GET THE TOTAL PICTURE, you stand back and observe the situation and the employees around where the work is to be performed. 

What are you looking for? Remember the question you must ask yourself at the beginning of every job:
“WHAT MUST I DO TO KEEP FROM BEING HURT AND FROM HURTING OTHERS?”

Look for those things that might cause a hazard or injury before you start that job. Look at what you are going to be doing and also at those things being done around you by other employees! That is what getting the picture is all about!
(12) To GET THE TOTAL PICTURE, which areas would you check?

(A) The area around the job. 

(B) The area above the job 

(C) The area beneath the job. 

(D) All of the above. 

The second of the six steps in preparing to do the job safety is to 
PREPARE FOR THE UNEXPECTED. An injury results from an unexpected happening: if it were expected, it could be avoided.

To prevent injuries, therefore, you PREPARE FOR THE UNEXPECTED by deciding what you will do if something unusual happens. You can also PREPARE FOR THE UNEXPECTED by wearing or using the personal protective equipment necessary to avoid exposure to injury causes. 

Let’s illustrate why PREPARING FOR THE UNEXPECTED is so important. 

John, your maintenance mechanic, was cleaning up a spill of flammable solvent. The solvent vapor caught fire, and set his clothing on fire. John remembered that there was a safety shower at the other end of the building, and ran there to put out the fire. He didn’t notice the safety shower right next to where he was working.
(13)         Did he PERPARE FOR THE UNEXPECTED?

(A) YES

(B) NO

(14)
What should John have done before he started the job?

(A) Known the solvent was highly flammable
(B) Planned for actions in case of fire 

(C) Located the nearest safety shower
(D) Located the nearest fire extinguisher

(E) All of the above
The third step in the safety plan is to LET OTHERS KNOW WHAT YOU DOING.

Following this step enables you to prevent harm to others. LETTING OTHERS KNOW WHAT YOU ARE DOING is useful as you get ready to do a job. By doing this, you keep them from getting injured; you also prevent them from injuring you. 

(15)  Does this kind of behavior generate more safety awareness?

(A) YES

(B) NO
Consider this situation, Harry, one of your master machine operators, noticed one day that the parts were coming out of the machine with a small scratch on them. He had seen this before, and knew that it only required a simple setting change to one of the feed rollers on the back of the machine. He shut down the machine, and went behind it to make the adjustment.

(16) Has he done anything wrong yet?
(A) YES

(B) NO
(17)
In terms of our third step in the safety plan, LETTING OTHERS KNOW WHAT YOU ARE DOING, what has he done wrong?
(A) Nothing 
(B) He did not tell anyone what he was going to do.

(C) He should have gotten a mechanic to make the

repair.

(18)
By not LETTING OTHERS KNOW WHAT HE WAS DOING.  

What might have happened to Harry?

(A)  Someone might have started up the machine

   while Harry was working on it.

(B)  Harry could have been injured and no one would 
   have realized it. 

(C)  Both of above could have happened. 

(D)  Nothing probably happened, because Harry is a 
       safe worker. 

(19)
List the first three steps in planning for safety:

(A)____________________________

(B)____________________________

(C)____________________________

Another way to maintain job safety is to observe the fourth step in planning for safety, FOLLOWING SAFETY RULES AND PROCEDURES.  

(20)
Why are safety rules and procedures established?

(A)  To protect people and property
(B)   To warn about certain hazards

(C)  To instruct employees on injury protection

(D)  To remind employees of safe job procedures

(E)  All of the above
FOLLOWING SAFETY RULES AND PROCEDURES is the best way to do any job.

Some employees think they know a better way to do a job because of their experience. 

(21)

Do you think this is a safe way to work?

(A) YES

(B) NO

Sometimes when experienced employee’s tries to apply their experience to a new or different job, they may overlook some important factors about the new job, as in this example:

An employee who rarely uses a ladder was standing on the top step of a 6-foot stepladder to reach a section of pipe. She lost her balance, fell and broke her arm. 
(22)              How did this employee violate standard safe ladder    

procedure?
(A) She was using a ladder.

(B) She was reaching to great a distance.

(C) She was standing on top of a step ladder.

(D) She wasn’t wearing gloves.

By standing on the top step, she didn’t follow standard procedure for safe ladder use.
If you FOLLOW SAFETY RULES AND PROCEDURES, you will help prevent all injuries. 

To prevent ALL injuries in your job, you must be aware of the fifth step in planning for safety: BE ALERT FOR CHANGING OR UNUSAL CONDITIONS.

(23)
What are some changing or unusual conditions you might    find in an inspection of your work area?

(A) Hot motors or bearings.

(B) Escaping gasses or vapors.

(C) Broken equipment or machinery.

(D) Spilled materials or disorderly storage.

(E) Any of the above. 

To illustrate why you must BE ALERT FOR CHANGING OR UNUSAL CONDITIONS, think about the following example:

You’ve asked Walt one of your most conscientious employees, to help you in removing the drive gear from a large machine shaft. You and he have done this several times, with no problem. However, this time the gear is stubborn and won’t come off easily. 

While you steady the shaft with your hands, Walt puts his foot on the end of the shaft, and pulls hard with both hands on the gear. Suddenly, the gear comes loose unexpectedly. Walt loses his balance, falls backward and strikes his head on the bench behind him. You are startled, lose your grip on the shaft, and it rolls off the bench onto your foot. 

(24)
Were you and Walt ALERT FOR CHANGING OR UNUSUAL CONDITIONS?

(A) YES

(B) NO

(25)
In order to BE ALERT FOR CHANGING OR UNUSUAL CONDITIONS, What are some things you might have done 

differently?

(A)  Use a gear puller, rather than bare hands.

(B)  Ensure a clear area to work in.

(C)  Clamp the shaft in a vise instead of trying to hold 

it.

(D)  Get more help when you realized the gear was 

stuck.

(E)  All of the above would have been appropriate.

The sixth step in planning for safety is to LEAVE THE JOB IN A SAFE CONDITION. 

When you finish a job, you clean up before going to another job, or leaving for the day. Each employee has the responsibility to work safely. 

(26) What does LEAVING THE JOB IN A SAFE CONDITION 
mean?

(A) Arranging materials in an orderly fashion.

(B) Making sure all tools and equipment are in their 

proper places. 

(C) Inspecting the job and work area for cleanliness
and safety.     
(D) All of the above.

On the next page are two situations in which you may find yourself. Think carefully about LEAVING THE JOB IN A SAFE CONDITION when you respond to the questions. 

Your work group has just completed a major maintenance project over a holiday weekend. Everyone is tired and wants to go home. All that is left is to put away a few tools and to clean up the area. Nobody wants to be bothered. What would you do?

(27)
Would you:

(A) Send everyone home. There will be time to clean    

up before we start working next week. 
(B) Hold a few people back to finish the job. 
(C) Let the startup crew take care of it when the plant 
reopens. That’s their job, anyway.
(D) Tell everyone the job isn’t finished yet, and if   

everyone pitches in, we can all go home sooner. 

Joe comes to you during the work day to report that he was just hit on the head by a falling hammer. He’s got a pretty nasty cut, and you send him to the doctor for treatment. When he returns, he takes you back to his machine to show you what happened. In your investigation you discover that a repair crew worked on the upper level of the machine and apparently left some tools and parts behind. Vibration from the machine caused the hammer to fall. 

(28)

Did someone fail to follow one of the six steps in    



planning for safety?

(A) YES

(B) NO

(29)
If someone had asked the question, “What must I do to keep 



from being hurt and from hurting others?” Would Joe have

been hurt?

(A) YES

(B) NO

(30) Who should have asked that question?

(A) Joe 

(B) You

(C) The repair crew

(D) Everyone

We’ve discussed a lot about planning for safety, and the proper steps to do it correctly. The first three steps are: 

1. Getting the total picture

2. Preparing for the unexpected

3. Letting others know what you are doing

(31) List the last three steps that are used in planning for safety:

(A) ____________________________________

(B) ____________________________________

(C) ____________________________________
You should now have a good understanding about why PLANNING FOR SAFETY is an important way to prevent on-the-job injuries. 

(32) Why do you think employees fail to plan for safety and

jeopardize their own safety and the safety of their co-workers?
(A) They become tired or neglectful, and think 
planning is unnecessary.

(B) They want to get the job done quickly and think 
planning makes it longer.

(C) They want to exceed the day’s production quota to 
show how efficient they are.

(D) All of the above are possible explanations. 

PLANNING FOR SAFETY requires six important steps:

1. GET THE TOTAL PICTURE.

2. PREPARE FOR THE UNEXPECTED.

3. LET OTHERS KNOW WHAT YOU ARE DOING.

4. FOLLOW SAFETY RULES AND PROCEDURES.

5. BE ALERT FOR CHANGING OR UNUSUAL CONDITIONS.

6. LEAVE THE JOB IN A SAFE CONDITION.
(33) Fill in the important question you should ask yourself as you go 

through each of the above steps?

“WHAT MUST I DO TO KEEP FROM ___________ ___________ AND FROM_________________ OTHERS?”

SUMMARY
**********
THE TWO BASIC PRINCIPLES ARE:
ALL INJURIES CAN BE PREVENTED

                                                            AND

EACH EMPLOYEE HAS THE RESPONSIBILITY TO WORK SAFELY

FROM THESE THE BASIC QUESTION:
“WHAT MUST I DO TO KEEP FROM BEING HURT AND FROM HURTING OTHERS?”

** SONOCO BELIEVES THAT ALL INJURIES CAN BE PREVENTED **
IN ORDER TO DO THAT, YOU MUST PLAN FOR SAFETY.
THE SIX STEPS IN PLANNING FOR SAFETY ARE:
GETTING THE TOTAL PICTURE

                          PREPARING FOR THE UNEXPECTED
LETTING OTHERS KNOW WHAT YOU ARE DOING

FOLLOWING SAFETY RULES AND PROCEDURES

BEING ALERT FOR CHANGING CONDITIONS

LEAVING THE JOB IN A SAFE CONDITION 

ANSWER KEY

*************



(1)

(B)
ALL

(2)
            (E)
WE ALL DO, VUT THE EMPLOYEE HAS THE
RESPONSIBILITY TO PERFORM THE JOB SAFELY


(3)
            (E)       ALL FOUR EMPLOYEE’S- BECAUSE THEY DID NOT TAKE
 



PROPER RESPONSIBILITY FOR THEIR ACTIONS. EITHER
 



THROUGH INATTENTION OR LACK OF CONCERN. 

(4)

(A)
ALWAYS

(5)


_IMPORTANT 

(6)

(C)
VERY IMPORTANT 

(7)

(C)
ALL INJURIES 

(8)


_ALL YOU’RE EMPLOYEES 

(9)

(D)

(10)

_IMPORTANT

 (11)

_PERFORMANCE

(12)
(D)
ALL OF THE ABOVE 

(13)
(B)
NO

(14)
(E)
ALL OF THE ABOVE

(15)
(A)
YES 

(16)
(A)
YES 

(17)
(B)
HE DID NOT TELL ANYONE WHAT HE WAS GOING TO DO

(18)
(C)
BOTH OF THE ABOVE COULD HAVE HAPPENED


(19)
(A)
GET THE TOTAL PICTURE 



(C)
BOTH OF THE ABOVE COULD HAVE HAPPENED 



(B)
PREPARE FOR THE UNEXPECTED



(C) 
LET OTHERS KNOW WHAT YOU ARE DOING

(20)
(E)
ALL OF THE ABOVE

(21)
(B)
NO

(22)
(C)
SHE WAS STANDING ON THE TOP STEP OF THE LADDER

(23)
(E)
ANY OF THE ABOVE 

(24)
(B)
NO

(25)
(E)
ALL OF THE ABOVE WOULD HAVE BEEN APPROPRIATE

(26)
(D)
ALL OF THE ABOVE 

(27)
(D)
TELL EVERYONE THE JOB ISN’T FINISHED YET, AND IF



EVERYONE PITCHES IN; WE CAN ALL GO HOME SOONER 
(28)
(A)
YES

(29)
(B)
NO

(30)
(E)
EVERYONE

(31)
(A)
FOLLOW SAFETY RULES AND PROCEDURES 



(B)
BE ALERT FOR CHANGING OR UNUSAUAL CONDITIONS



(C)
LEAVE A JOB IN A SAFE CONDITON

(32)
(D)
ALL OF THE ABOVE ARE POSSIBLE EXPLANATIONS

(33)

_BEING_ _HURT_ _HURTING_

SECTION II


In this section, we will look at the role the supervisor plays in the prevention of injuries, why the supervisor is the key link in an effective safety program, and how you as a supervisor can make safety a regular part of your daily activities.

THE IMPORTANCE OF THE SUPERVISOR

Supervisors have always been considered the key to increasing production, improving quality, and motivating workers. Supervisors direct the daily operations of the plant, and are in constant contact with the employees and the work process. The supervisor is the essential link between management and production. A company’s success or failure many times rests on how effectively a supervisor carries out his or her assigned tasks. 

The supervisor is a KEY PERSON because he directs the
(1) ____________ operations of the workforce. 

At Sonoco, Safety is viewed as an integral part of the supervisor’s role. Supervisor concern for safety should be utmost. Supervisors and management must view safety as the most important part of the day to day operations of the plant. 

Safety must be considered an (2) ______________ part of daily operations. 

 Let’s look again at selected parts of the corporate policy on safety, with some added emphasis:

“It is the policy….to provide a safe and healthful work environment for… Sonoco employees, the safety of employees shall be of the greatest interest… ranking in importance above production, quality, cost and service.

“The company’s basic philosophy is that all personal injuries can and must be prevented. 

“All employees at every level are expected to fully accept responsibility for their own safety and for the safety of those with whom they work…”

(3) How important is safety at Sonoco?

(A) A little bit important

(B) Somewhat important

(C) Very important

Supervision is ultimately responsible for the implementation of any company policy, and safety is no exception. Naturally, safety policies are not just directed at supervisors, but to all employees. However, supervisors have direct control over operating cost, production, work activities and enforcement of company policies. 

Safety is an essential item to consider when performing those responsibilities. Supervisors are responsible for implementing safety activities in their jobs. They communicate to the workers what is to be done, how it is to be done, and when it is to be done. 


As a supervisor, you are responsible for (4) ________________ safety activities in your employee’s jobs.

That way, you can directly affect the safety (5) _______________of the company.

This can only be accomplished by showing the relationship of safety to production, quality, efficiency of operation, and reduced cost. 

As you continue in this workbook, you should begin to understand the real cost of employee injuries. You will also learn several things that you, as a supervisor, can do in the daily performance of your duties to ensure that your plant’s safety program is as effective as it can be. 


Supervisors many times feel that injuries don’t cost the company or their operation anything extra. A common misconception is that “the insurance company will pay for it” 

Rising cost in insurance, medical payments, and wages make injuries more expensive every day. Money lost due to injuries has no return. Since some supervisors do not understand how cost relates to injuries, injuries just don’t seem important. Injuries reduce the profitability of a company by increasing insurance cost. This causes a rise in operating costs and a corresponding drop in profitability. 

Many think that injuries don’t cost anything, because the 
(6) ________________ pays for everything. 

Injuries (7) _______________ operating cost, and (8) _________________ profitability. 

IT is important for you to understand what an injury can cost your location. There are two primary cost when an employee is injured, DIRECT and INDIRECT. 

It is difficult to place a dollar value on human cost, but when you prevent an injury, human suffering is prevented. People do not normally inflict harm on themselves, nor do workers want their families to suffer because of an injury. The worker has nothing to gain from an injury. 

The actual expense is to the company, and represents the cost of caring for the injured worker. This is normally compensation for the away from work and payment of the actual medical expenses arising from the injury. It is easy to place a dollar value on this. Simply look at a loss report from your worker’s compensation insurance carrier. 

One direct cost of a work related injury is:

 (9) ________________ ______________
The INDIRECT COST of an injury are sometimes more difficult to measure and control, but they are what injuries such an expensive part of a company’s operation. These items have an impact on your company’s “Bottom Line” profits. Lets’ examine a few of them:

1. Unproductive compensated time - The time the injured employee spends away from his job (first aid, doctor visits, etc.) while still getting paid. 

2. Unproductive co-worker time - Time and effort is required to return to order when an injury occurs. Employees at the scene are non-productive. 

3. Damage to material or equipment - Even where there are no injuries, there may be damage to material or equipment. 

4. Unplanned overtime - It may be necessary to schedule overtime on other equipment because of equipment damage or absence of a key employee.

5. Investigation time - You must devote time to an adequate investigation, taking you away from your normal duties. 

6. Decreased output - Even after the injured worker returns he may not perform the full duties of the job for a time, resulting in lower productivity for the same wages. 

Besides the specific cost mentioned above, there are many other indirect cost. By careful analysis of these costs after an injury, they can be controlled and reduced. However, the cost can only be reduced after the injury occurs. 



List three INDIRECT costs associated with on-the-job injuries:

1. ____________________________________________

2. ____________________________________________

3. ____________________________________________

When you (11) ___________________ the injury, you eliminate the associated cost. 


As a supervisor, in order for you to prevent injuries to your employees, you must think about safety all the time and how it relates to all the different aspects of your responsibilities. We’re going to review these responsibilities and learn how safety relates to each one of them. 

A supervisor can prevent injuries to his workers by thinking about safety 

(12) _______________ ________________ ________________

Your responsibilities as a supervisor include many different things. We’re going to discuss just seven of them in this session. They are:

1. PLANNING YOUR OWN WORK

2. PLANNING THE WORK OF OTHERS

3. DIRECTING WORK ACTIVITIES

4. PREPARING REPORTS AND KEEPING RECORDS

5. TRAINING

6. MAINTAINING GOOD PERSONNEL RELATIONS

7. INSPECTING AND MAINTAINING EQUIPMENT
When you have completed this section, you should have a better understanding of how important safety is in the performance of your duties, and how a good safety attitude relates to each aspect of your job responsibilities. 


When you plan your work, you are not doing a complete job if safety is not foremost on your mind. Remember to set a good example for your employees. Follow all prescribed safety rules and procedures all the time. It does no good to discipline an employee for not wearing safety glasses when yours are in your pocket. Take every opportunity to mention safety in conversations and meetings with employees. 

Supervisors demonstrate a positive safety attitude by setting a 

(13) ___________ _____________ all the time.

Here is a situation for you to consider. You have just left your office on the way to an important staff meeting. You are already late for the meeting. Halfway there, you realize that you have left your hearing protection on your desk. In order to get to the meeting, you must walk through an area of the plant posted “HEARING PROTECTION REQUIRED”.

(14) What would you do?

A. Continue on to the meeting. After all, you’re already late, and you won’t be in the noisy area that long.

B. Go back and get your hearing protection. Even though you’ll be a little late, you must set the right example for your employees.

C. Take a longer route so you don’t have to walk through the high noise area. You are already late; a few more minutes won’t make that much difference. 

Remember, you must set the right example for your employees to follow. 

                  


When you plan or schedule work by your employees, you probably have safety in mind even if you are not conscious of it. For example, you would not assign the smallest person in your department to a heavy lifting job. Neither would you assign your newest, most inexperienced employee to operate the most complicated machine in the department. Supervisors tend to plan and schedule the work of others based on efficiency and productivity. These planning decisions and assignments should be made based on safety considerations, also.

Work should not be scheduled until after considering (15) ______________,

efficiency and productivity.

Of these things, (16) __________________ is the most important.

Here is another situation to consider. Jerry is a recent transfer to your department. He has been with the company for seven years, but he has never worked in your area. You were going to put him with Betty, your most experienced operator, for training, but Betty called in sick today. You have a rush order to get out, and you need Jerry to run the production to meet the shipping deadline. If we miss this order, the customer could cancel future contracts and it would be very costly to the company. Walt could help Jerry, but you need him for another critical job all day long. What would you do? Before you decide on how you would handle this situation, think about this:


(17) Would you:

(A) Have Jerry run the order, but tell him to be very careful.

You’ll train him just enough to get by, and keep an eye on things to make sure nothing happens.

(B) Rearrange the work assignments to keep the experience where 

it’s needed. You can get that training for Jerry some other

time when things are not so hectic, and the important thing is

not to create dangerous situations. 

(C) Have Walt take care of both jobs. He’ll keep an eye on 

Jerry and make sure nothing dangerous happens. After all, 

Walt’s an experienced operator, and you can depend on him.

You have too many other important things to take care of.

Remember that nothing is more important than the safety of your employees. You are creating a dangerous situation by allowing Jerry to operate a piece of equipment for which he has not been properly trained. No matter how good your intentions may be, you will probably not be able to devote the time necessary to watch that operation like you should. Similarly, Walt cannot devote necessary time to both orders, especially since Jerry is not experienced on the equipment. Discuss this situation with your plant manager to make him aware of the scheduling problem and how you are handling it. 

Efficiency, productivity and safety go hand in hand. When directing work activity, you need to ensure the work is performed in a safe manner. When you need to ensure the work is performed in a safe manner. When you are on the production floor, unsafe methods and acts need to be identified and corrected immediately. Instructions given to perform tasks or complete projects need to follow established safety practices. NEVER compromise safety “just this once” to meet a schedule or finish a job. 

Unsafe acts need to be identified and corrected (18) __________.

(19) It is okay to “bend the rules” when the production 

schedule is slipping?



A. True 

B. False 

Consider this situation. As you walk through the plant one day, you see Gene, your maintenance mechanic grinding a part on the pedestal grinder. Gene is very safety conscious employee, so you are surprised that he is not wearing the goggles that are required when using the grinder. 

(20) What do you do:

(A) Approach Gene and point out that he forgot the
goggles, and remind him how important it is to wear them when grinding.


(B) Ignore what you have just seen. Gene is a good 
employee and he wouldn’t do anything unsafe unless he had a good reason. He must have had a reason for it.
(C) Make a mental note to discuss this with Gene later, because
you are in a hurry. Anyway, Gene’s already done, so he couldn’t have 
been exposed to anything dangerous for very long.

Never ignore an unsafe act, no matter how good an employee is. And never delay speaking to an employee about an unsafe situation. Safety is the most important thing you have to be concerned with. You should never be in so big a hurry that you ignore or bypass safety matters.


How do you know when a safety problem exists? Before problems can be corrected, someone must be aware that the problem exists. You cannot solve problems and eliminate hazards that you are not aware of. This is what record keeping is for. Adequate and accurate records tell us when we have a safety problem, and if so, what that problem might be. Potential danger areas can be identified by keeping and reviewing records of injuries and incidents

In later sessions, we will discuss the investigation of injuries and “near miss” incidents in more detail. For now, be aware that by analyzing the events of the past you can prevent their recurrence in the future. A major portion of your injury prevention program, knowing what the problem is, can be solved by adequate and detailed records.

Before you can correct a problem, you must (21) _____________ that the problem exists. 

Accurate (22) ______________ can help you identify potential danger areas.

Many injuries happen to new or inexperienced employees, employees transferred to new duties, or older employees working with new equipment or procedures. When employees do not understand their jobs completely, they are likely to be less efficient and more prone to injury. Injury prevention through adequate training in proper procedures should be an integral part of your duties as a supervisor.

Working safely requires that employees have knowledge of the hazards of a job and how to recognize and avoid them. Your responsibility as a supervisor is to make your employees aware of potential hazards of the equipment and materials with which they work, and train them in the proper methods of working so as to avoid those hazards.

When employees do not understand their jobs completely, they are more likely to have an (23) ___________.

To avoid injuries, employees must be aware of the (24) ______

of their jobs.

Only then will they know how to (25) ___________ them.


When there are a high number of injuries, it will affect employee morale. Employees will be more positive about their jobs if they are not concerned or afraid of injuring themselves. Safety, morale and positive attitude go hand in hand. Good relations develop when employees feel that the supervisor is genuinely concerned about their safety. By showing true concern for your employee’s safety and well being you can help develop a positive attitude in your work group. 

(26) By demonstrating concern for your employees’ safety you, will 

improve their moral. 




(A) True 


(B) False 

(27) Employees who are afraid of getting hurt work safer. 

                        
(A) TRUE


(B) False

Let’s go back to our example with Gene and the grinder. You are going to speak to Gene about not wearing safety goggles, as the plant rules require. 

(28) When you approach him, you should say:

(A) “Gene, if you don’t put on those safety goggles, I’m going to write you up. Don’t you know that’s a violation of the plant rules?”

(B) “I’m concerned that you’re not wearing those goggles, Gene, especially with your excellent safety record. What might happen if a piece of metal were to get into your eye? I would hate to see anything happen to your eyesight.”

(C) “You know, Gene, that’s pretty stupid not wearing those safety goggles. If you get hurt, the old man’s going to be all over me about ruining the safety record.”

By showing true concern for the employee’s health and well-being, you will succeed in motivating him to work safely. Be sincere in your concern, and it will pay off in improved morale and attitude.


Equipment must be kept in good working order in order for it to operate safely and efficiently. A machine needing maintenance presents more hazards to an employee than one which is running properly. Encourage employees to report problems with controls, guards, and safety devices, and address these problems immediately. 

Never direct an employee to operate an unsafe machine. Fix the problem before allowing the machine to run, Safety devices, such as interlocks, emergency shutoffs, temperature controls, etc., should be checked on a regular basis for proper operation. A safety device should NEVER be defeated, no matter what the reason, and employee should be severely disciplined for doing so. 

(29) Timely maintenance can help to prevent injuries. 

(A)
True

(B)
False
When operating equipment, (30) _______________ should be as important a consideration as cost or efficiency. 

What would you do in this situation? Bob, your second shift lead operator, has told you the safety interlock on an assembly machine is not working. To operate the machine, a guard must be raised, exposing the operator to possibly losing a finger as the parts are positioned. Two hours of maintenance will correct the problem, but the first shift maintenance crew has gone home for the day, and you have no qualified mechanics to do the work. The employees who work on the machine are aware of the problem. 

Consider the possible solutions on the next page. 

(31) What would you do? 

(A) Be sure that all employees understand the problem, and tell 

Everyone to be extra careful until the problem can be fixed.
(B) Stop production immediately! Shut down the machine and 
reschedule the work somewhere else. Explain to the employees you cannot allow them to work on an unsafe piece of equipment. 
(C) Stop production immediately! Assign the machine operator to 
another task temporarily and call in a mechanic to repair the machine immediately.

Take the machine out of service until the necessary repairs can be made, or a mechanic should be called in immediately to find and repair the problem. 

SUMMARY

***********
SUPERVISORS MUST MAKE SAFETY A PART OF THEIR DAILY ROUTINE. By IGNORING SAFETY, YOU ARE NOT DOING YOUR COMPLETE JOB.

SET A GOOD EXAMPLE FOR YOUR EMPLOYEES. 

DON’T COMPROMISE SAFETY RULES FOR ANY REASON.

EVERY ASPECT OF A SUPERVISOR’S DUTIES CAN INFLUENCE THE SAFETY PERFORMANCE OF THE WORK GROUP. CONSCIENTIOUS APPLICATION AND FOLLOW-UP OF SAFETY PRINCIPLES WILL PREVENT INJURIES FROM OCCURING.

YOU CAN PREVENT INJURIES BY APPLYING COMMON SAFETY SENSE TO YOUR OPERATIONS. UNDERSTANDING HOW THE COST OF AN INJURY IMPACTS THE PROFITS OF 

YOU’RE COMPANY.

ENCOURAGE YOUR EMPLOYEES TO WORK SAFELY. 

DEMONSTRATE TRUE CONCERN FOR THEIR HEALTH AND WELL-BEING.

ANSWER KEY

************

(1)
_DAILY_

(2)
_IMPORTANT

(3)
(C)
VERY IMPORTANT

(4)
_IMPLEMENTING_

(5)
_PERFORMANCE_

(6)
_INUSRANCE COMPANY_

(7)
_INCREASE_

(8)
_DECREASE_

(9)
_HUMAN COST_ OR _ ACTUAL EXPENSE_

(10)
YOUR ANSWER COULD HAVE INCLUDED ANY OF THE FOLLOWING:

1. UNPRODUCTIVE COMPENSATED TIME

2. UNPRODUCTIVE CO-WORKER TIME

3. DAMAGE TO MATERIAL OR EQUIPMENT 

4. UNPLANNED OVERTIME

5. INVESTIGATION TIME

6. DECREASED OUTPUT 

 (11)
_PREVENT_

 (12)
_ALL THE TIME_

 (13)
_GOOD EXAMPLE_

 (14)
(B)
GO BACK AND GET YOUR HEARING PROTECTION, EVEN THOUGH YOU’LL BE A LITTLE LATE. YOU MUST SET THE RIGHT EXAMPLE FOR YOUR EMPLOYEES 

(15)
_SAFETY_

(16)
_SAFETY_

(17)
(B)
REARRANGE THE WORK ASSIGNMENTS TO KEEP THE EXPERIENCE WHERE IT’S NEEDED. YOU CAN GET THAT TRAINING FOR JERRY SOME OTHER TIME WHEN THINGS ARE NOT SO HECTIC, AND THE IMPORTANT THING IS NOT TO CREATE DANGEROUS SITUATIONS.

(18)
_IMMEDIATELY_

(19)
(B)
FALSE

(20)
(A)
APPROACH GENE AND POINT OUT THAT HE FORGOT THE GOGGLES, AND REMINDS HIM HOW IMPORTANT IT IS TO WEAR THEM WHEN GRINDING.

(21)
_RECOGNIZE_ (REALIZE)

(22)
_RECORDS_

(23)
_INJURY_

(24)
_HAZARDS_

(25)
_AVOID_ (PREVENT)
(ELIMINATE)

(26)
(A)
TRUE

(27)
(A)
TRUE

(28)
(B)
“I’M CONCERNED THAT YOU’RE NOT WEARING THOSE GOGGLES, GENE, ESPECIALLY WITH YOUR EXCELLENT SAFETY RECORD. WHAT MIGHT HAPPEN IF A PIECE OF METAL WERE TO GET IN YOUR EYE? I WOULD HATE TO SEE ANYTHING HAPPEN TO YOUR EYESIGHT.”

(29)
(A)
TRUE

(30)
_SAFETY_

(31)
(B)
SHUT DOWN THE MACHINE AND RESCHEDULE THE WORK SOMEWHERE ELSE.  OR

(C) REPAIR THE MACHINE IMMEDIATELY. 
SECTION III

In this section, we will discuss how to plan and present an 

effective safety meeting.


Knowledge and information are useless without the ability to communicate to others. This principle of communicating knowledge applies to everyone, and is a basic requirement in a successful 
safety program, No matter how sincere you may be about your plant’s safety program, your efforts to establish the program is wasted if you cannot effectively communicate your desires to your employees. 

An excellent way to communicate plant or department safety messages, and the most used way, is through the employee safety meeting. But, these meetings must be well planned and well presented in order to be effective. 

Knowledge must be (1) ________________ to others in order to be effective. 

The communication method most used to inform employees about safety is the (2) ______________   ______________. 

Conducting an effective safety meeting takes some effort on your part. Very few people can stand in front of a group and present a 20 or 30 minute talk about a specific topic without at least a little bit of preparation. This is especially true if you are not familiar with the subject. 

A technique has been developed to help you do a better job in getting ready for, and conducting safety meetings. The technique is known as the “Five P Plan”.
The five “P” s are:

PREPARE

PINPOINT

PERSONALIZE

PICTURIZE

PRESCRIBE

We will explain in greater detail each of these points on the following pages. 


The first step in the Five P Plan is preparation. Preparation means knowing your audience, knowing your subject, and organizing your presentation. 

Your first step to an effective safety meeting is (3__________________.

To make your presentation effective, you must know your audience. This means understanding about their personalities, and what motivates them, their overall safety attitude, etc. As their supervisor, you should know your employees very well. Try to plan your presentation so it will appeal to the personalities in your work group. 

Knowing the personality of your (4) ________________ will help you to better plan your presentation. 

You must also know your subject in order to present it well. Be sure to give yourself adequate time to learn about the subject. Read all the material you can find about the subject. Use any resource available to you. Literature may be available at the plant, or you can call the Corporate Safety Department for resources. Look through old magazines or articles for information. 

When preparing for your meeting, you must be sure you (5) ___________ your subject very well. 

Don’t leave this knowledge to memory. Write down key points and make an outline of the topics you wish to cover. Don’t be ashamed to conduct your meetings with notes; the best public speakers in the world use notes. This is especially important with many safety topics because you do not want to run the risk of misunderstanding. 

An (6) _________________ will help you remember key points that need to be covered. 


The second step in effective safety meeting planning is to (7) ________.
To “pinpoint” means to only cover the important points about your topic. Most safety meetings only last about 25-30 minutes. To leave adequate time for discussion and questions, condense your topic down to its most important points and emphasize them. 

When you (8) _____________ your topic, you reduce it to its important elements. 

Trying to “pinpoint” your topic makes it essential that you prepare an agenda for your safety meeting and stick to it!

Employee questions should be encouraged, and answered as they are raised. Remember, your purpose is to communicate correct information. Encouraging questions ensures that everyone understands what you are telling them. 

However, you will occasionally encounter the employee that seems to have an endless supply of questions. This is ok if the questions are essential to the understanding of the topic, and you think that they need to be addressed. 

(9)___________________ should be answered as they arise. 

Occasionally, you may see the discussion become sidetracked, or the employee’s questions may wander farther and father away from the essential information you are trying to present. You should immediately get the meeting back on track. Indicate to the employee that you will discuss the other concerns after the meeting, and steer things back where they belong. 

Do not allow an over-enthusiastic employee to sidetrack your purpose by asking (10) ________________ questions. 


The third step in your planning is to (11) ________________.
Present your material on the level of your listeners. Your employees want to know what is going on, and they want to feel trusted and respected. 

Speaking to them with highly technical language will only confuse and frustrate them. Not only that, you probably will not accomplish anything. They will not be able to put into practice what you have presented, simply because they do not understand it. 

Conversely, do not talk down to them. They will become angry with you for not recognizing their intelligence. Although they will understand what you have told them, they may not practice it, either because of anger or spite. 

You must fit your presentation to the (12) __________________ level of your audience. 

You should know your employees. Use this knowledge of their abilities, background and interests to develop a common ground with them. 


Your fourth step is to (13) ____________________ your presentation. 

“Picturize” is probably not a word. But it describes very well the next process in your safety meeting presentation. 

When you picturize your topic, you create mental images of the ideas and concepts you are trying to get across. There are several ways to accomplish this, and a good variety of them should be used at every safety meeting. 

When you picturize, you create a mental (14) _______________ of your topic. 

Here are some ways to picturize a topic or an important point: 

· Posters and pictures

· Films and videos
· Diagrams (drawn by you on a blackboard or flip chart)
· Booklets, magazine article reprint, etc
· Photographs

· Personal experiences ( those can be from you or a co-worker that relate to the subject)

Posters, displays and other visual aids are very important to your presentation, and can make an otherwise boring topic, very interesting. They are very helpful in your presentation, but they should never be used as the only presentation. Use visual aids as supportive tools to reinforce the message your presentation. 

Visual aids can picturize ideas and concepts, but they should be used to (15) ______________ your presentation. 


Your final step is to (16) _______________. Don’t leave your audience hanging in the air at the end of your presentation. Make sure that you explain how your topic relates to their jobs, and to the company’s safety program. In other words, prescribe a solution to the problem. 

Show how following the required safety procedures, or using the required safety equipment or techniques, makes their jobs less hazardous, and reduces the chance of injury. Demonstrate the benefit of your topic. 

If you discuss a safety problem, you should be able (17) ____________ a solution. 

The (18) _____________ of your safety meeting topic should always be demonstrated. 

Combinations of unsafe acts and hazardous conditions cause all workplace injuries. When good safety attitudes and habits are formed, injuries are prevented. To accomplish this, you must be able to communicate safety effectively to your employees. You can retain their interest and attention, and improve their safety awareness, only if you prepare and present effective and meaningful safety meetings. 

(19)__________________ and (20) ______________safety meetings will promote a better safety awareness in your employees. 

SUMMARY
***********
REMEMBER TO:

PREPARE
· DO I HAVE ADEQUATE KNOWLEDGE?
· ARE EXAMPLES USED PROPERLY?
· IS THE TOPIC RELEVANT?
· AM I ORGANIZED?
PINPOINT

· IIS THE TOPIC WELL DEFINED?

· HAVE I COVERED ALL THE POINTS?

· TOO MUCH INFORMATION?
PERSONALIZE

· AM I AT THE GROUP’S LEVEL?
· DO I KNOW THEIR MOTIVATIONS?
· CAN I RELATE TO THEIR ATTITUDES AND ABILITIES?

PICTURIZE

· USE VISUAL AIDS. 

· CREATE MENTAL IMAGES. 

· USE PERSONAL EXPERIENCES AND EXAMPLES.
PRESCRIBE
· HAVE I SOLVED THE PROBLEM? 

· HOW WILL THIS TOPIC HELP?

· WHAT IS ITS IMPACT ON THE WORK EFFORT?
ANSWER KEY






*************

(1)
COMMUNICATED_

(2)
_SAFETY MEETING_

(3)
_PREPARATION_

(4)
_AUDIENCE_
(EMPLOYEES)

(5)
_UNDERSTAND)
(KNOW)

(6)
_OUTLINE_

(7)
_PINPOINT_

(8)
_PINPOINT_

(9)
_QUESTION_

(10)
_UNNECESSARY_

(11)
_PERSONALIZE_

(12)
_UNDERSTANDING_
(INTELLIGENCE)

(13)
_PICTURIZE_

(14)
_IMAGE_
(PICTURE)

(15)
_SUPPLEMENT_
(AID)

(ENHANCES)

(16)
_PRESCRIBE_

(17)
_DEMONSTRATES_
(SHOW)
(DISCUSS)

(18)
_APPLICATION_ (EEFFECTIVENESS)
(PURPOSE)

(19)
_EFFECTIVE_

(20)
_MEANINGFUL_ 

SECTION IV


In this section, we will discus the techniques of training for safety. These Techniques will be useful for any kind of training you may be called upon to do.

The purpose of this section is to explain the importance of proper training in the recognition and avoidance of hazards. It will also outline the responsibilities of the supervisor, and introduce the techniques used to train employees successfully. 

The supervisor is responsible for the safety of each of his or her employees. One of the most important tools in injury prevention is education. Performing a job safety is a very complex skill, which requires effective training and continual review. 

Each employee can’t afford the cost of learning by trial and error. So you, the supervisor, must become an educator, to help your people learn from the experience of others. 

The (1) _________________ is responsible for safety of his or her employees. 

Employees cannot afford to learn safety by (2) ____________ ___________.

Why are supervisors responsible for safety education? Because you are the person most directly in contact with the students, your employees. Most important of all, you are familiar with both the work to be done and the hazards of the jobs. 

If employees are to work without injury, they must be instructed to work that way. Lack of knowledge or skill is one of the most frequent unsafe acts leading to injury on the job. 

If an employee was never taught the correct way to do a job, he may lack the necessary (3) _________________ and (4) ​​​​​​​​​​​​​​​​​​​​_______________ to do the job safely. 

An employee may have learned to do the job safely under normal conditions, but never learned to perform the job under all conditions. This can cause an unsafe act, resulting in an injury. Every employee starting on a new job should be taught how to the job safely under all conditions. 

Even if the employee has done similar work before coming to this job, he needs to know exactly what is expected of him in the new job. You should be sure the employee learns what the established safety procedures are. 

Train employees to do their jobs (5) _______under (6) ______

conditions. 

Employees need to be taught established (7) ____________ procedures. 

Job training or job instructions can be broken down 

into four basic steps:
· Preparation
· Presentation
· Evaluation 
· Follow-up
We’ll look at each of these individually on the next several pages. 


Your first step, preparation, involves putting the student at ease. 

Find out how much training the student already has; don’t tell him things he already knows. Get him interested in learning more about the job. Relate the job to the total operation, so he feels that the job is important. Try to create interest in the job by the student. This will make him a more willing learner.

To prepare the student, you should try to put him (8) ___________.
The employee will be more willing to learn if he is (9) ___________.
The other part of preparation involves you, the instructor. Know your material well! You should have a through knowledge of the job to be taught, and all hazards and dangers related to it. Be sure you have all the tools and materials available before you start instruction. It is embarrassing and disruptive to have to interrupt the session because an important tool or part was forgotten. 

Your (10) _________________ is important, too!

Collect all the (11) __________________ and (12) ________________ you will need before beginning the instruction. 

The first step in instruction is (13) __________________. 


After you have completed your preparation, the second step in the instruction process is (14) _______________________.

Presentation might be considered the most important step in the instruction process. This is the opportunity for you to explain. And demonstrate just exactly how the job is to be performed. Remember back to your school days’ when you would participate in the “show and tell” exercises? Your instructions should be modeled after that concept. Think of it as a “show and tell” on the proper way to perform the job. Always start with the simple procedures and move slowly to the more complex. 

To present the job procedures to the student, you should (15) ________ and (16) ________ him exactly how to do the job. 

The presentation should be performed in stages of not more than five or six steps at a time. If the job consists of more than six steps, it should be broken into smaller units for instruction. 

Each step should be done in correct sequence from start to finish. Never skip around and perform different parts of the job out of sequence. This does nothing but confuses the student, and makes it difficult to understand what is expected of him. 

Demonstrate only (17) _________or (18) _____________ step at a time. 

Always show the steps of the job in the (19) ______________ sequence. 

Begin by doing the job yourself, two or three times, from start to finish at normal speed. Don’t take time for explanation just demonstrate while the student watches. Then, proceed through the operation slowly, explaining each step as you go. Name the parts, tools and processes carefully as you go, using the accepted terms and names. 

Be sure to emphasize KEY POINTS in the procedure. KEY POINTS are special information or critical steps the student must know to do the job safely and correctly. 

Do this as many times as necessary, until the student has a thorough understanding of the job procedure. Encourage him to ask questions, or have you repeat something, if he does not understand it. 

Start by doing the job at (20) ______________ speed, then do it
 (21) ___________ as you explains each step. 

Encourage (22) ______________________ from the student. 

Emphasize (23) ____________________ in the procedure and be sure the student (24) _____________________ them. 

Step one of the training procedure is preparation, not only for you but for the student as well. 

Step two is the presentation of the information. This is your opportunity to emphasize all the important safety precautions to be taken while doing the job. 


Step three is when you discover how effective your presentation was. This step is known as (25) ______________.

In the evaluation step, the student now takes over and performs the operation slowly. He should explain what he is doing as he proceeds, using the correct names of parts, tools and processes. He should also be able to recall and recite the KEY POINTS which you emphasized during your presentation. 

This test the knowledge of the student as he shows you how to perform the job in exactly the same way as you demonstrated. Be sure that the student understands what he is doing and why he is doing it. Do not hesitate to prompt the student and help him when he appears to be stuck. To allow him to remain stuck will make the exercise very frustrating, and will interfere with the learning process.

To evaluate the student, you should have him perform the job
(26) ____________, explaining what he is doing to you.  

The student should be able to remember the (27) ________   ________ that were emphasized in your presentation.  
Have the student perform the job several times, with explanation, until you are comfortable he understands the procedure, Now, have him perform the job without explanation as you watch. Remember your goal here is not speed, but accuracy. 

Because you know the job well, you might overlook details during this stage. To emphasize details, discuss any steps where the student seems to hesitate, fumble or appears unsure of himself. If he seems unsure, return to the presentation step, re-demonstrate the job, and try again. 

When you are satisfied the student knows the steps of the job, allow him to perform it without (28) ______________________.

(29)_____________________ is more important than speed at this point. 

With these three steps of training completed, you are ready to proceed to step four, which is (30) _______________. 


In the follow up step, your goal is to build confidence in the employee as he performs the job that he has been trained to do. Be sure that you have told him where to go for help, should he have any questions or problems. 

This follow-up is very important because the employee puts into practice what he has learned. While he may have learned the correct way to do a job, he may fail to put that knowledge into practice. He will then begin to do the job incorrectly, possibly injuring himself or a fellow employee. 

The follow-up step is to build (31) _________________ in the employee. 

Follow up on your instruction by stopping by to check on how the employee is doing the job. Be sure to solicit questions or concerns from the employee to be sure he is not having a problem with the job procedures. Offer your assistance if necessary. Observe the employee performing the job, especially the safety aspects. 

If the employee is performing as required, compliment him on his progress, tell him to continue the good work, and remind him who to contact with a problem. 

Check with the employee to see there are no (32) ___________________ and offer your (33) ________________ if necessary. 

Be sure to (34) _______________ good performance. 

On the other hand, if you observe incorrect or unsafe job performance, you must address it immediately. To be an effective supervisor, you must bring all unsafe acts to the attention of the employee, and correct them when they are first observed. This will prevent them from becoming dangerous habits. 

You should explain to your employee that correcting unsafe acts and practices is not reprimanding or fault finding. Correcting their unsafe actions should be motivated by sincere concern for their well-being. 

Correction and assistance for unsafe practices should always be given in a friendly, natural manner in order to gain their confidence, and to ensure that they do not feel that they are being “picked on”.

All unsafe actions and procedures should be noted and corrected 
(35) _____________.
Your employees should understand that you are a (36) _________ about their well-being, and not just finding (37) _______________.

Of course, there are exceptions. You may have to deal more harshly with employee who are chronic rule-breakers, or who have a poor safety attitude. We will discuss this in more detail in SECTION EIGHT, which deals with enforcing safety rules.

SUMMARY

**********

THE FOUR BASIC STEPS OF SAFETY TRAINING ARE:

· PREPARATION

· PRESENTAION 

· EVALUATION 

· FOLLOW-UP

PREPARATION REQUIRES YOU TO:

· DEFINE YOUR GOALS 

· KNOW YOUR STUDENT 

· KNOW YOUR MATERIAL 

· ORGANIZE YOUR PRESENTAION

PRESENTAION REQUIRES YOU TO:

· SELECT THE PROPER SETTING

· REMEMBER YOUR GOALS 

· MONITOR THE STUDENT 

· ENCOURAGE QUESTIONS

EVALUATION REQUIRES YOU TO:

· OBSERVE THE STUDENT 

· FINE TUNE YOUR INSTRUCTIONS

· UPDATE WITH NEW INFORMATION

REMEMBER TO:

TELL THEM YOU’RE GOING TO TELL THEM, 

TELL THEM,

TELL THEM WHAT YOU TOLD THEM.

ANSWER KEY

*************

(1)
_SUPERVISOR_

(2)
_TRIAL AND ERROR_

(3)
_KNOWLEDGE_

(4)
_SKILL_

(5)
_CORRECTLY_

(6)
_ALL_

(7)
_SAFETY_

(8)
_AT EASE_

(9)
_COMFORTABLE_

(10)
_PREPARATION_

(11)
_TOOLS_

(12)
_MATERIALS_

(13)
_PREPARATION_

(14)
_PRESENTATION_

(15)
_SHOW_

(16)
_TELL_

(17)
_FIVE_


(18)
_SIX_

(19)
_PROPER_

(20)
_NORMAL_

(21)
_SLOWLY_

(22)
_QUESTIONS_

(23)
_KEY POINTS_

(24)
_UNDERSTANDS_

(25)
_EVALUATION_

(26)
_SLOWLY_ 

(27)
_KEY POINTS_

(28)
_EXPLANATION_

(29)
_ACCURACY_

(30)
_FOLLOW-UP_

(31)
_CONFIDENCE_

(32)
_PROBLEMS_

(33)
_ASSISTANCE_

(34)
_COMPLIMENT_

(35)
_IMMEDIATELY_

(36)
_CONCERNED_

(37)
_FAULT_

SECTION V


In this section, we will discuss the requirements of the OSHA Hazard Communications Standard, the training of employees about hazardous 

materials and the importance of keeping the accurate record.


The OSHA Hazard Communications Standard was enacted to ensure that workers were aware of the potential hazards of the various chemicals and materials with which they work. It has several different requirements dealing with training, notification, record access, and record keeping.

As a supervisor, you should have a through knowledge of the materials in you work area which could be potentially hazardous to your health or the health of your employees. 

The purpose of the Hazard Communications Standard is to educate 

employees about the (1) _____________ of the materials they work with.

Supervisors should understand the (2) _____________ of materials in their 

work area.

They must be sure that their (3) ____________ understand them, also.

The Hazard Communication Standard requires that employers:

· Identify and list the hazardous materials in their workplace.

· Obtain and keep on file a Material Safety Data Sheet 

(MSDS) for each of these materials.

· Make this hazard information available to the workers.

· Train employees in the hazards of the materials, and the preventive to be taken to minimize exposure.

· Document this training, and the other steps taken to meet the provisions of the standard.
(4) List three of the five things you must do in order for your plant to be in compliance with the OSHA Hazard Communications Standard:

1. _______________________________________

2. _______________________________________

3. _______________________________________

The purpose of this session is to provide you with the general knowledge you need to ensure that your workers are protected from any hazardous materials that they may be exposed to.

You will find a more detailed explanation of the Hazard Communications Standard in the Sonoco’s Corporate Safety and Health Manuel, Section #5.50, entitled “Hazard Communications Program.”

Briefly, the Hazard Communications Standard requires employers to:

· Identify hazardous materials.

· Keep an MSDS for each of these materials.

· Make this information available to employees.

· Train employees about the hazards. 

· Document the employee training 

Through the remainder of this session, we will cover each of the Hazard Communications Standard requirements, with more detailed information on each of them.


Every plant must have a list of its hazardous materials on file, with MSDS’s for each time. In a large plant, this may be broken into smaller lists by work area. You should be familiar with the location of this list and the materials listed.

The MSDS file should be reviewed at least annually. Only materials currently in use need be kept on this list. Materials no longer used should be moved to an “inactive” file. Before introducing new materials into the workplace, you must have an MSDS in hand, even for samples and “experimental” products.

Your MSDS file should be reviewed at least (5) __________________.

In reviewing your hazardous materials list, you have found that there are several Data Sheets (from different suppliers) for a solvent used in the maintenance shop. You have stopped using two of the suppliers, and now buy exclusively from one distributor.

(7) What should you do with the old MSDS’s?

(A) Throw them away. They won’t be needed any more.

(B) Remove from the list, but keep them for future reference.

(C) Leave them there, they are important!

A salesperson has provided you with a sample of a new adhesive to try. 

He’s told you this is the best product to hit the market since sliced bread. You are anxious to give it a try, because if it does what it is supposed to do, it will save the plant several thousand dollars in raw material costs every year. 

(8) What is the first thing you should do before you try it out in 

production?

(A) Get your Plant Manager’s permission.

(B) Read the specification sheet to be sure you use it correctly.

(C) Get a copy of the MSDS and learn about any hazardous

properties.


The inventory list and the MSDS’s must be readily available to all employees during the normal working hours. The most convenient way to provide this is by putting everything into a loose-leaf notebook and keeping it in a common area. The supervisor’s office is a good place, provided it is not locked while the plant is in operation.

Be sure that your employees know of the existence of the notebook, and where it is kept. Encourage them to refer to it when they have a question about a material they are working with.

(9) Workers must have access to the hazard information during ____________ _____________ _____________.


This is the key to the entire program! The purpose of the Hazard Communication Standard is to make employees more aware of the hazardous materials with which they work. You must be certain that they have been trained in these hazards, and understand them. They must know how a particular substance can be harmful, and what to do in case of an emergency. 

Here is a list of the things the employees must know about each of the hazardous materials in his work area:

1. What kind of hazards does it represent (is it toxic, flammable, explosive, corrosive, etc.)?

2. If it is toxic, how does it enter the body (by inhalation, ingestion or through the skin)?

3. What type of harm (organ damage, burns, blindness, etc.) can the material cause?

4. What precautions must be taken (gloves, respirator, ventilation, etc.) when using it?

5. What emergency measures (evacuation, clean-up procedures, etc.) are needed in case of an incident?

6. Where to find all this information (the MSDS book).

You must also document this training, and keep a permanent record of each employee’s training for examination by OSHA Compliance Officer if your plant is ever inspected. 

Your employees must know:



What the (10) _______________ is.



The (11) _____________ of entry into the body.



(12) _____________ the material can harm the body.



The (13) _____________ they should take for protection.



What to do in case of an (14) _______________.

(16) An OSHA Compliance Officer will take your word that you have trained everyone about hazard communications.

(A)
True


(B)
False


Every container of hazardous material in your plant must have a label which displays the trade name, the chemical name, and the potential hazards of the material. Original containers (the ones you receive from the manufacturer, supplier or distributor) must also have the name, address and phone number of the manufacturer.

Tanks and vessels for bulk storage must also be labeled with their contents and hazards.

If you transfer the material to another container (for instance, to a squeeze bottle or a small pail), you must attach a label with all the necessary information to that secondary container.

You should make a regular check of all the containers in your department to ensure they are adequately labeled.

Besides the material’s trade and chemical names, a label must also show the (17) __________________ _________________ of the substance.

The (18) ______________ ______________ on a manufacturer’s label gives you a way to contact them in case of an emergency.

You should be sure that all (19) ___________ containers used on a daily basis are properly labeled.

SUMMARY

**********

EMPLOYEES MUST BE TRAINED IN THE HAZARDS OF THE 

MATERIALS WITH WHICH THEY WORK AND YOU MUST DOCUMENT THIS TRAINING.

HAZARD INFORMATION MUST BE ACCESSIBLE TO THE 

EMPLOYEES WHILE THEY ARE ON THE JOB.

PROTECTIVE MEASURES MUST BE PROVIDED TO THE EMPLOYEES WHEN THEY WORK WITH HAZARDOUS MATERIALS, AND THEY 

MUST KNOW THE PROPER WAY TO USE IT.

ALL CONTAINERS USED IN THE WORKPLACE MUST BE PROPERLY LABELED WITH HAZARD INFORMATION.
ANSWER KEY

************

(1)
_HAZARDS_

(2)
_HAZARDS_

(3)
_EMPLOYEES_

(4)
YOUR LIST SHOULD HAVE THE FOLLOWING:

1. IDENTIFY AND LIST THE HAZARDOUS MATERIALS.

2. KEEP A MATERIAL SAFEY DATA SHEET (MSDS) ON FILE.

3. MAKE THE HAZARD INFORMATION AVAILABLE TO THE WORKERS.

4. TRAIN WORKERS IN THE HAZARDS OF THE MATERIALS.

5. DOCUMENT THE TRAINING.

(5)
_ANUALLY_

(6)
_ACTIVE_

(7)
(B)
REMOVE THEM FROM THE LIST, BUT KEEP THEM 


FOR FUTURE REFERENCE.

(8)
(C)
GET A COPY OF THE MSDS AND LEARN ABOUT ANY 
HAZARDOUS PROPERTIES.

(9)
_NORMAL WORKING HOURS_

(10)
_HAZARD_

(11)
_ROUTE_

(12)
_HOW_

(13)
_PRECAUTIONS_

(14)
_EMERGENCY_

(15)
_HAZARD INFORMATION_

(16)
FALSE, AN OSHA COMPLIANCE OFFICER WILL NOT TAKE YOUR
WORD THAT YOU HAVE TRAINED EVERYONE ABOUT HAZARD 
COMMUNICATIONS.

(17)
_POTENTIAL HAZARDS_

(18)
_TELEPHONE NUMBER_

(19)
_SECONDARY_

SECTION VI


In this section, we will discuss the techniques of 

incident and injury investigation.


Incident investigation is the single most important tool in an effective injury preventive program. Injury preventive is being able to identify potential and actual injury causes and then taking steps to eliminate or rectify them. Your investigation is the primary tool for identifying injury causes. Not only will it uncover potential causes which might have gone unrecognized, but it will also identify actual problems that currently exist in the work environment.
Before you can take steps to eliminate them, you must be able to identify both the (1) _____________ and the (2) ____________ causes of a work related injury. Your primary tool for this is the incident (3) ___________.

The results of a thorough investigation have both an immediate and a delayed value. The immediate value is using these results to implement corrective action(s), preventing recurrence of a similar injury. The delayed value is the ability to use a collection of facts from several investigations to reveal trends or trouble spots.

Using the results of your investigation to implement corrective action is the (4) _____________ value of your investigation.

By collecting data and trying to identify trends, you are using a 

(5) ___________ value of incident investigation.

Let’s look at and example:

Billy, one of your machine helpers, has just been injured. His sleeve was caught in a moving part of the machine, causing his arm to be drawn into a hot mandrel. Your investigation shows that Billy has to place himself in an unsafe position to perform a routine adjustment to the machine, and this resulted in his injury. 

(6) What are the immediate values of the results of your investigation? (There is more than one!) 

(A) Billy obviously wasn’t paying attention, and should be told to 

be more careful.

(B) The adjustment procedure should be modified. 

(C) Loose-fitting clothing should not be worn.

(D) The supervisor should pay more attention.

Reviewing your records, you have found three similar injuries in the 

last 8 months.

(7) What delayed value have you discovered?
(A) Employees are all careless. 

(B) Guards may be needed in that area.

(C) The adjustment procedure should be redesigned.

(D) Both B and C are appropriate.
There are differences of opinion about the kinds of incidents that should be investigated. At Sonoco Products Co., we feel that ALL injuries should be investigated and reported. This includes:

· Disabling injuries 

· Injuries requiring medical or first aid treatment
· Events contributing to occupational illness
· Incidents resulting in property damage only

· Never-miss incidents with potential injury or property damage

The reason for investigating all incidents, no matter how minor, is simple:

At Sonoco, the philosophy is that (8) ____________ incidents should be investigated, even if the injury was (9) ___________, or there was no injury at all.

The logic behind this is that if the (10) ____________ of the incident are not identified and (11) ___________, eventually a serious (12) _____________ will result.

Incident investigation is more than collecting and reporting someone’s account of an injury. An incident investigation is a systematic effort to establish how and when and injury occurred. As the investigator, you must know in advance what kinds of information you are looking for. You must collect your information from all available sources: the injured worker, witnesses, the scene itself, and even re-enactment of the circumstances when necessary. After you are done, you must also evaluate the statements, claims, facts and opinions, and draw conclusions about why and how the incident occurred.   

An incident investigation is an effort to uncover the facts about

(13) ___________ and (14) ___________ and injury occurred.

Once the facts are collected, you must (15) ____________ these facts, and draw conclusions about the causes of the incident.

Two mistakes are often made regarding incident investigation. The first is that the investigation is simply filling out the “paper work” to satisfy the requirements of management. This leads to worthless investigations, because only the bare minimum of information is gathered so that the investigation report can be filled out. 

The second mistake is that the investigation is a “fault-finding” expedition. If an injury occurred, then someone must be blame. Therefore, the investigation must be done to find out who to blame. This reduces the investigation to finger-pointing. It de-emphasizes the constructive nature of the investigation. Often, the investigation is stopped as soon as the blame can be placed, usually on the injured worker. This leads to lopsided, short sighted investigations.                     
                                                   

(16) An investigation should be thought of as a way to place responsibility for the incident on a particular person.

(A)
True 

(B)
False

(17) When you have enough information to fill out the investigation report, you are done.

(A)
True 

(B)
False

A good investigation will give you the (18) ___________ you need to 

(19) __________ the incident from occurring again.

Preventing recurrence is the true objective of incident investigation. The search for the facts is a search for a solution to stop the incident from happening again.

The true objective of an incident investigation is to (20) _______________ a ______________.

Incidents and injuries should be investigated as soon as practical after their occurrence. The more time that is allowed to lapse before beginning the investigation, the greater the risk of not getting a true picture of what happened or why. People forget details very quickly, especially under stress of emotional shock. They manufacture “facts to till in memory gaps of what they saw or heard, often without even realizing they are doing so.
(21) When should incidents and injuries be investigated?

(A) Within 24 hours

(B) As soon as possible 

(C) Whenever there is free time to do it 

(D) Investigations are not necessary unless the injury is
serious

Clearly, the injured employee’s version should be obtained as soon as possible before memory begins to distort the facts. Similarly, interviewing the witnesses should be done without delay before they have an opportunity to compare notes or unconsciously “fill in” any memory blanks.

The one exception to this is if the investigation will delay necessary medical treatment, then the medical treatment should take priority. Do not interview the victim if he needs immediate treatment or if he is in severe pain or extremely upset.

Delay the investigation only if it will interfere with prompt (22) ______________ _____________ of the victim.

You have just been called to the scene of an incident in the warehouse. Your warehouse foreman, Louise, has been struck by a fork truck. The injury appears to be quite serious. She is bleeding severely from a cut on her arm.

(22) Place the following events in their correct order of occurrence:

(A) Rope off the scene so it is not disturbed.
(B) Identify witnesses and get their statements.
(C) Stop the bleeding from Louise arm.
(D) Determine who was driving the fork truck.
(E) Get Louise to a medical facility for treatment.
(F) Get a statement from Louise about what happened.


The investigation should take place at the scene, for several reasons:

The average person has difficulty using only words to describe a sequence of events. At the scene, everyone has the opportunity to point out objects and demonstrate events.

You can appraise how much the workplace hazards themselves contributed to the incident.

The people involved are less likely to deviate from what really happened. When not at the scene, there is the risk of exaggerating outside factors, such as noise, light, traffic, etc.

You may get a better idea of what might be done to prevent recurrence through a survey of the physical scene.

(23) Where should the investigation take place, if possible?

(A) In the supervisor’s office 
(B) At the scene of the incident 

(C) Someplace comfortable 

(24) Why is this true?

(A) Individuals can point out things in the area.

(B) A scene survey may uncover problems needing correction.

(C) You can judge how hazards may have contributed.

(D) All of the above are true.

There are times when noise or work may interfere with an on-scene investigation. However, it may still be possible to interview the involved personnel some distance from the scene, but close enough so that things and events may be pointed out.

· To CONDUCT YOUR INVESTIGATION, YOU MUST GATHER INFORMATION
There are several ways doing this. Normally, not all are necessary to get the complete story of any one incident. Your three principle sources of information are:

INTERVIEWED THE INJURED EMPLOYEE AND WITNESSESS- The employee who was injured is the primary source of information. Unless there are very special circumstances, the injured employee should always be interviewed as soon as possible after the incident.

Witnesses should be identified and interviewed as quickly as possible, also. A single witness may not know the whole story, but information from several may clarify the events which occurred. Witnesses become your prime source of information when you can’t interview the victim because of injuries or shock.

RE-ENACTMENT OF THE INCIDENT- Sometimes it is desirable to have people involved in re-enactment of the incident. This will enable you to better understand exactly what happened. REMEMBER THE RE-ENACTMENT CAN BE DANGEROUS. It should only be used when other sources of information leave serious gaps or unanswered questions. Be careful to avoid a repeat of the same injury. 

(25) What three principle ways do you have to collect information for your investigation?

(A) ______________________________________________

(B) ______________________________________________

(C) ______________________________________________

Now, let’s discuss each of these techniques in more detail:

Your first step should be to (27) __________________________________.

While the following information deals specifically with the interview of the injured employee, the same principles and techniques should be used when interviewing witnesses.

Your basic concern during this interview is to gain the employee’s cooperation. There are many reasons why he may be uncooperative. Embarrassment, fear of ridicule and fear of disciplinary action are a few.

Your first task, therefore, must be to minimize these feelings and get the employee to cooperate in the investigation. This can be accomplished by your conscious effort not to be judgmental. The employee must be reassured that the purpose of the investigation is not to blame or “point fingers” at anyone; that your desire is to uncover the true cause of the incident and prevent a recurrence. A five step method is suggested:

1. REMIND THE EMPLOYEE OF THE INVESTIGATION PURPOSE

2. ASK FOR THE EMPLOYEE’S COMPLETE VERSION 

3. ASK QUESTIONS TO FILL IN THE GAPS 

4. CHECK YOUR UNDERSTANDING 

5. DISCUSS FUTURE PREVENTION

You will learn more about each of these points below. We’ll use the following situation:

George Martin is one of your best set-up attendants. He has worked in the department for 11 years. Today, George injured his hand on a cut –off saw. He has a deep cut across the palm, which required stitches. You sent him for medical treatment, and he has just returned. He is now in your office and you are about to interview him to find out what happened.
Explain briefly that the purpose of the investigation is to learn what occurred and how it occurred so that a repetition can be avoided.

Reassure him that the purpose is not to make him look bad or to blame him. Let him know that you would appreciate his cooperation.

(28) What do you say to start the conversation?

(A) “Boy, that sure was dumb thing you did this morning, sticking    

your hand in that saw.”

(B) “George, we need to find out what happened this morning so 

we can keep it from happening again.”

(C) “I sure hope your hand is going to be all right. You know, if 

you didn’t have that machine locked out, it’s going to 

mean some layoff time.”

Your objective is to set the employee at ease about telling the truth, and to convince him that he is helping to prevent injuries by cooperating. The extra time taken in this step to put the employee at ease is generally well repaid. It assures that the investigation starts on a friendly, rather than threatening, note.

You should avoid the appearance of making fun of 

the employee or his injury by calling his actions

 “stupid” or “dumb”, or other such descriptions.

 He may try to push the responsibility for the injury onto the equipment or his co-workers in an attempt to “save face”.

Don’t threaten the employee with disciplinary action before you have the facts of the incident. When you complete your investigation, the facts may show that discipline will be appropriate. There will be plenty of time to address the situation then. By starting your discussion with a threat, the employee will be placed on the defensive, and may distort or even hide essential information to try to protect himself. 

Remember to try and set the employee at ease. You want to convince him that he is helping to prevent injuries by cooperating. Your efforts will be well repaid by assuring your interview starts on a friendly, and not threatening, note. 


 After reminding the employee of the purpose of the investigation, your next step should be to (29) __________________________________.

Ask the employee to explain in his own words (1) what he was doing, (2) how he was doing it, and (3) what happened. Whenever practical, allow him to explain at the scene of the injury. That way, he can demonstrate his exact location, and point things out that may be difficult to verbalize. 

A very effective technique at this time is to remain quiet. Do not interrupt while the employee is explaining, even if you have not understood all that has occurred. Wait until he finishes his version before you question him, as interruptions can throw some people off balance. Also, while listening, don’t make any remarks that may antagonize the employee or put him on the defensive.

(30) As the employee explains what happened, you should:

(A) Interrupt to be sure you understand what he is saying.

(B) Correct obvious mistakes in his version of the events.

(C) Remain quiet and allow the employee to tell the entire story.

You need to know what George thinks happened, in his own words. You should be prepared to take good notes of the conversation. 

Interruptions may break the employee’s train of thought and lead to confusion. Wait until the employee is finished to clear up any confusion or misunderstanding on your part. Witnesses can fill in gaps later.

Remember, you asked for the employee’s version! You may have your own ideas about what happened, and these will be valuable in the final analysis. But, you have asked the employee to tell you what happened, and he is relating the story from his point of view. 


You have explained the purpose of the investigation, and asked the employee for his version. Your next step should be to (31) ___________.

If you are not clear about a certain part of the employee’s description of the incident, ask specific questions to get the information you need. At this stage, confine your questions to (1) what was being done, (2) how it was being done, and (3) what happened. Questions about “why” can be saved for later. For now, you are looking for objective information and facts about the incident.

ASK OPEN-ENDED QUESTIONS 

(These require more than a yes/ no answer.)

(32) Which of these questions would you not ask?

(A)
“And what happened after you opened ……….?”

(B)
“Where were you standing when ………….?”

(C)
“Did you turn the saw?

ASK OBJECTIVE QUESTIONS

(To define the physical conditions at the time.)

(33) Which of these is an objective question?


(A)
“Was there water (or oil, or grease, etc.) on the floor?”


(B)
“Who left the power on?”


(C)
“Why didn’t you ask for help?”

Your questions should be (34) ________ ________and (35) ______.

Remember what your objective is: to discover the facts about how and why the incident happened. Try very hard not to be judgmental with your questions. A question like, “That wasn’t a very smart thing to do, was it?” leaves the employee with the feeling that you have already decided the incident was his fault.

A question that is (36) ______________ makes the employee feel that you already think he was to blame.

You should also avoid leading questions. These suggest what the answer should be, or what you would like the answer to be. An example of a leading question would be, “You didn’t try to turn the valve, did you?” This suggests that he shouldn’t have turned the valve, and you are expecting (or hoping) the answer will be “no”

Don’t ask questions that suggest their own (37) ____________.

You have explained your purpose, gotten the employee to tell you his 
version, and questioned him to fill in any gaps. Your next step is to (38) ________________ _____________ ____________.

To make certain you understand what the employee attempted to explain, check your understanding of the circumstances of the incident with him. Describe the incident as you understand it. This is easily done by just repeating back his story in your own words. Check after each key point to give him the opportunity to correct you in case you misunderstood what he described.
You can check your understanding by (39) ______________ the employee’s story back to him.

If the employee’s story seems to contradict itself, don’t try to corner him. Explore the situation carefully. Contradictions are more often caused by difficulty in explanation, rather than a deliberate deception. Be tactful if the description does not “square away” with your personal knowledge of the incident. These situations should be handled so that you protect the employee from any embarrassment.

(40)
Remember our example with George? George has just told you 

he was injured when he had to reach across the running saw to retrieve a part that had fallen. You know that this is unlikely, because the guard was in place when you went to the scene, and that would have prevented the injury. How would you approach George?



(A)
“George, you know that’s not true. The guard would have

protected you.

(B) “George, maybe I misunderstood you, but I don’t see 

how you could have been cut if you were doing it that way. Let’s go over that again.”

(C) “You’re crazy, George. You took the guard off the saw, 

didn’t you?”


After your interview is completed, your final step is to (41) __________

________________ ________________.

A good way to bring the interview to a close is to discuss how to prevent the incident from happening again. Emphasize the precautions that must be taken to prevent recurrence by repeating them to the employee or having him state them. You should also ask the employee if he has any ideas on prevention, or how to make the task safer. If he does, discuss them with him. It has been shown that most individuals are much more willing to modify their own behavior to reach a goal or perform a task if they feel that they have been part of the decision-making process. In other words, if they think it was their idea, they are more inclined to do what is expected of them.
(42) Employees are more likely to accept modified procedures if:

(A) They get paid more for doing them.

(B) They will be disciplined if they don’t.

(C) They have been a part of the decision-making.

George has suggested a modification to the job procedure that he thinks would have prevented his injury.

(43) How are you going to react to his suggestion?

(A) Tell him it probably won’t work.

(B) Thank him and tell him you would be willing to try it out when you get a chance.

(C) Ask him to help you implement his suggestion. 

(44) What are the five main points that should be covered when interviewing the injured employee?


(A)
_________________________________________


(B)
_________________________________________


(C)
_________________________________________




(D)
_________________________________________


(E)

_________________________________________

Witnesses are important sources of information. With fatalities or very serious injuries, they may be your only source of information. Who is a witness? Anyone who has direct or indirect knowledge of the circumstances of the incident which caused the injury. The indirect witness is often overlooked by the investigator who asks, “Who saw what happened?” “Who can help us understand what happened?” 

Witnesses are often a special problem.

They don’t want to be witnesses if they think what they 

say will get the injured employee into trouble. Under 

such circumstances, some employees will deny that 

they saw or heard anything. Others may distort or

 withhold information.

Your objective, as it was with the injured employee, is to convince them that they are helping to prevent a recurrence. Witness, therefore, should be treated much like you treated the employee who was injured. Do not approach them as if you were an attorney about to cross-examine them. They need to be reassured, encouraged and handled with tact.

On the other hand, you must be alert to the over-eager witness 

who enjoys special attention. Their desire for attention may cause them to exaggerate and distort facts. Make every effort to confirm each witness’s account by cross checking with the injured employee, other witnesses and/or evidence at the scene.
The principles of witness interviewing are the same as for the interviewing the victim. We’ll repeat them here briefly for review.
** REMIND THE WITNESS OF THE INVESTIGATION’S PURPOSE**

Explain that knowing the full story may help prevent serious injury to another employee.

** ASK FOR THE WITNESS’S COMPLETE VERSION**

Interview the witnesses, individually, at the scene if possible.

**ASK QUESTIONS TO FILL IN THE GAPS**

Use specific questions to fill in the gaps or dig for additional information.

**DISCUSS FUTURE PREVENTION**

Ask each witness for suggestions or ideas for prevention of a recurrence.

When you have completed your interviews of the victim and witnesses, you are ready to conduct an assessment of the scene. If the interviews have been done at the scene, these two activities can actually run together, or overlap to some degree.

One final point should be made here. Do not try to write the Incident Investigation Report during your interviews with the employees. You need all of your concentration to understand and digest what each employee is telling you about the incident. Don’t be afraid or ashamed to take notes, it is a necessity. You might even consider using a tape recorder to take statements. But, if the employee objects strongly to a recorded statement, do not force the issue. Rely on written notes, instead.

You will also need to take time to verify the events and circumstances the employee has related to you, either through your own observations or interviews with others. As soon as possible after you have verified the facts of the situation, prepare the Incident Investigation Report.
What is the first step in collecting information about the causes of a work injury?

(45)
_______________________________________________

After you have interviewed the victim and/or witnesses, what should be your second step in collecting information?

(46) __________________________________________________


An examination of the scene of the incident should always be done. This can be done at the same time as the victim/witness interviews, or shortly before or after. An assessment of the work area, such as machinery, layout, lighting, etc. is often essential in understanding the incident. Your object is to collect clues about what happened.

It is very important that the scene of the injury be kept undisturbed until a thorough investigation has been performed. You should take whatever precautions necessary to protect the scene exactly as it was at the time of the incident. Using rope or other barricades is a good idea; posting other employees to keep everyone out is also effective. Especially with a serious injury or fatality, the scene should be protected as if it were the scene of a crime, because of potential legal implications. Scene preservations should take precedence over convenience or production.

(47)
It is important to protect the scene of an injury from being disturbed, because important clues to the cause of the incident may be moved or discarded.

(A)
True 


(B)
False

A camera is an excellent tool for your investigation, and every plant should have one. It needs not to be expensive or fancy. A Digital camera takes a high enough quality picture to use for investigation purposes, plus it gives you the advantage of having the picture to study immediately. Don’t forget to use the flash for indoor pictures.

Other handy items are a yard stick, graph paper, and a pencil. Often, a sketch (and photograph) can be made of the incident scene and then studied later, after the scene has been cleaned up. It is a good idea to mark on the sketch where each photograph was taken, so that you can reference the picture to the sketch. 

A sketch can also be handy when interviewing the victim or witnesses away from the scene. It will help them recall where they were, where other people or objects were, and enable them to point out landmarks and reference points.

(48)
If you were putting together a “tool kit” for incident investigation, which of the following would you include?

(A) A camera 

(B) Money for lunch

(C) Paper and pencil 

(D) A yard stick  

(E)      A portable radio


When you are assessing the scene of an injury, you should use four of your five senses. (It is not recommended that you taste anything found at the scene of the injury.) Be alert to things that you can see, feel, smell or hear that will give you clues to what happened to cause the injury.
LOOK for the things that are out of the ordinary. Things like bent or twisted parts, scratches or dents, broken glass, objects out of place, spills, unusual marks on the floor or ground, etc.

You have been called to the scene of an injury. A fork lift has struck Judy, your warehouse assistant, and possibly broke her leg. After making sure she is on the way to the hospital, you look around the scene. You notice that a trash bin that is usually on the left side of the aisle is on the right side. It is too big and heavy to have been placed there by mistake.

(49) Could this be significant?

(A) No, someone probably just place it on the wrong side 

after it was emptied.

(B) Yes, a change from its normal position might have 


created an unexpected blind spot for the fork truck 


operator.

LISTEN for unusual noises, or the lack of noises. The sound of running water, escaping gas, machinery sounds (especially if they sound wrong), etc.

James, a saw operator, has cut his hand on the pneumatic feed table of his saw. He said it “sort of jumped at him” while doing a setup change. You have gone back to his work station to investigate. When you arrive, you notice that the compressed air “hiss” is much louder than usual. \

(50) What might you suspect?

(A) Nothing unusual, maybe the plant is a little quieter than 


usual.

(B) The system air pressure is higher than it should be, and 


could have made the table move faster than expected.

(C) A pneumatic valve has developed a leak, and the system 


is not operating like it should. 

(D) Both (B) and (C) are possibilities and should be 

investigated.
SMELL anything unusual? Fuel gas, gasoline, solvents, strange odors that you don’t recognize?

It’s early October and the weather just turned cold, forcing you to close up the plant and start the heating system. Several employees have complained about dizziness and headaches in your finishing department over the last few days. You have pretty much dismissed it as a case of the “winter weather blues”. As you walk through finishing this morning you notice a very mild odor that you don’t recognize.

(51) What should you do?

(A)
Go to work, it’s probably nothing.

(B)
Inspect the heating system, it might be malfunctioning.

(C)
Inspect your piping. You may have a leak in a gas or liquid line somewhere.

(D)
Both (B) and (C) would be appropriate.

TOUCH and FEEL the objects in and around the scene. Do you notice anything unusual? Are objects or tools wet, greasy, slippery, hot, cold, etc.?

You are investigating and injury to Ralph, a maintenance mechanic. He has fallen from a ladder while repairing a control box on the production line.

(52) What types of things would you be able to FEEL that might help you determine the cause of this injury?

(A) Grease or oil on the ladder rungs (feet slipped).

(B) Grease or oil on the floor (caused ladder to slip).

(C) Soles worn smooth on George’s shoes.

(D) All of the above

Remember to use your senses to look, listen, smell and feel for clues to help you understand why an injury occurred.


After interviewing everyone involved and assessing the scene, what is the third step to be done in your incident investigation?

(53) __________________________________________________

A re-enactment of the incident is always necessary.


(54)


(A)
True 

(B)
False 

Under rare circumstances, it may be desirable to have the people involved re-enact the incident. This will enable you to better understand exactly what happened, but it should only be used when other sources of information leave serious gaps or unanswered questions. Try to use every other source of information that you have before deciding to do a re-enactment.

Susie has injured her finger by getting it caught in a moving chain drive.

You and Susie are at the scene and she is trying to explain what she was doing when the injury occurred, It is difficult to understand just how she was able to get into the position she says she was in, because of the guards on the machine and what you know to be the normal work position. She has offered to show you just exactly how she was positioned when the incident occurred. 
(55) What precautions should you take before you allow this?

(A)
Shut down and lock out the machine, so there is no 

no possibility the same situation can occur.

(B)
Tell Susie to only show you what she was doing, not actually do it.

(C)
Be absolutely certain there is no way the injury could 

occur a second time.

(D)
All of the above are necessary.

The use of re-enactment should be 

considered very carefully. Be extremely 

careful that you do not cause a repeat of 

the same injury.

(56)
Re-enactment should be considered a “last resort”, when you have no other practical way of getting the information you need.

(A)
True 

(B) False

(57) Rearrange the following items so that they are in order in which 
They should be done:

(A) Completely fill out the Investigation Report.

(B) Re-enact the incident, if necessary.

(C) Get the injured employee to medical help.

(D) Visit and assess the scene.

(E)       Interview the victim and witnesses, if any. 

(F)       Protect the scene from disturbance.


You have completed your investigation. You should have several pages of notes, statements from the victim and witnesses, a few drawings and diagrams, maybe some photographs, and an idea of how and why the incident occurred.

It is time to sit down with all your information and do some analysis. Try to use all the information you have gathered, plus your own expertise and experience, to come to a logical and objective conclusion. It is important that you remember the word “objective”. Earlier in this section, we stressed the importance of not using your investigation to find fault. That is not the purpose of the investigation process.

Of course, if your investigation clearly shows that rules or procedures were violated, then discipline may be appropriate. But, always remember the primary goal of your investigation:

“TO ESTABLISH ALL RELEVANT FACTS AND OPINIONS

AS TO HOW AND WHY THE INCIDENT OCCURRED, SO CONCLUSIONS CAN BE DRAWN ABOUT WHAT MUST BE DONE TO PREVENT A RECURRENCE.”

(58)
Your conclusions should be logical and objective, and should not be 


used to “blame” someone.




(A)
True

(B)
False

You are now ready to complete the Sonoco Producst Incident/ Injury Investigation Report. Please review Section #2.30, “Incident Investigation”, in the Corporate Safety and Health Manuel for the proper way to fill out the report. You will find a blank copy of an Investigation Report at the end of this section for your review.
SUMMARY

***********

INVESTIGATION IS THE MOST IMPORTANT TOOL IN INJURY PREVENTION. IT HELPS YOUTO IDENTIFY POTENTIAL AND ACTUAL INJURY CAUSES.

AT SONOCO, ALL INJURIES SHOULD BE REPORTED AND INVESTIGATED. 

IF THE CAUSES OF EVEN MINOR OR NON-INJURY INCIDENTS ARE NOT IDENTIFIED AND CORRECTED, THEY MAY OCCUR AGAIN TO CAUSE AN EVEN MORE SERIOUS INJURY.

INCIDENT INVESTIGATION IS COLLECTING AND EVALUATING STATEMENTS, CLAIMS, FACTS AND OPINIONS, AND DRAWING CONCLUSIONS ABOUT WHY AND HOW THE INCIDENT OCCURRED. 

INVESTIGATE AS SOON AS PRACTICAL.

THE FOUR STEPS OF THE INVESTIGATION ARE:

· INTERVIEW THE INJURED EMPLOYEE AND WITNESSES 

· ASSESS THE SCENE 

· RE-ENACT THE INCIDENT

· DRAW CONCLUSIONS

WHEN YOU INTERVIEW THE INJURED EMPLOYEE AND WITNESSES

· REMIND THEM OF THE INVESTIGATION’S PURPOSE

· ASK FOR THE COMPLE VERSION

· ASK QUESTIONS TO FILL IN GAPS 

· CHECK YOUR UNDERSTANDING

· DISCUSS FUTURE PREVENTION

WHEN YOU ASSESS THE SCENE OF THE INCIDENT 

· USE YOUR SENSES

· PROTECT THE EVIDENCE 

· TAKE NOTES, MEASUREMENTS AND PICTURES 
WHEN YOU RE-ENACT THE INCIDENT

· REMEMBER THAT A RE-ENACTMENT CAN BE DANGEROUS 

· NEVER ALLOW AN EMPLOYEE TO COMMIT AN UNSAFE ACT 

WHEN YOU DRAW YOU CONCLUSIONS

· DON’T TRY TO FIND FAULT 

· LOOK FOR THE CAUSES OF THE INJURY 

· FIND WAYS TO PREVENT A RECURRENCE

FILL OUT THE INVESTIGATION REPORT ACCURATELY AND COMPLETELY.

ANSWER KEY

*************
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SECTION VII


In this section, we will discuss the importance of regular safety inspections or audits, the objectives of an inspection program and how to plan and conduct an effective inspection of your work area.


The general objective of an inspection program is to eliminate the causes of injuries through specific, methodical procedures. 

Injuries do not just happen. They are caused by unsafe conditions and acts. The best way to prevent injuries is to identify unsafe conditions and acts, and then take steps to eliminate them. Hazard inspections are a way to do this. They should be thought of as a form of preventive maintenance.

Hazard inspections should be done to (1) _________ the causes of injuries, and take steps to (2) ________ them. 

Hazard inspections should be thought of as a specialized for of 

(3) __________________ _______________.

It is logical to think that a well-trained employee would not engage in unsafe acts. If the employee knows and understands the hazards of his job and how to avoid them, there should be no concern about injuries due to his unsafe actions. Of course, if this were true, we would never have to concern ourselves with production or quality problems, either. 

Not only does this theory depend on “perfect” employees, it assumes that management is perfect also. That is, all the work procedures are as safe as possible, every employee has been trained to use the correct procedures all the time, and no dangerous equipment would be permitted in the plant. The flaws in this logic are obvious. 

If management were perfect, work procedures would not allow (5) ______ acts, and (6) ____________ equipment would exist in the plant.

Every tool or piece of equipment will wear out in time. Even with ideal care and usage, we have no control over normal deterioration. Materials and tools may be abused or damaged. Unless hazardous conditions are identified by performing regular hazard inspections, the average plant is constantly flooded by hazards. These hazards have the potential for personal injury and property damage.

We cannot control when normal deterioration will make a tool or machine 

(7) _____________________.

By performing regular (8) ______ ________, we can anticipate the failure and avoid the (9) _______________.

On the previous page, se stated the general objective of safety inspections. Here are more specific objectives that inspections are meant to accomplish:

· Reveal the need for specific safeguards 
· Re-evaluate safety standards
· Sell the safety program to employees
· Collect data for Safety Committees
· Find and act upon unsafe behavior 
· Measure safety performance

(10) List at least four specific objectives of a well-planned inspection program:

(A) ________________________________________________

(B) ________________________________________________

(C) ________________________________________________

(D) ________________________________________________
If we are successful in accomplishing the objectives of an inspection program, definite benefits can be realized, including the following:

Product quality and continuous operation will be maintained, without interruption by injuries.

Employees will be convinced of management’s concern for their welfare, indicating that safety is an integral part of the company operations, even more important than production or quality.

A communication vehicle will be established for employees to point out situations that might not otherwise come to the attention of management.

(11) List two benefits that can be achieved by an effective inspection 

Program:

(A) ____________________________________________

(B) ____________________________________________

Before an inspection program can be started, someone must survey the operations to identify potential failures that could cause injuries. He must also decide which failures are capable of producing the greatest damage. With this information, priorities can be set.

When planning an inspection strategy, you must first survey the operation and (12) _________________ the potential (13) ______________ that could causes injuries.

As a supervisor, you can assist in the preliminary inspection by conducting a hazard analysis. Here are the specific major areas you should study when you begin to develop your inspection plans:

MACHINERY/ EQUIPMENT: A list of all machines, electrical equipment pressure vessels, material handling equipment, etc. will assist in determining what safety standards apply. 

OPERATIONS: In describing various operations in the department, high hazard operations can be identified and targeted for inspection.

PERSONNEL: Listing personnel involved in each operation will identify who is exposed to what type of hazard. This will assist in incident investigation and safety observations.

By defining the overall operations, you will be better able to plan and organize your inspection program. Start your program by concentrating on the operations with high hazard potential. It can be extended later to include other areas.

Remember the primary purpose of your inspection program, to identify hazards. You cannot eliminate an injury hazard until you identify what the hazard is. Your inspection program will allow you to know when the hazard exists.

Concentrate on areas with (14) __________________ hazard potential first.

A safety inspection program requires:

· An understanding of the hazards in the operation

(LEARNING the hazards)

· A series of systematic inspection steps

(IDENTIFYING the hazards)

· A method of evaluating and using the data gathered 

(ELIMINATING the hazards)

Before you can take steps to (15) _________________ a hazard, you must (16) ____________ what hazard is, then develop an inspection plan to (17) _______________ when the hazard exists.


Divide your facility into areas of responsibility, such as:

· Yards

· Buildings 

· Equipment 

· Machinery 

· Vehicles 

· Similar Processes

Once these areas have been determined, they should be assigned in an orderly fashion, using a color-coded map or floor plan. In large areas or departments, it may be desirable to further divide each work area or department into a specific area of responsibility by supervisor.

The plant or department should be divided into (18) _____________ of responsibility for inspection.


Once areas of responsibility have been assigned, determine what specific items in each area require inspections, such as:

· Tools 

· Machines 

· Supplies 

· Equipment 

· Specific Operations

· Procedures or Standards

The list of specific items should be developed by the person responsible for each area, and checked by the department manager or superintendent to assure that it is complete and accurate.
For a complex machine or system, you may want to subdivide the list into specific items to be inspected, such as guards, safety controls or devices, etc.

Specific inspection items should be identified by the (19) _______________ person for each inspection area.

(20) When inspecting a complex machine, separate inspection lists may be needed for different sub-systems, like guards or safety switches. 

(A) True


(B)
False 


After deciding what areas and items to inspect, you must determine what conditions to inspect for. You may have a general knowledge of what affects the safety of a particular item, but guidelines should be developed. The conditions requiring inspection can be developed from OSHA standards, instruction manuals, safety bulletins, etc., or from personal knowledge. These can be used to develop forms, checklists or other aids. 
After deciding what should be inspected, you must then decide what 

(21) ____________ to look for. 
When planning your inspection, the following points should be kept in mind:

Review the Material Safety Data Sheets (MSDS’s) of materials used in production processes. Look for properties which may cause injury, illness, fire, or explosion.

Machines, equipment, tools, and other items should be free from defects and hazards that could cause injury. All guards and safety devices should be in place and in proper working order.

Personal protective equipment (PPE) and safety equipment must be placed where they will do the most good. These items must work correctly, and employees must be trained in their proper use and care.

The (22) _________ ___________ ___________ ___________ is a good source of information about material hazards.

(23) In several inspections, you have found the guard missing from a machine. Employees have complained that the guard is difficult to use. What should you do?

(A) Tell them that they must get used to it, it is for their protection.

(B) Consider redesigning the guard.

(C) Don’t worry about it. Nobody’s ever been hurt on that machine, anyway.

Eyewashes and showers have been provided in certain areas, because of the danger of chemical spills and splashes. You have found them obstructed on your inspection tours.

(24) This is not a problem, because everyone knows where they are and how to use them.

(A)
True 

(B)
False
Here are additional items to be considered:

Lighting, ventilation, fire protection, electrical equipment, boilers, heating and cooling equipment, etc., must be properly installed and maintained in safe condition.

Attention should be given to sanitation, housekeeping, waste disposal, food handling, etc. While these are not truly part of the production operation, serious injuries can occur because of problems in these areas.

Work procedures must conform to approved methods and safe practices. Special care should be taken to develop and implement safe procedures. Management and supervisors have the duty and responsibility to be certain that the correct procedures are followed. 

A new piece of equipment has been installed in the plant. Now, one of the fire exits is no longer convenient to use. 

(25) Of the following, what should have been done to handle the situation?

(A) Redesign the plant evacuation route.

(B) Tell employees not to use the exit.

(C) The placement of the machine should have been thought out better.

(D) Build a new exit.

Although your plant has a strict rule concerning the wearing of protective eyewear (safety glasses), during one of your inspection tours, you find several employees who do not have their safety glasses on. 

(26) Is this a serious problem?

(A) No, because the employees were in an area where eye

injuries are unlikely.

(B)           Yes, it reflects an attitude problem
(27) What would you do?

(A) Nothing, it’s not a problem.

(B) Issue discipline slips to all the offenders.

(C) Find out why the safety glasses are not being worn and correct that situation.


As previously described, a safety inspection program can be compared to a preventive maintenance system. The frequency of performing safety inspections, just like the frequency of preventive maintenance, is determined by many factors:

· Potential Severity

· Potential Cost

· Potential Delay

· History of Past Failures

· Manufacture’s Recommendations

· Specific Standard or Code Requirements

Inspection frequency can vary from hourly to annually. Hourly, once per shift and daily inspections of equipment and machinery should be a required part of the job for the proper operation and protection of the equipment itself. Many times it is also required for the protection and safety of personnel and other equipment in the area.

Safety inspections that are made less frequently (monthly, quarterly, annually, etc.) are often taken less seriously and at times are overlooked, yet they are often more important.

The required frequency of safety inspections must be determined by the potential severity of an equipment failure, or the severity of a resultant injury. Some inspection frequencies are prescribed by law; be sure you understand the statutory requirements of any potential inspection program. 
Several employees were injured when a bearing failure allowed a machine shaft to come loose. This has happened five times in the last six months. Checking the records, you find that the bearing is inspected every two months. 

(28) What might be a good way to address this problem?

(A) Design a guard to protect employees in case the bearing fails.

(B) Change the frequency of the inspection to try and catch the problem sooner.

(C) Try to find out why the bearing is failing so quickly.

(D) All of these would be good ideas.
SUMMARY

***********

EFFECTIVE HAZARD INSPECTION IS A NECESSARY PART OF THE TOTAL SAFETY EFFORT. A GOOD PROGRAM REQUIRES:

1. DETERMINING:

WHAT SHOULD BE INSPECTED 

WHEN IT SHOULD BE INSPECTED 

HOW IT SHOULD BE INSPECTED 

WHO SHOULD INSPECT

2. CARRYING OUT INSPECTIONS THOROUGHLY AND REGULARLY

3. ASSESSING THE RESULTS OF THE INSPECTION

4. FOLLOWING UP TO CORRECT THE PROBLEMS 

HAZARD INSPECTION PROGRAMS, IN ORDER TO BE EFFECTIVE AND PROVIDE THE DESIRED RESULTS, MUST BE WELL DESIGNED, IMPLEMENTED, AND SUPPORTED BY MANAGEMENT

POSITION RESULTS, IN THE FORM OF REDUCED HAZARDOUS CONDITIONS AND UNSAFE ACT, SHOULD BE EXPECTED

ANSWER KEY

**************

(1)
_IDENTIFIY_

(2)
_ELIMINATE_

(3)
_PREVENTIVE_ _MAINTENANCE_

(4)
_UNSAFE_

(5)
_UNSAFE_

(6)
_DANGEROUS_

(7)
_UNSAFE_

(8)
_SAFETY_ _INSPECTIONS_

(9)
_HAZARD_____________

(10)
YOUR ANSWER COULD HAVE INCLUDED ANY OF THE FOLLOWING:
1* Reveal the need for specific safeguards.

2* Re-evaluate safety standards.

3* Sell the safety program to employees.

4* Collect data for Safety Committees.

5* Find and act upon unsafe behavior.

6* Measure safety performance.
(11)
YOUR ANSWER COULD HAVE INCLUDED ANY OF THE FOLLOWING:

1* Product quality and continuous operation will be maintained, without interruption by injuries.

2* Employees will be convinced of management’s concern for their welfare, indicating that safety is an integral part of the company operations, even more important than production or quality.

3* A communication vehicle will be established for employees to point out situations that might not otherwise come to the attention of management.

(12)
_IDENTIFY_ 
(13)
_HAZARDS_ 
(14)
_HIGH_ 
(15)
_ELIMINATE_ 
(16)
_IDENTIFY_ 
(17)
_RECOGNIZE_
(18)
_AREAS_
(19)
_RESPONSIBLE_ 
(20)
A.
TRUE
(21)
_CONDITIONS_ 
(22)
_MATERIAL_ _SAFETY_ _DATA_ _SHEET_ 
(23)
(B)
CONSIDER REDESIGNING THE GUARD
(24)
(B)
FALSE
(25)
(C)
THE PLACEMENT OF THE MACHINE SHOULD HAVE BEEN THOUTHT OUT BETTER.
(26)
(B)
YES, IT REFLECTS AN ATTITUDE PROBLEM
(27)
(C)
FIND OUT WY THE SAFETY GLASSES ARE NOT BEING WORN AND CORRECT THAT SITUATION.
(28)
(D)
ALL OF THESE WOULD BE GOOD IDEAS.
SECTION VIII


In this section, we will discuss effective ways to enforce the safety rules in your plant, and how to deal with the problem employee.

Rules are essential if people are to work together. Our lives are made easier, safer and to some extent more interesting when we know that we are all governed by the same rules and everyone follow them. Imagine what it would be like if there were no rules:

· Chaos on the highways with no traffic control.

· Testing food and medicine because there would be no way to know if they were safe.

· Protecting yourself and your property without benefit of a legal system.

· Sports events where everyone did whatever they wanted.

In this session, we will rely on several fictitious situations. Each situation goes with an exercise. Please read each one over several times until you are sure you understand the situation. We will address the following points in this section.

· Educating employees about safety rules and practices.

· Why employees don’t follow safety rules.

· How to motivate people to follow rules. 

· How to enforce safety rule.

For convenience, each situation will be printed on the left hand page of each exercise, so you need not turn back and forth to the front of the section for reference. 

The principle characters are:

Mike- A supervisor who is trying to learn how to get effective compliance with safety rules.

Mike’s work team:

Red- A senior team member whose experience and skill are only outweighed by his stubborn attitude.

Roy- The “New Guy”, only two months with the company, very eager to please, but trying desperately to learn everything.

Chet- A good worker, but young and somewhat abrasive. He and Red don’t see eye-to-eye very often.

Sue- Young, energetic, and quick to learn. She takes a lot from Red, who still hasn’t quite accepted females into the work force.

SITUATION I

Red, Sue, and Roy are standing around Chet who seems to in some sort of distress. As Mike approaches, he notices Chet holding the left side of his face complaining.

Mike: “What’s the problem, Chet?”

Chet:
“I think I got something in my eye.”

Noting Chet is not wearing his safety glasses, Mike asks him if he was wearing them when the incident happened. Chet initially says yes, but when pressed by Mike, doesn’t even know where they are.

Mike asks Roy to accompany Chet to the nurse’s office, and notices Roy is not wearing his safety glasses, either. Mike tells both of them to “put on your safety glasses, and leave them on as they leave for the nurse’s office.

Mike then turns his attention to Red and Sue.

Mike:
“Can anyone tell me what happened here?”

Red: “Chet wasn’t wearing his glasses. He hardly ever does; says they hurt his head. And Roy is new; he may not know he’s supposed to wear them all the time”.

Mike:
“Well, that’s no excuse. Everybody should know all the rules around here. And how come I see cigarette butts all around your machine, Red? There’s a big “no smoking” sign right behind you, in case you never noticed!”

Red does not answer, but lowers his head sheepishly.

Mike: “And, Sue, what are those things on your feet?”

Mike points to the tennis shoes Sue is wearing, which are obviously not steel-toed shoes.

Sue:
“My feet hurt! Those big Clunky work shoes hurt my feet. These are a lot more comfortable.”

Mike:
“Comfortable has nothing to do with it. The rules are steel-toed shoes on the floor all the time. Don’t let this happen again!”

Mike storms away in disgust, leaving Red and Sue looking at one another. 

When Chet and Roy return from the nurse, Mike calls them all into his office for a meeting. I’ve just about had it with you all. “, he says, “My job’s on the line because you keep breaking the rules. The next one that breaks the rule is outta here. No questions, no excuses, and no second chances.”

After everyone leaves, Mike wonders if he handled the situation correctly. Maybe he was a bit harsh on everyone, but “rules are rules”, and there can’t be any excuses for not following them. The company puts a lot of emphasis on safety, and the Plant Manager has told him in no uncertain terms to “get his department straightened out”


Rules guide people’s behavior during their work days. Safety rules set a code for a safe conduct. Rules are needed to control general hazards, which vary from place to place, and with the work being performed. They are used when it is not practical to control a hazard through engineering, guarding or standard procedures.

Safety rules establish a (1) _________ for safe conduct.

Safety rules are needed when a hazard can’t be controlled by (2) ________ or (3) _____________.

Because work situations are different from area to area, rules need to be customized to fit the area or work situation to which they apply. The rules will then be most effective in preventing hazards and injuries. 

Safety rules must be (4) ___________ to fit individual work situations to be most effective.

Was there any obvious safety rule violation in the situation you just read?

(5) Which of the following violations did you note?

(A) Chet did not wear his safety glasses.

(B) Sue wasn’t wearing required foot protection.

(C) Roy wore his eye protection occasionally.

(D) Red probably was smoking where he shouldn’t.

(E) All of the above.

(6) Why do you think Chet didn’t wear his safety glasses?

(A) They didn’t fit right.

(B) He didn’t think he needed them.

(C) They made him look like a nerd.
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“Well, that’s no excuse. Everybody should know all the rules around here. And how come I see cigarette butts all around your machine, Red? There’s a big “no smoking” sign right behind you, in case you never noticed!”
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Mike: “And, Sue, what are those things on your feet?”

Mike points to the tennis shoes Sue is wearing, which are obviously not steel-toed shoes.
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“My feet hurt! Those big Clunky work shoes hurt my feet. These are a lot more comfortable.”

Mike:
“Comfortable has nothing to do with it. The rules are steel-toed shoes on the floor all the time. Don’t let this happen again!”

Mike storms away in disgust, leaving Red and Sue looking at one another. 

When Chet and Roy return from the nurse, Mike calls them all into his office for a meeting. I’ve just about had it with you all. “, he says, “My job’s on the line because you keep breaking the rules. The next one that breaks the rule is outta here. No questions, no excuses, and no second chances.”

After everyone leaves, Mike wonders if he handled the situation correctly. Maybe he was a bit harsh on everyone, but “rules are rules”, and there can’t be any excuses for not following them. The company puts a lot of emphasis on safety, and the Plant Manager has told him in no uncertain terms to “get his department straightened out”

(7) Was Sue’s reason for not wearing foot protection a good one?

(A) Yes

(B) No

(C) Maybe, but it could have been avoided 

In order to get compliance with the rules, you first need to understand why employees violate them. Violations result from the natural behavior of people. The most common reason for not following the rules is:

Let’s consider each of these reasons separately for a moment.

LACK OF KNOWLEDGE – People who violate a rule may not know the rule, may have forgotten it, may not understand it, or may not see it as necessary.

Employees violate safety rules because of lack of (8) _________________.

INCONSISTENT ENFORCEMENT – The rule’s value is questioned by the employee who has been disciplined and then observes others break the rule with no consequence. Employees accept rules as valid when they are followed by everyone all the time.

In order to be accepted, a safety rule must be enforced (9) ______________.

UNNECESSARY PUNISHMENT- If the risk of injury is slight; employees may see the rule as self-punishment in some way. This is especially true in job situations where the injury frequency (number of injuries) is very low (Nobody’s ever been hurt on this job.)”

If the job does not seem dangerous, safety may seen as (10) _____________.
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EXPECTATION OF PERSONAL BENEFIT- Employees violate rules if they think non-compliance holds some kind of reward. This could be time for personal activity, pay incentive or reduced effort to do a job.

Employees will even risk personal safety if they think the reward is high enough, or if they think their personal skill makes the risk lower.

Safety rules may be violated if the employee thinks it makes the job quicker or (11) __________________.

WHEN YOU TURN THE PAGE, YOU WILL HAVE A NEW SITUATION TO REVIEW. READ IT CAREFULLY BEFORE CONTINUING WITH EXERCISE II.

SITUATION II

Mike was still having second thoughts about how rough he was on everyone after Chet’s incident. The next day, he finds Red, Sue, and Roy standing at Red’s machine. As he approaches, Red and Sue are having a heated discussion:

Red:
“Darn it, Sue, I could have lost my arm. And all because of those loose sleeves of yours.

Sue:
“I know, Red. But I told you, it was an accident. I didn’t mean to do it. Just stop beating on me about it, OK? I said I was sorry.

Mike:
“What’s going on here? What happened?”

Red:
(gesturing toward Sue) “She almost cost me my arm! I was trying to show her how to do a setup on my machine. I raised the guard and reached into the chuck, and when she leaned over to get a better look, her sleeve caught the start lever and the machine cycled.”

Roy:
“Yea, Red, but she didn’t mean it.”

Sue:
“I told you it was an accident!”

Red:
“Well, it wouldn’t have happened if she didn’t have on those loose, floppy sleeves.”

Mike:
“Hold on, here. Yelling at one another won’t accomplish anything. It looks like all of you have on loose clothing of one kind or another. Maybe we need a dress code in here. What do you think?”

Red:
“No way! I haven’t had a dress code since grade school.”

Chet:
“Yeah, that would be a real pain in the butt.”

Sue:
“I don’t need to worry about what I wear to work; I’ve got enough other stuff to think about. How about some kind of cover over the lever to protect it from being bumped or caught?”

Red:
“That might work. And we could put something on it so we could lock out the lever when repairs were needed.”

Mike:
“Sue, that’s a good idea. And so is yours, Red. I’ve got a meeting with the big boss today. Let me run it by him and we’ll see if maintenance can put something together real quick.”

As Mike walks away, Red gets a big smile on his face. “How about that,” he says, to no one in particular, “Somebody actually wanted to listen to one of our ideas.”

Roy:
“Yeah maybe Mike isn’t such a bad guy after all.”

Sue:
“Well, at least he listened to what we had to say.”



There are two ways you can motivate employees to comply with safety rules. One way is to create fear of the consequences of breaking the rules. The other way is to build belief in the benefits of following the rules. Both ways are useful under certain conditions.

The two methods of motivating employees to follow safety rules are (12) ______________ and (13) _________________.

Under certain circumstances, fear can be an effective motivator; it can be created quickly, usually with just a few well-chosen words, and, by being powerful, it commands the attention of the persons involved.

The primary disadvantage to fear as a motivator is that it is only good for the short time. Pretty soon, everyone falls back into their old habits and threats are forgotten.

(14) What are the advantages of using fear as a motivator?

(A) It can be created quickly.

(B) It gets attention.

(C) It is very powerful.

(D) All of the above.

Fear motivation only works for a (15) ________________ time.

The belief in the purpose and value of something is a strong and lasting motivator. Belief is usually slow to develop; it comes through knowledge of the operation, which comes from experience and information.

Belief in the value of a safety rule is the only lasting motivation. This belief comes from learning the reason for each rule, and why the rule is effective in preventing hazards and injuries.

A truly (16) __________________ employee believes in the value of the safety rules.
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“No way! I haven’t had a dress code since grade school.”

Chet:
“Yeah, that would be a real pain in the butt.”

Sue:
“I don’t need to worry about what I wear to work; I’ve got enough other stuff to think about. How about some kind of cover over the lever to protect it from being bumped or caught?”
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“That might work. And we could put something on it so we could lock out the lever when repairs were needed.”
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“Sue, that’s a good idea. And so is yours, Red. I’ve got a meeting with the big boss today. Let me run it by him and we’ll see if maintenance can put something together real quick.”
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As a supervisor, you can do three things that will help your employees believe in the value of the safety rules:

· SET A GOOD EXAMPLE 

Think all the way back to the Section One, when we were discussing safety principles. Why should you expect any employee to follow a safety rule when he sees you violate it time and time again?

· BE SURE YOUR EMPLOYEES KNOW THE RULES

You cannot expect an employee to abide by safety rules that he does not know and understand. Would you expect someone who has never played cards to be able to sit down and play a game of poker with you?

· SEEK THE EMPLOYEES’ PARTICIPATION

Participation in the planning fosters participation in the doing.

Simply put, an employee does not want to be caught violating a safety rule that he helped to create.

You encourage belief in the value of the safety rules when you set a good (17) ______________ for your employees.

Be sure that your employees (18) ________________ what the safety rules are.

Encourage the employees to (19) ______________ in the development of safety rules and procedures.
THERE IS NO SITUATION TO ACCOMPANY EXERCISE III.

PLEASE CONTINUE ON TO THE NEXT PAGE.


Knowledge creates belief. Knowledge is created through education on the safety rules, with demonstrations of their applications. 

There are several ways to educate employees about safety rules and safe work practices. Your goal here is three-fold: education, reinforcement, and enforcement. We will discuss education in this session, and reinforcement and enforcement in exercise four and five.

Remember that you cannot obey a rule that you do not know! Be sure the employees know the rules before you try to enforce them.

Here is an effective plan to be sure all your employees have a thorough knowledge of your safety rules.

Orient the employee on the general safety rules, the purpose of the rules and various interpretations. Give each employee a written copy of the rules.

Employees should receive (20) ___________ copies of the rules.

Go over the rules in detail in the work area. Show where and how a rule is applied. Explain and demonstrate the hazards the rule applies to. This can be done on the equipment, with models or with photographs and drawings. 

How the rule applies should be explained and (21) _______________.

Ask the employee if he understands the rule and its application. Present him with situations and “case studies” to see if he can apply the rules correctly.

Be certain the employee (22) _____________ the rules.
A few weeks later, review the safety rules and procedures, after the employee has had an opportunity to study and apply them. Discuss any misunderstanding and answer any questions.

The rules should be reviewed after (23) __  _____  _______.

Conduct rule education when an employee is transferred to a new job. Different rules may apply in the new area, or practices may have a different priority.

Employees who are (24) ______________ to a new job need re-education.

Have a complete review of all the rules at least once a year, using these same techniques. People do forget and need memory-refreshing education. 

Once a year, do a (25) ______________ ______________ of the rules.

Many of the techniques discussed in SECTION FOUR, “SAFETY ORIENTATION AND TRAINING”, can be applied to educating employees about safety rules and procedures. Remember the four steps of the process:
PREPARATION



* Define your goals 





* Know your student 







* Know your material 








* Organize your presentation
PRESENTATION



* Select the proper setting 





* Remember your goals







* Monitor the student








* Encourage questions
EVALUATION 



* Remember your goals 





* Explain your purpose 







* Evaluate your teaching 
FOLLOW-UP



* Observe the student 





Fine-tune your instructions







* Update with new information

SITUATION IV

At their regular planning session for the week, Mike has praise for one of Red’s ideas:

Mike:
“Red, that was a good idea to lengthen the handle on the guard on your machine. It makes tool changeover a whole lot easier, and safer, too.”

Red puffs out his chest in mock boasting, and smiles broadly.

Chet:
“Well, he won’t be fit to work with for a while.”

Mike:
“Come on, Chet, you said yourself it made the tool change much easier.”

Roy:
“And, we don’t have to worry about getting caught in the screw feed anymore.”

Mike:
“Listen, everyone, I really want to encourage each of you to look at your jobs and your work assignments really carefully. Nobody knows the machines and the jobs as well as you. I’ll consider any ideas you may have for safety improvements. If it makes the work safer or more efficient, let’s give it a try!”

Sue:
“Now that you mention it, Mike, I think I could work safer if my machine’s controls were in a different position. I have to get into an awkward position sometimes when I’m moving stock.”

Mike:
“O.K., Sue, after the meeting we’ll walk out and see what you think might work better. Does anyone have anything else they would like to bring up? Well, I have just one more thing. The company feels you’ve all done a great job with new ideas and suggestions, and they are working on a way to recognize your efforts. I don’t know what is going to be done, but we should be announcing something real soon. O.K. lets go back to work.”

As they left the meeting, Mike and Sue were discussing her idea about relocating the controls on her machine. Behind Mike, and out of his sight, Red, Chet, and Roy gave each other the “thumbs up” sign. Maybe someone really DOES listen, after all. 


People don’t learn everything right away, even when they read well and pay attention. On top of that, people forget things. They forget rules they don’t use very often, or they forget to apply common rules to unusual situations.

To help employees remember to use the rules for their own benefit, which is the main purpose of the rules, they need reinforcement. This builds knowledge of the rules and gives incentives for compliance. 

Employees’ may (26) ____________ rules they don’t use very often.

To encourage them to use the rules when they should, you should (27) ________________ the importance of the safety rules.

Reinforcement not only helps employees remember the rules, it also assures them that they have applied the rules correctly.

Here are some ways that you, as a supervisor can help to reinforce safe work procedures and safety rules:

*
IN ASSIGNING THE WORK-When giving out the daily work assignments, remind employees of the important rules. If a job is different from what is normally done, take time to explain the hazards involved and how the rules will prevent the hazards.
Always point out the new (28) _____________ if a job is to be done a different way.

*
IN JOB PROCEDURES- If your plant uses written job procedures, repeat the rules in writing at each step of the job. Emphasize the rules by bold print or underlining.

Safety rules should be (29) ______________ on the job procedures.
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Sue:
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Mike:
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As they left the meeting, Mike and Sue were discussing her idea about relocating the controls on her machine. Behind Mike, and out of his sight, Red, Chet, and Roy gave each other the “thumbs up” sign. Maybe someone really DOES listen, after all. 
*
BY PERSONAL CONTACT- As you observe employees performing their normal job duties, remind them of the safety rules that apply to what they are doing.

(30) ___________________ your employees of the safety rules and procedures as you (31) ______________ them work.

* IN COMMENDING PERFORMANCE- Be sensitive to employees who are safety conscious. Comment on good application of safety rules or safe work practices. Show you employees that you appreciate it when they do their job safely. NEVER commend any performance that involved violation of safety rules.

(32) ______________ performance of job duties should be commended by the supervisor.

Reinforcement can be done in other ways, also. The use of gifts, awards, contests and similar activities can reward and encourage safe behavior. However, you should always remember that the goal of the activity is to increase safety awareness. You should never permit employee safety to be overshadowed by the winning of a “prize”.


Reinforcement has its negative side, too. You should always be ready to re-educate employees who violate the safety rules. This can be accomplished by reminding the employee of the seriousness of his actions, the possible consequences of the unsafe act, and reminder of the proper action that should have been taken.

Show concern for the employee and his well-being. Remind him that he is a valuable member of the work force, and you cannot afford for him to be injured on the job. Be sure he understands exactly what he did wrong, and why. Be sincere, you are truly concerned for his health and safety.

Employees who violate safety rules or do not follow safe procedures must be (33) ____________ in the proper techniques.
THERE IS NO SITUATION TO ACCOMPANY EXERCISE V.

PLEASE CONTINUE ON TO THE NEXT PAGE.


Enforcement is not simply punishment. It includes many types of actions. Enforcement takes the simultaneous application of five methods of discipline:

MANAGEMENT EXAMPLE 

This is demonstrating your personal compliance and prompting compliance by every member of your management team. It is the essential first step in equitable enforcement. The days of “Do as I say and not as I do” are gone! Your best tool for employee compliance is to set a good example.

COMMENDATION OF GOOD COMPLIANCE 

This gives feedback to the employee that compliance is enforced in all respects, and their compliance was above standard. This is positive enforcement. Without it, you never go beyond minimal compliance, because everyone improves only to the level where the discipline stops. 

(35) _______________ enforcement tells employees that they will be rewarded by good performance.

REFRESHER EDUCATION

If the violation is honestly because the employee did not know or understand the rule, education is the only effective method to change the situation. Punishment serves no purpose but to delay a repeat of the same situation, because the employee still does not know any better.

An employee who violates a safety rule because he didn’t know the rule should be (36) _____________, rather than disciplined.

DISCIPLINE 

This is giving the employee a negative consequence for his actions or lack of action. It is useful and appropriate when there is a willful violation, when the violation creates an extreme hazard, or when the employee does not respond to other methods. Discipline is essential to good enforcement, but only as a last resort. 

A chronic rule-breaker must be (37) ___________ so that he understands the seriousness of his actions.

All forms of enforcement must be applied usually to all employees. For this reason, it is important to have disciplinary guidelines with graduated responses. This is commonly referred to as “progressive discipline”. That is, repeated behavior gets successively higher measures of enforcement. The employee who was not educated goes back to formal training. The chronic violator gets verbal, then written reprimands, then suspensions, then termination of employment.

In all cases, if the hazard is extreme, the employee should receive the maximum step on his first offense.
SUMMARY

**********

IDENTIFY THE PROBLEM YOU ARE TRYING TO CONTROL

UNDERSTAND WHY PEOPLE DON’T ALWAYS FOLLOW RULES

DEVELOP EFFECTIVE RULES – GET EMPLOYEES TO PARTICIPATE

EDUCATE EMPLOYEES ABOUT THE RULES 

REINFORCE KNOWLEDGE AND APPLICATION

SET A GOOD EXAMPLE – MAKE SURE THE WHOLE MANAGEMENT TEAM DOES 

ENFORCE THE RULES CONSISTENLY AND FAIRLY

ANSWER KEY

**************

(1)
_STANDARD_
(2)
_ENGINEERING_
(3)
_GUARDING_
(4)
_CUSTOMIZED_
(5)
(E)
ALL OF THE ABOVE 
(6)
(A)
THEY DIDN’T FIT RIGHT
(7)
(C)
MAYBE, BUT IT COULD HAVE BEEN AVOIDED 
(8)
_KNOWLEDGE_
(EDUCATION)
(9)
_CONSISTENTLY_
(10)
_UNNECESSARY_

(11)
_EASIER_
(12)
_FEAR_
(13)
_BELIEF_
(14)
(D)
ALL OF THE ABOVE
(15)
_SHORT_
(16)
_MOTIVATED_
(17)
_EXAMPLE_
(18)
_UNDERSTAND_
(KNOW)
(19)
_PARTICIPATE_
(20)
_WRITTEN_
(21)
_DEMONSTRATED_
(22)
_UNDERSTANDS_
(23)
_A FEW WEEKS_
(24)
_TRANSFERRED_
(25)
_COMPLETE REVIEW_
(26)
_FORGET_
(27)
_REINFORCE_
(28)
_HAZARDS_

(RULES)
(29)
_PRINTED_

(EMPHASIZED) (WRITTEN) (UNDERLINED)
(30)
_REMIND_
(31)
_WATCH_
(32)
_PROPER_

(GOOD)
(33)
_RE-EDUCATED_
(RETRAINED)
(34)
_OBEYING_
(35)
_POSITIVE_
(36)
_RE-EDUCATED 
(RETRAINED)
(37)
_PUNISHED_ 
(DISCIPLINED)
SECTION IX 


In this section, we will discuss the techniques of job safety analysis, what a job safety analysis can do for you, and how to prepare one. 


An important tool to help prevent on-the-job injuries is a technique known as JOB SAFETY ANALYSIS. Job safety analysis was a spin-off of a technique developed during World War II, called “Job Analysis”.

Job Analysis was originally conducted to develop simpler jobs, so that inexperienced workers could be trained quickly to perform war-effort work. 

Safety professionals quickly realized that job analysis was an opportunity to improve training techniques, as well as a way to identify and guard against hazards and potential injuries. After minor modification, the “Job Safety Analysis” as we know it today was born.

The original purpose of Job Analysis was to (1) ___________ inexperienced workers quickly.

The techniques have been modified so it now is used to (2) ____________ hazards and potential injuries.

The primary objective of the Job Safety Analysis is to identify the dangers of a job, rather than teach someone how to perform it. However, by breaking the job into its common steps, a better understanding of how the job is performed is a secondary benefit.

Job Safety Analysis should be thought of as a component of your total safety program. It is not meant to be used alone to prevent injuries.

A JOB SAFETY ANALYSIS PROGRAM IS AN ORGANIZED METHOD OF STUDYING JOBS IN ORDER TO MAKE THEM SAFER.

As with any other program, there must be an organized approach to development and implementation. As a supervisor, you should be responsible for:

1. Developing JSA’s

2. Preparing the written JSA’s

3. Training new workers with JSA’s

4. Keeping the JSA’s updated 

Your Job Safety Analysis program is an organized method of (3) ___________ jobs in order to make them (4) _______________.

(5) What are your four responsibilities as a supervisor?

(A) ________________________________________________

(B) ________________________________________________

(C) ________________________________________________

(D) ________________________________________________

What are the benefits of a Job Safety Analysis Program?

* The supervisor learns more about the jobs in his department.*

By performing a systematic analysis of the steps involved in each job, the supervisor learns the details of the job, and is better able to understand why a job is performed a certain way.

* Employees’ safety attitudes are improved.*

Encouraging employees to participate in the development of the JSA’s gives them a sense of contribution to the safety effort. In the section on Investigation, we said it is important to involve the employees in the solution to safety problems and hazard elimination. They will be more willing to cooperate if they feel they were a part of the decision making process.

* Employees learn more about job safety.*

When employees participate in the JSA process, they also learn more about the jobs that they do, and how to do them safer. This is as excellent opportunity to break old, bad habits, and to demonstrate that “the way we always did it” is not necessarily the best and safest way.

* Safer working conditions and job procedures are put in place.*

This is an obvious benefit. It is, in fact the primary reason for doing the exercise in the first place!

The four benefits of a Job Safety Analysis program are:

· Supervisors (6) _____________ more about the (7) _____________ in their departments.

· Employees’ (8)
__________ ___________ are improved.

· Employees learn more about (9) ___________ __________.

( Safer working (10) ___________ and job (11) _________ 

     are put in place.

There are four steps in performing a Job Safety Analysis:

1. Select a job for analysis 

2. Break the job into steps 

3. Identify the hazards of each step

4. Develop ways to eliminate the hazards

Let’s look at each of these steps in more detail.

The first step in a JSA is to (12) _________ __________ ___________.

The responsibility of selecting the jobs to be analyzed belongs to management. When selecting jobs to be analyzed by the JSA method, they should be prioritized. That is, the more hazardous jobs should be addressed first. Here are the factors that you should consider when you are selecting jobs for analysis:

*
Frequency of injuries – Any job that has repeatedly caused injury should be a prime candidate. The more numerous the injuries, the higher the priority.

You are looking at several jobs in your department, in preparation for a JSA project. One job, finished goods trimming, has resulted in eleven hand and finger injuries in the past year. Most of these injuries have been minor.

(13) Should this be considered a high priority for a JSA?


(A)
Yes 


(B)
No

*
Severity potential – Some jobs may not have a history of injuries, but may have a potential for serious injury. If serious harm (amputation, fatality, etc.) could occur, give it high priority.

Another job, a bearing change on a piece of heavy equipment, has never generated an injury. But, if not done carefully, could probably result in a fracture or amputation.

(14) Is this a high priority JSA candidate?


(A)
Yes 


(B)
No

*
New or modified jobs – Changes in processes, equipment or machinery create new hazards. These changes may not have generated any injury history, and the injury potential may not be realized. ALL new jobs should be analyzed immediately.

You have installed new, automated equipment on one line. This makes the operator’s job easier, but must check the equipment more often to see that it is working correctly.

(15) What priority would you assign this job for a JSA?


(A)
High


(B)
Low

You have now selected a job for you JSA project. The second step in the JSA procedure is to (16) ___________ the job into (17) ____________.

Before the search for hazards begins, the job should be broken down into basic steps which describe what is done and in what order. It is not necessary to detail how each step is done. 


Let’s look at an example of a step-by-step breakdown of a very simple job--changing a grinding wheel.

1. Select the proper grinding wheel. 

2. Bring tools to the grinder.

3. Shut off and lock out power.

4. Remove guards, retaining nut and old wheel.

5. Replace with new wheel and tighten retaining nut.

6. Replace guard.

7. Remove lock out.

8. Test run wheel.

Notice that each step is very generalized. Details have been omitted, hazards are not mentioned and no precautions are described. Each step begins with an “action” word, like “select”, “remove”, “bring”, etc. Also, the steps are given in their natural order of occurrence.

The job steps should be (18) _______________________.

Each step begins with a word that requires (19) _____________.

The steps are listed in their (20) _____________ order.

Two common errors are made when breaking the job down into its basic steps. The first is to make the steps too detailed, which results in an unnecessarily large number of steps.

Using our example, here is a step that is MUCH too detailed:

“Ring test the wheel by suspending it through it’s mounting hole, then tapping it at one-half to three-quarters of an inch from the edge approximately 45 degrees from the vertical axis through the wheel.”

The second error is to make the breakdown too general, which allows important basic steps to go unlisted.

With our grinding wheel example, here is a TOO GENERAL breakdown:

1. Get new wheel.

2. Install wheel.

3. Start grinder to test.

The most common errors made when developing the list of steps in a job are to make the steps either too (21) __________ or too (22) ___________.


After the basic job steps are listed, the third step in the precedence is to (23) ______________ the (24) _____________ of each step.

Each basic step should be analyzed for hazards and potential injuries. Your goal is to identify all hazards, whether they are part of the job environment or are directly connected with the job procedure.

There are several ways to do this. One of the best is to actually observe the job being done. As each step is performed, ask the question, “What can cause harm to the person doing this?” Look for the common injury causing situations, such as being struck or caught by a dangerous substance (chemicals, electricity, heat, etc.).

Be sure to consider the consequences of doing the step wrong, using the wrong tools or having a tool or part break.

While analyzing each job step, no attempt should be made to try and develop solutions. This will interfere with spotting hazards and potential sources of injury. 

Step three of our grinding wheel example was, “Remove guards, retaining nut and old wheel.”

(25) Which of the following could be considered a hazard on this step of the job?

(A) Falling objects could strike your foot.

(B) Wrench could slip and injure your hand.

(C) Old wheel could break.

(D) All of the above.

Remember, you are not looking for the solution at this point, only the hazards themselves.


Your next, and final, step in the process should be done to develop (26) _______________ for hazards you have identified.

After the hazards and potential injuries of each job step have been identified, the next step is to develop ways to prevent their occurrence during the performance of the job. This can be accomplished in several ways:

A change in job procedure

The use of protective equipment or devices

A change in job frequency

Radical change in the job process

We should mention here that radical job changes are not too common. The reason is that most JSA planners don’t look for radical solutions. But, no JSA should ever be completed without someone asking questions, “Is there an entirely different and better way to do this job?”

Back to our example of the grinding wheel job. You have identified several hazards that exist in step three, removing the guards, nut and wheel. One hazard was the danger of objects falling on the feet. 

(26) What is the most practical way to avoid that hazard?

(A) Hold parts securely.

(B) Place parts on flat surface, out of the way.

(C) Wear protective shoes.

(27) What steps could you take to avoid the hazard of the wrench slipping?

(A) Be sure the correct size wrench is used.

(B) Check wrench for damage before beginning job.

(C) Wear gloves.

(D) All of the above.

You will find a sample Job Safety Analysis behind the answer key, illustrating the first few steps of the job describing earlier, changing the abrasive wheel on a grinder.

Take a few minutes to study the sample, so that you understand how each component fits together to make the completed analysis.

As a second exercise, to be done on your own, think about the steps in changing a flat tire. Pretend you had to write a JSA for that job. Try to identify each step of the job, and the hazards that they contain. Then, develop ways to eliminate or avoid these hazards.

In addition, a blank Job Safety Analysis form is provided for your use. You may reproduce as many copies as you may need.

SUMMARY

***********

JOB SAFETY ANALYSIS IS A METHOD TO IDENTIFY AND GUARD AGAINST HAZARDS.

BENEFITS OF JOB SAFETY ANALYSIS ARE: 

· SUPERVISORS LEARN ABOUT THE JOBS
· SAFETY ATTITUDE IMPROVES 

· EMPLOYEES LEARN MORE ABOUT SAFETY
· SAFER PROCEDURES ARE DEVELOPED 

THE BASIC STEPS OF A JOB SAFETY ANALYSIS ARE:

· SELECT THE JOB TO BE ANALYZED 

· BREAK THE JOB INTO STEPS 

· IDENTIFY THE HAZARDS 
· DEVELOP SOLUTIONS
ANSWER KEY

*************

(1)
_TRAIN_
(2)
_IDENTIFY_
(3)
_STUDYING_
(4)
_SAFEER_
(5)
(A)
DEVELOPING JSA’S


(B)
PREPARING THE WRITTEN JSA’S


(C)
TRAINING NEW WORKERS WITH JSA’S 


(D)
KEEPING THE JSA’ UPDATED
(6)
_LEARN_
(7)
_JOBS_
(8)
_SAFETY ATTITUDES_
(9)
_JOB SAFETY_

(10)
_CONDITIONS_
(11)
_PROCEDURES_
(12)
_SELECT A JOB_
(13)
(A)
YES
(14)
(A)
HIGH
(15)
(A)
HIGH
(16)
_BREAK_
(17)
_STEPS_
(18)
_GENERALIZED_
(19)
_ACTION_
(20)
_NATURAL_
(21)
_DETAILED_
(22)
_GENERAL_ 
(23)
_IDENTIFY_ 
(24)
_HAZARDS_ 
(25)
(D)
ALL OF THE ABOVE

(26)
_SAFEGUARDS_
(SOLUTIONS)
(27)
(C)
WEAR PROTECTIVE SHOES
(28)
(D)
ALL OF THE ABOVE




Sonoco Products Company 

Basic Safety Training Course for Supervisors 

· Do you understand Sonoco’s basic principles and safety philosophy?

· Who, in addition to the employee, has the responsibility for their safety?

· Who should set the example in the work area with regard to safety?

· What is the supervisor’s role in safety and injury prevention

· What did you learn to help you conduct a more meaningful and effective safety meeting?

· What are the four basic steps of safety training?

· Who should be trained in hazard communications?

· What are your responsibilities regarding investigating injuries?

· What is your objective in inspecting for hazards?

· What does a good inspection require?

· Who is responsible for enforcing safety rules?

· Why do employees not always follow safety rules?

· What are JSA’s and what benefit do they serve?

· What are the basic steps in writing a JSA?

· Why is it important for all supervisors to maintain a positive attitude toward safety rules and procedures?

· Looking back on the training you just completed, what are the three most helpful things you learned to guide your safety promotion efforts?

1.

2.

3.

· After putting to use what you have learned in this training, what suggestions do you have for improving the program?




introduction





This program has been prepared to acquaint supervisors with basic safety principles, and to help them obtain a basic knowledge of proper safety procedures.      





“It is the policy of our company to provide a safe and healthful work environment for the protection of its most vital resource- Sonoco Employees. The safety of employees shall be of the greatest interest to all levels of management and supervision, ranking in importance above production, quality, costs and service. 








“The company’s basic philosophy is that all personal injuries can and must be prevented. While the responsibility for safety begins and ends with the president, that responsibility is shared throughout the organization. Staff Managers are responsible for their areas, plant managers for their plants; supervisors are accountable for the safety of their groups; and all individuals are accountable for their own safety. There will be no place in the organization for an unsafe employee. All employees at every level are expected to fully accept responsibility for their own safety, and for the safety of those with whom they work. 








“The company will maintain a vigorous safety and injury prevention program at each location, and will allocate the necessary resources to assure a safe and healthful work environment.”
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PLEASE TURN TO SECTION ONE TO BEGIN





Basic Safety Principles





And





Sonoco’s Safety Philosophy





“ALL INJURIES CAN BE PREVENTED”





“EACH EMPOLYEE HAS THE RESPONSIBILITY TO WORK SAFETY”





PLANNING FOR SAFETY!





PLAN FOR SAFETY!





PLANNING FOR SAFETY





THE SUPERVISOR’S ROLE





IN





INJURY PREVENTION





By integrating safety into your daily activities, the real benefits of an effective safety program are realized.





THE COST OF AN INJURY





The DIRECT costs are the HUMAN COST and the ACTUAL EXPENSES.





BY PREVENTING THE INJURY, THE COST IS ELIMINATED ALTOGETHER.





HOW DO YOU FIT IN?








PLANNING YOUR OWN WORK





If employees think that safety rules and procedures don’t apply to everyone, they will not follow them.





PLANNING THE WORK OF OTHERS 





NOTHING IS MORE IMPORTANT THAN THE SAFETY OF YOUR EMPLOYEES





DIRECTING WORK ACTIVITIES








PREPARING REPORTS AND KEEPING RECORDS





TRAINING





MAINTAINING GOOD PERSONAL RELATIONS





INSPECTING AND MAINTAINING EQUIPMENT





Never allow equipment to be operated when safety devices are not working 


or working incorrectly.





PLANNING





 A





 SAFETY MEETING





COMMUNICATION





PREPARE





PINPOINT





PERSONALIZE





PICTURIZE





PRESCRIBE





SAFETY





 ORIENTATION





 AND





 TRAINING  





PREPARATION





PRESENTATION








EVALUATION





FOLLOW-UP








HAZARD COMMUNICATIONS





HAZARD COMMUNICATIONS





IDENTIFY AND LIST THE HAZARDOUS MATERIALS IN THEWORKPLACE,


AND 


KEEP AN MSDS ON FILE FOR EACH ONE





MAKE THE HAZARD INFORMATION 


AVAILABLE TO THE WORKERS 





TRAIN EMPLOYEES IN THE HAZARDS OF THE MATERIALS, 


AND PREVENTIVE STEPS TO BE TAKEN 


TO MINIMIZE EXPOSURE





CONTAINER LABELING





INCIDENT INVESTIGATION











INCIDENT INVESTIGATION





IF THE CAUSES OF EVEN MINOR OR NON-INJURY INCIDENTS 


ARE NOT IDENTIFIED AND CORRECTED, THEY MAY OCCUR AGAIN TO CAUSE AN EVEN MORE SERIOUS INJURY.








THE REAL PURPOSE OF AN INVESTIGATION IS TO 


ESTABLISH ALL RELEVANT FACTS AND OPINIONS


AS TO HOW AND WHY THE INCIDENT OCCURRED, 


SO CONCLUSIONS CAN BE DRAWN ABOUT


WHAT MUST BE DONE TO PREVENT A RECURRENCE?





CONDUCTING THE INVESTIGATION





INTERVIEWING THE INJURED EMPLOYEE





STEP ONE: REMIND THE EMPLOYEE OF THE INVESTIGATION’S PURPOSE








STEP TWO: ASK FOR HIS COMPLETE VERSION





STEP THREE: ASK QUESTIONS TO FILL IN THE GAPS





STEP FOUR: CHECK YOUR UNDERSTANDING





STEP FIVE: DISCUSS FUTURE PREVENTION





INTERVIEWING THE WITNESS 





ASSESS THE SCENE OF THE INCIDENT 





USE YOUR SENSES





RE-ENACT THE INCIDENT





REMEMBER THAT A RE-ENACTMENT CAN BE DANGEROUS.





Never allow an employee to commit an unsafe 


act while he or she is trying to re-enact an incident.





DRAWING CONCLUSIONS





INSPECTING FOR HAZARDS





HAZARD INSPECTION





The general objective of an inspection program 


is to eliminate potential hazards.





PLANNING THE INSPECTION





WHAT TO INSPECT





CONDITIONS TO INSPECT FOR





INSPECTION FREQUENCY





ENFORCING SAFETY RULES 





EXERCISE ONE





WHY DON’T PEOPLE FOLLOW SAFETY RULES?





LACK OF KNOWLEDGE 


INCONSISTENT ENFORCEMENT 


UNNECESSARY PUNISHMENT 


EXPECTATION OF PERSONNEL BENEFIT








EXERCISE TWO





CREATING MOTIVATION FOR SAFETY RULE COMPLIANCE.





HOW DO YOU GET PEOPLE TO LEARN THE RULES?





EXERCISE THREE





EXERCISE FOUR





HOW DO YOU REINFORCE SAFETY RULES?





NEVER ALLOW THE REWARD 


TO BECOME MORE IMPORTANT 


THAN THE PURPOSE.





HOW DO YOU ENFORCE COMPLIANCE WITH THE RULES?





EXERCISE V





JOB SAFETY ANALYSIS





JOB SAFETY ANALYSIS





DEFINING THE JOB STEPS





ANALYZING THE HAZARDS





DEVELOPING SAFEGUARDS





FOLLOW-UP QUESTIONNAIRE
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