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Special Report
This two-part exploration of
workplace health and safe-
ty comes from the Occupa-
tional Safety and Health
Administration, whose
mission is to prevent work-
related injuries, illnesses
and deaths. Find more
resources and information
online at www.osha.gov.
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ness, vou should use each of these cle-
ments 1o prevent workplace aecidents and
possible injuries and illnesses, Develop-
ing a workplace program following these
four points should lead you to do all the
things needed o protect your employees’
and your own safety and health. If you
already have a program, review it in rela-
tion to these elements to help improve
what you have,

Follow this +-point approach to safety
and health protection in your business,
and vou should also see an improvement
in efficieney. It may help you reduce insur-
ance claims and other costs. While it does
nol guarantee compliance with OSHA
standards, this approach will help vou
toward full comphliance and is a way 1o
document your best health and safety
practices.

This approach is not usually very expen-
sive, Especially in smaller businesses, it
generally does not require additional
emplovees, Usuaily, it can be integrated
into other business funciions with modest
cffort, The key to the success of this plan
is to see il as a part of your business oper-
ation, reflected in all your work, As you
continue, the program becomes an easy,
built-in process that only needs periodic
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POINT ONE: MANAGEMENT
COMMITMENT AND EMPLOYEE
INVOLVEMENT

As an owner or manager, your attitude
towards job safety and health will be
reflected by your employees. If you are
not interested in preventing employee
injury and illness, nobody else is likely o
be. At all times, demounstrate your per-
sonal concern for employee salety and
health in the workplace, Your policy must
he clearly set. Only you can show its impor-
tance through your own actions, Demon-
strate the depth of your commitment by
invalving employees in planning and car-
rying oul your efforts.

Consider forming a joint emplovee-
management safery committee. This can
help start a program and maintain inter-
est in it If you have few employees,
consider rotating their participation
on the committee so that all can play an
active role.

As a small-business employer, vou have
inherent advantages: close contact with
your employees, a specific acquaintance
with the problems of the whole business,
and usually a low worker turnover. You
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have probably already developed a rela-
tionship of loyalty and cooperation that
can be built upon. These advantages may
not Dnl)‘ increase your concern rQr }’OUF V
cmplovees but also may make it easier to
get their help.

Action Items:

> Post your own policy on the impor-
tance of worker safety and health next o
the OSHA workplace poster where all
ernployees can see it

> Hold a meeting with all employees to
commuaicate the policy 1o them and to
discuss your objectives for safety and
healeh for the rest of the year.

> Demonstrate support from the top by
taking an active part in your safety and
health program. For example, personally
review all inspection and accident reports,
and follow up.

> Ensure that all managers (vou includ-
ed) follow all safety requirements that
employees must follow, even if you are
only in their area briefly. For instance,
be sure to wear a hard hat in any hard-
hat area,

= Use your employees' special knowl-
edge and help them buy into the pro-
grara by having them make inspections,
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put on safety training or help investigate
accidents.

> Make clear assignments of responsi-
hility for every part of the program that
you develop. Make certain everyone
understands them. The more people
involved, the better. A good rule of thumb
1s 10 assign safery and health responsibil
ities in the same way you assign production
responsibilities: Make it part of everyone's
job to work safels.

> Give those with responsibility cnoug}l
people, ime, waining, money and author-
ity to get the job done,

> Don’t forgel assignments afier you
make them. Recognize and reward those
who do the assignments well, and correct
those who don’'t.

> Take time o review what you have
accomplished against what you setas your
objectives, and decide if yon need new
objectives or program revisions to get
where you want to be, Dho this at least once
cach year,

POINT TWO: WORK-SITE ANALYSIS

It is your responsibility to know what's in
your workplace that could hurt your work-
ers. Worksite analysis is a group of process-
es that helps keep your workers safe, If
you need help getting started with this
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process, you can call your state consulta-
tion program. Also, OSHA publishes a
booklet entided Job Hazard Analysis that
gives some good guidance. '

Action Items:

> Request a visit from your state consul-
tation program covering safety and health
to get a full survey of the hazards that
exist in your workplace and those that
could develop. You can also contract these
services from private consultanis.

> Set up a way w0 get expert help when
you make changes 1o ensure that the
changes are not introducing new hazards
into your workplace. Also, keep current on
newly recognized hazuwds inyour industry.
> Make it a periodical assignment, maybe
to teams that include emplovees, to look
carefully at each job, taking each apart
step by step to see if there are any hid-
den hazards in the cquipment or processes,
> Set up a system of checking to ensure
that vour hazard controls have not failed
and that new hazards have not appeared.
This is usually done by rowtine selfinspec-
tions. Your state consultant can assist.

> Provide an easy way for your employees
to let you or another manager know when
they notice or discover things that look
harmful to them.
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> Learn how 1o do a thorough investi-
gation when things go wrong and some-
one gets sick or hurt. This will prevent
recurrences.

> Take the time to look back over several
years of injury or iliness experience to iden-
tify patterns that can lead to further pre-
ventioi. Therealter, periodically look back
over several months of experience to deter-
mine if any new paterns are developing.

POINT THREE: HAZARD

PREVENTION AND CONTROL :
Once you know what your business’ haz-
ards and potential hazards are, vou are
ready to put in place systems (o prevent or
control those hazards. Whenever possi-
ble, you will wantio eliminate those haz-
ards. When you cannot eliminate hazads,
systems should be set up to control them.

Action Items:

> Set up safe work procedures bused on
hazard analysis, and make sure that
each employer understands and follows
the procedures. Involve employees in
the analysis that results in these proce-
dures.

> Be ready to enforce the rules for safe
work procedures by asking your employ-
ees 1o help you set up a disciplinary systerm
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that will be fair and understood by everyone.
> Where necessary, provide personal pro-
tective equipment, and be sure your
employees know why they need it, how
1o use it and how to maingain it.

> Provide for regular equipment main-
tenance to preveni breakdowns that can
create hazards.

> Ensure that preventive and regular
maintenance are tracked o completion.
* Plan for emergencies, including fire
and natural disasters, and drill everyone
frequently enough so that if the real thing
happens, everyone will know what to de
even under stressful conditions.

> Ask your state consultant to help you
develop a medical program that fits your
worksite and involves nearby doctors and
emergency facilities. Invite these medical
personnel to visit the business before
emergencies occur and help you plan the
best way to avoid injuries and illness dur-
ing emergencies.

= Ensure the ready availability of med-
ical personnel for advice and consulta-
ton on matters of employee health. This
does not mean that you must provide
health care. Butif health problems devel-
op in your workplace, you are expecied to
get medical help to treat them and their
Causes.
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To Fulfill the Above Requirements, Con-

sider the Following:

> You should have an emergency medical
procedure for handling injuries, trans-
porting il or injured workers and notify-
ing medical faciliies with a minimum of
confusion. Posting emergency numbers

is a good idea.

> Survey the medical facilities near your
place of business, and work with them as
part of your plan, Cooperative agreements
could possibly be made with nearby larg-
er plants that have medical personnel or

facilities onsite.

> Have a procedure for reporting iruries
and illnesses that is understood by all

employees.

> Consider performing routine walk-
thraughs of the worksite to identify hazards

and track them unul they are corrected,

> If your business is remote from medical
facilities, vou are required to ensure that
adequaiely trained professionals are avail-
able 1o render first aid. Adequate first aid
supplies must be readily available for
emergency use, Arrangements for this
training can be made through your local
Red Cross, your insurance carrier, your

local safety council and others,

> You should check batterycharging sta-
tions, maintenance operations, laborato-

Power Tools in the Workplace
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rics, heating and ventilating operations,
and any corrosive-materials areas to make
sure you have the required cye washes
and showers.

= Consider retaining a local doctor or
an cccupational health nurse on a part-
time or as-used basis to advise you in your
medical and first-aid planning,

POINT FOUR: TRAIN EMPLOYEES,
SUPERVISORS AND MANAGERS

An effective accident prevention program
requires proper job performance from
everyone in the workplace. As an owner
that all
employees know about the materials and
equipment they work with, the inherent
hazards, and what you are doing to con-

Oor manager, you musi ensure

trol those hazards. No employee should
undertake a job until he or she has
received instructicns on how to do it prop-
erly and has been authorized 10 do that
job. Furthermore, no employee should
undertake a job that appears unsafe.

You may be able 1o combine safety and
health training with other training that
you do, depending upon the potential
and existing hazards.

Action Items:
™ Ask your state consultant to reconi-
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OSHA Workplace Poster (Job Safety
and Health Protection OSHA 2205]. You
must have the federal or state OSHA
poster displaved in your workplace.

Standards that Apply to Your Opera-
tions, These are the regulations OSHA vses
when inspecing for compliance. These
standards are the baseline for your own
inspections and are useful in determining
what specific changes need o be made
when hazards are identified. Most busi-
nesses come under OSHA's General Indus:
iy Standards, but if you are involved with
construction or marttime operations, you
will need the standards that apply 1o these
classifications, (In states with OSHA pro-
grams, use (he appropriate state stanclavds.)

Record-Keeping Requirements and the
Necessary Forms. You need these if you
have 11 or more employees. These forms
are not too different from other infor-
mation forms you have been keeping for
workers' compensaton and other records,

Occupational Safety and Health Act.
You may want this for your own informa-
tion and reference in the future,

CLEAN UP YOUR PLACE OF BUSINESS
Poor housekecping contributes to low
morale and sloppy work in general, even if
it is not usually the cause of major accidents.
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Most safety action prograins stare with an
intensive cleanup campaign,

Get 7id of rubbish that has collected;
make sure proper containers are provid-
ed; see that flammables are properly
stored; make sure thal exits are not
blocked; if necessary, mark aisles and pas-
sageways; provide adequate lighting, ete.
Get everyone involved.,

START GATHERING FACTS

ABOUT YOUR SITUATION

Before you make any changes in your safe-
ty and health operations, gather as much
information as possible about the current
workplace conditions and about business
praciices that are already part of your safe-
ty and health program. This information
can help identify any workplace problems
and sece how 1o solve them, The assess-
ment should be conducted by the person
responsible for the safety and health pre-
gram and/or a professional safery and
health consultant. It consists of two major
activities.

The firstis a comprehensive safety and
health survey of your eatire facility,
designed to identify any existing or poten-
tial hatzards. [t should include checking on
the use of any hazardous materials, observ-
ing employee work habits and practices,

Power Tools in the Workplace
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and discussing safety und health problems
with employees.

The second major activity is an assess-
ment of your existing safety and health
program 1o identify areas that may be
working well and those that may need
improvement. You will want to gather
wogether as much information as you can
that relates 1o the safety and health man-
agement of your workplace.

You should include the following in
this review:
> Safery and health activities. Examine
current and previous company policy
statements, rules (both work and safety),
guidelines for proper work practices and
procedures, and records of training pro-
grams.
= Equipment, Make a list of your major
equipment, principal operations and the
locions of each. Give special attention to
inspection schedules, maintenance activ-
itles, and plant and office layouls.
> Employees'
alphabetical list of all employees, show-

capabilities—Make an

ing the date they were hired, what their

Jjobs are and what experience and training

they have had. Special attention should be
given 10 new employees and to employees
with disabilities.

™ Accident, injury and illness history.
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Examine vour first-aid incidents, workers’
EfJnlpL'l‘l_hmion Insurance payments, and
workers' compenszation awards, if any.
Review any losses. Determine how your

ce rate compares with others in
your group. Special attention should be
given to recurring accidents and ypes of
injuries, ctc.

Look at the facts you have assembled
to identify any major problem a
Look for such things as interruptions in
vour normal operations, teo many
emplovees aking too much time off, or
too many damaged products, Assistance
in this kind of problem tdenufication
can ofien be obtained from compensa-
tion carriers, local sal uncils, s
agencics, major suppliers and even, per-
haps, petitor.

; problem is identified, you can

work on the corrective action or a plan for

controlling the problem. Take immedi-

ate action and make a record of what you

owever, don't become overly

in looking for major problem

during this fact-finding srage.
Remember that no singte haz !

y and health

problems. Therefore, it is likely that no sin-

uation causes all of your

gle action will greatly improve your safe-

ty and health program.

If you have found no major problems
at this point, don’t stop. Now it is time to
develop a preventative, comprehensive
safety and health program.,

ESTABLISH YOUR 4-POINT

SAFETY AND HEALTH PROGRAM

The success of any workplace safety and
health program depends on careful plan-
ning. Take time to think through your

5

goals. Then vou can design a step-bystep
process that will create your fully effec-
uve operation. Follow the 4-point pro-

gram for best results:

ent and Employee
Our managerent

Management Commi
Involvement. Fstablis
commitment and involve your employ-
ees. No safety and health program will
work, especially in the long term, with-
out this commitment and involvement
You should have already taken the first

riain I]T.\[ !.'(J'Uf (‘['lll) C5 Are as
widely involved in the program as possible
from the beginning, They are the people
maost in contacl with the potential and

actual hazards at your worksite. They will

_ have constructve input for the develop-

ment of your safety and health program.
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(continued from 'p, 58) third-wire ground-
ing. On these double-insulated tools, an
internal layer of protective insulation com-
pletely isolates the external hausing of
the ol

The foilowing general practices should
ke followed when using electric toals:
m Operate electric tools within their
design limitations,
® Use gloves and appropriate safety
factwear whan using electric tools,
® Store electric tocls in a dy place when
not in use,
® Do not use electric tools in damp or
wet locations uniess they are approved for
that purpose.
m Keep wark areas well lighted when
gperating electric tools.
B Ensure that cords from electric tools
do net present a tnpping hazard.

in the construction industry, ermploy-
ees who use elactric tools must be pro-
tected by ground-fault drcuit interrupters
or an assured equipment-grounding core
ductor program.,

PORTABLE ABRASIVE WHEEL TOOLS

Portable abrasive grinding, cutting, pol-
ishing and wire buffing wheels create
special safety problems because they
may throw off flying fragments. Abra-
sive wheel tools must be equipped with
guards that: 1) cover the spindle end,
rst and flange projections; 2) maintain
proper alignment with the wheel; and
3) do not exceed the strength of the fas-
tenings, Before an abrasive wheel is
mounted, it most be inspected closely
for damage and shouid be sound- or
ring-tested to ensure that it is free fram
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Is ultimate suceess will depend upen their
support — which stems from them being
able to give meaningful inpult.

Make sure your program assigns respon-
sibility and accountahility to all employees
in your organization. A good safery and
health program makes it clear that every
employee at every level is responsibie for
his or her part of the program, Make it
clear that cach employee will be held
accountable for his or her safety and
health-relaied dudes.

Work-Site Analysis. Esiablish and regue
larly conduct your worksize analysis, This
Is an engoing process that includes rou-
ting selfinspections. Create the systems
and procedures necessary to prevent and
control the hazards that have been iden-
tified through your worksite analysis.
These control procedures will be your
basic means for preventing accidents,

Hazard Prevention and Control. The
OSHA standards that have been promul-
gated can assist you greatly since they
address controls in order of effectiveness
and preference. The hierarchy of con-
adminis-
trative, work practice and personal pro-

rols is as follows: engineering,

tective equipment. Whenever feasible,

shoula
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speed marked an the w
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Isintegrate or

engineering, administrative, or work prac-
tice controls should be instituted even
though they may not eliminate the hazard
or reduce exposure to or below the per-
missible exposure limit. They must, how-
ever, be used in conjunction with personal
protective equipment to reduce the haz-
ard or exposure to the lowest practical
level, Where no standard extists, creative
prablem sobving and consultant resources
should help you create effectve controls.
The hasic formula OSHA follows is, in
ovder of preference:

1. Etiminating the hazard from the
machine, the method, the nyaterial or the
plant structure.

2. Abating the hazard by imiting expo-
sure or controlling it at its source.

3. Training personnel to be aware of
the hazard and 1w follow safe work pro-
cedures to avoid it

4. Prescnbing personal protective equip-
ment for protecting employces against
the hazard.

Training. Establish and provide ongoing
training for employees, supervisors and
managers 10 ensure that evervone knows
aboul the
them. Each of these points is crucial if

hazards and how to control

you want to establish a safe and healthful

Power Tools in the Workplace
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workplace for yoursell and your employ-
ces. Together, these elements reinforce
your program, thereby making it more
difficult for acodents and work-related
health problems to occur.

DEVELOP AND IMPLEMENT

YOUR ACTION PLAN

Develop an action plan 10 help you build
vour satety and health program around
the four poins discussed above. It is a
specific description of problems and solu-
tions, but it is not ironclad. It can and
should be changed to correspond with
changes in the workplace. A good action
plan has two parts:

1. A list of all needed major changes
rand
health program eflective. Assign ench item
a priority and a target date for completion,
and identify the person who will monitor

or improvements 10 make your safer

or direct each action.

2. A speafic plan on how to implement
each major change or improvement, Wiiie
out what you want o accomplish, the steps
required, who is assigned w0 do what, and
when you plan 1o finish. This part of the
action plan helps vou keep track of details;
when several improvements are being
made at once, it is cusy 1o overlook an
inportant prerequisite for your next action,
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OSHA provides a worksheet that may
help you design an overall action plan,
Once the plan has been established, check
to make sure it is realistic and manage-
able, then address all the steps.

Communieation. Open communication
with your employees is crucial wo your suc-
cess. Their cooperation depends on under-
standing what the safety and health pro-
gram is all about, why it is4mportant to
them, and how it affects their work.
Remember that the more you de to involve
them in the changes you are making, the
smoeother your transition will be.

By putting your action plan into oper-
ation at your workplace, you will have
taken a major step toward having an effec-
tive safety and health program. You can
keep your program on track by periodi-
cally checking its progress and by calling
on a state consultant when you need assis-
tance. Any good management system
requires a periodic réeview to make sure
that the system is operating as intended,
Every so often, you should took carefully
at each crideal component in your pro-
gram to determine what works well and
what changes are needed.

Assistance. [nsurance carriery, suppliers of

durable equipment and raw materials, fel-
low businesspeople, local safety councils
and many local, state and federal agen-
cies—including the sate consultation
programs and OSHA area offices —can
provide technical assistance. You may even
find help in the yellow pages of your tele-
phone directory, which will give you the
names of many companies that special-
ize in items and services relating o safe-
ty, health and fire prevention.

Self-Inspection. The most widely accepted
way to identify hazards is to conduct safe-
ty and health inspections. The only way
you can be certain of the actual simation
is 10 look at it from time to time. Begin a
program of selfinspection in your own
workplace. This is a must for finding
where probable hazards exist and whether
they are under control.

You can receive selfinspection checklists
from OSHA that make this process easy.
Additional checklisis are available from
the Mational Safery Council, trade asso-
cialions, insurance companies and other
similar service organizations.

IN CONCLUSION
Establishing a good safety and health pro-
gram at your place of business will take

F OSHA Report: Hand & Power Tools in the Workplace
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some time and resources, bul you should
be pleased with the resulis. Employees
will be reassured because of your com-
mitment to their safety and health on the
Jjob. You will probably save money through
increased productivity and reduced work-
ers’ compensation insurance costs. You
will find increased respect in vour com-
munity. The rewards you receive will sure-
ly exceed the cost of your investment in
safety and health protection, S¥WC

The 4-point workplace program described heve
is based on he Safety and Health Progvam
Mancgenent Guidelines isued by OSHA on
January 26, 1989, Fur a five copy of the guide-
tines, send a request and SASE to OSHA Pub-
licalions, PO, Box 37535, Washington, D.C.
200137535, Although voluntary, these guide-
lines sepresent OSHA's policy on what cvery
worksite shinedd do Lo protect workers from occu-
pational hazards. The guidelines are based on
OSHA'S experience with the valuntary protec-
{iam programs, programs designed to recogmize
and promote effecin safery and heallh manag-
menit as the best means of msuring @ safe and
healthful workplace. For mime on the gundelines
and VP, plecse contact OSHA's Office of Coop
erative Programs, U.S. Department of Labor,
200 Constitution Avenue NYY, Keom N3700),
Washington, D.C. 20210, 202/219-7266.

LIQUID-FUEL TOOLS

bumn or explode
haust

sed inside ac
ian and/ar p respirators (i

atmosphere-supplying tors} must
be usgd to a
oo extngL

avaitable in the arsa.






