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CREATING A COMPANY SAFETY MANUAL

The following paragraphs are lettered to correspond with the blocks on the attached flow chart that provides a thought process for the creation of a company safety manual.

A. Creating a safety manual is a big job.  The responsibility could be assigned to one person or to a group of people.  The later approach is preferable.  The responsibility is not necessarily to write everything that would go into a manual but to oversee the process by which the manual gets written.

B. Deciding what should go into manual is usually one of the first questions that will confront the manual developers.  Is this going to be a corporate wide or a location specific manual?  Is it going to include all operations within a location or only certain specific, high hazard operations?  Should the manual concentrate on facility wide safety policies and procedures only or should it also include task, job and/or operation specific safety policies and procedures?  Will this be a Safety and Health manual, or a Safety, Health and Security manual?

C. One approach that could be taken to develop a good starting list of items that could be included in the safety manual is to look at the Table of Contents of some other company’s safety manuals.  What sorts of issues/policies are addressed?  How are they grouped under different headings?  How many of the operations/hazards listed also exist at your company?  Generally you could sort the types of policies and procedures that should be included in a safety and health manual into 3 primary categories:

· General, facility wide policies and procedures

· Operation, department and/or job/task specific policies and procedures

· Emergency/disaster policies and procedures

See the document Safety Manual Topics for examples of material that might go into each of these categories.

D. Once a listing of possible topics to include in the safety manual has been developed, the next question is what are the high priority items that we need to address first?  It is common to find that the subject matter that could be included in a manual is very broad.  Do you try and cover every possible hazard and exposure in your operations all at once?  Would this approach mean risking the possibility that the manual might be put into perpetual preparation and never get out into the hands of managers and employees?  Or, do you go with those critical items that need to get out to the employee population right away and then add more material later?  Because a safety manual is a living, evolving document that changes and is continually improved upon; the later approach is more common.

E. Priorities can be determined in a number of ways.  When the decision was made to create a safety manual, what was driving that decision?  For example, is the top concern of management OSHA regulatory compliance?  If so then the sections dealing with the required OSHA program elements such as Hazard Communication, Accident Recordkeeping, and Lockout/Tagout may be at the top of the priority list.  Losses may also determine priorities.  Is the company having workers compensation and automobile losses that might be reduced if only there were some established policies and procedures that all employees knew, understood and followed?

There are other considerations that can determine the safety manual development priorities.  Should you develop policies and procedures before senior management has developed a corporate safety policy/philosophy statement?  If you were to develop general safety policies and procedures before developing a manual section outlining management and employee safety responsibilities, what motivation would there be for employees to follow the new procedures?

NOTE:    Steps F through J should be decided before beginning to assign responsibility for writing sections of the manual.  If this is not done it can slow up the process of getting the manual to print and distributed.

F. As stated in step A, the persons responsible for managing the safety manual development process are not necessarily the authors of the manual.  With a priority listing of the first manual sections developed the question has to be asked, “who is in the best position to write each section?”  For example, is an hourly employee in the manual development group the best person to write a location’s safety philosophy/policy statement or should senior management do that?

Authors should have technical expertise and a thorough understanding of the operations, roles and responsibilities of key people in order to write a practical and effective manual section.  Spreading the writing duties around will increase buy-in to the contents of the manual once it is published.  Don’t forget to enlist and cite senior management support when the assignments for manual writing are handed out, otherwise the sections may be looked at as being unimportant.

G,L.
Is there an existing format or style for other procedures manuals in the organization that needs to be followed if the manual is to be accepted?  Format/style refers to how the pages of the manual section will be laid out.  For example, there may be a unique way of numbering manual sections.  Each page should have a date published shown on it so that future updates can be easily identified from a master procedures listing.  Will the manual ultimately become a series of 3” binders or is there a size limitation that senior management is looking for?  Will the manual be hard bound, spiral bound in loose-leaf notebooks, on 8 ½ x 11 paper or will it be a smaller, pocket size safety handbook/manual? 

H,M.
What will be the process by which the drafts of each manual section will be reviewed, commented upon, edited, reviewed again and finally approved?  Who will be required to approve and sign off on each section?  How long should the review/approval process take?  In order for the safety manual to have clout, it should be reviewed and approved by members of senior management.  They have the big picture perspective and are likely to know when a draft procedure or policy may be in conflict with another policy/procedure that the author was unaware of.  Also, with management’s signature of approval, the policies are more likely to be actively supported by management and others in the future.

I,N.
The audience for the safety manuals should be determined early on so that the authors know who they will be writing their manual sections to.  If the manuals will be going to everyone then you have to consider things like literacy and write to make people easily understand the procedures and concepts.  Will there be a need for the manual to be bi-lingual?  What will be the procedure for distributing the manuals?  Will they be rolled out during special introductory sessions where they can be fully explained or mailed out?  If mailed out they usually would require a more detailed cover memo that tries to cover all of the possible questions that may be asked by the recipients.

J. As the safety manuals are living, changing documents consideration needs to be given on how future updates of existing sections or distributions of new sections will be handled.  Will each manual section have a place for listing the original date of publication and subsequent updates of certain pages or the whole section?  How often will sections be reviewed to see if updates are needed?  Many companies review all sections of their safety manuals at least annually.  When will updates be required – when regulations change, when audits and inspections reveal existing policies are being followed, after accident investigations, etc.?

K. When writing assignments are given to people they should clearly understand what is expected of them in terms of content. Length, style and format, and the target date for completion of the first draft.  People should be held accountable for meeting those target dates.  The people responsible for managing the safety manual development process may need to provide the various authors with examples of similar program manual sections for other companies.  While these should not be used to “copy” someone else’s procedure, they can help stimulate ideas and ways to phrase terminology.

O,P.
After the draft copies are prepared they should be reviewed and approved or disapproved according to the procedure established in step H.  The people who have responsibility for the review and approval (there may be multiple approvals required) should also be given a time frame within which to review and approve/reject the section.  Again, they should be held accountable for meeting those target dates if the manual is going to be produced by the anticipated deadline.

Q. Printing may be done inside or through an outside shop.  Distribution should be done according to the plan devised in step I.

R. If the decision had been made to roll out the manual during special training or educational sessions it should have been determined who would do that training or introduction.  What training materials do they need?  Are the rooms scheduled to hold the training sessions?  If questions about the safety manual come up during the rollout sessions, how will those questions be captured/answered?  What happens if some of the questions reveal unanticipated holes in the safety manual?

S. Once the safety manuals are in the hands of the various holders there should be periodic, random audits to make sure that the manuals are kept up to date and accessible, if need be, to other employees.  Also, during other routine workplace safety audits and inspections, the inspectors need to be familiar with the contents of the safety manual.  When they look at an operation they should easily know if what they are viewing follows the safety policies and procedures outlined in the manual.

T. Because the safety manual is a dynamic document, it will out of necessity have to change over time.  When changes are needed or new sections are required the new authors should be following the now well established safety manual development procedures outlined in step J.
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