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SAFETY MANUAL PRODUCTION CONSIDERATION

There are a number of decisions that need to be made when a company decides to produce a safety manual.  The following list provides some, but not necessarily all, of the considerations in the form of questions that need to be answered.

CONTENT

· Will this be a new manual or revisions/expansions to an existing manual?
· What should be in the manual?
· What are the priorities for putting together the required documentation and procedures for the various sections?
· Will the manual only cover one area such as worker safety (worker’s compensation) or will it include multiple safety concerns such as property protection, environmental protection, security, public safety concerns, fleet safety, etc.?
DETAIL

· How much detail should be in the various sections?  How much detail is required to clearly convey to others what is expected of them?

· Can the message be conveyed in graphic detail more effectively than in written detail?

SIZE

· What size will the manual be?  Should it be standard loose-leaf notebook size or a smaller pocket size that can easily be transported?

· If the safety manual will be available through an on-line database, will size matter?

· Are there any limitations on the size (number of pages) in the manual?  Is there any history or bias in the company to the size of a manual and the successful implementation of the manual?  Are small manuals more likely to be accepted than a big thick one?

LAYOUT/FORMAT

· What will be the page layout format?  For example, will each section be numbered with a unique numbering system?
· Will there be two columns of text on a page? (You can get more information on a single page, saving printing costs)
· What will be the column width? (Narrow columns are easier to read)
· Will there be a standard format for conveying the policy and procedures?  For example, every section may start out with a statement of the policy, followed by sections on who this policy applies to, under what conditions, who has the authority to interpret the policy, where employees could find additional information, and what instructions employees are expected to follow?

· Will there be headings or other boxes that reference the main manual section, the subsection, author, approver, date of approval, and date of the last revision?

· How will graphics be used? (Graphics help to summarize information, such as charts and graphs or drawings that help people easily understand the concept or process).  How will color be utilized or will the manual be all black and white print?

· Will there be tabs provided between sections to make it easier to find information?  Will there be an Index at the back of the various topics? (Creating an index is easy with some software packages on word processors, otherwise generally very hard and time consuming to do by hand)

· Does/should the safety manual match the layout and format of other manuals which may already exist such as quality control manuals, human resources manuals, and operations manuals?

· Should the manual be a loose-leaf notebook (easy to insert revisions), on-line via a file server (the easiest way to make universal revisions to the manual) or hard bound (difficult to change)?

· Is there a need for both a safety manual and a smaller employee safety handbook that would cover the primary points of the safety manual in less technical, more easily understood terms?

· Could the manual be installed on a computer system that might already be in place?  This would allow system-wide access and rapid up-dates of information so everyone always has the latest information at hand.
· What will be the page numbering system?  Will it start from page 1 and run consecutively to the end of the manual or will each section have their own limited numbering system (that would make it easier to revise a smaller number of pages)?
AUDIENCE

· Who is the audience?  Is it a combination of hourly workers and supervisors, primarily for senior managers and supervisors, or a combination of everyone within the organization?
· What are the literary levels of the audience?  Will they easily understand what is in the manual?
· Is the audience culturally diverse?  Will bilingual editions be required to most effectively carry the message to the intended audience?
BUDGET

· What is the overall budget for the production of the manual?  Have the various costs been identified in sufficient detail to propose a realistic budget?

· Is the manual production budget an annual budget or should one be put together that covers the entire duration of the project (which may take several years)?

· Who is authorized to spend the money in the budget?  Do all members of the manual production team or does only the team leader have access or authorization to spend?

· What will be the process for submitting and getting approved expense vouchers?

WRITING

· Who will be responsible for authoring the various sections?  Will there be multiple authors or a single author?  Does the author(s) have the writing skills needed to produce a high quality draft copy that reflects a consistent writing style between different sections of the manual?

· If several people will be responsible for writing the manual sections, will they need any training in good business writing skills before they begin?

· Will draft sections be handwritten or typed/word processed?  If handwritten, is the author’s handwriting legible enough for someone else to accurately transcribe it?

· Will there be time set aside for the authors to draft their documents during the normal workday or are they expected to work on the writing outside of work?

· Who will proofread the copy before it goes to print to make sure there are no grammatical errors?

PRINTING

· Will the manual be printed in-house or outside?

· What are the various options when using outside printers?  How much will an outside printer charge per page/manual?  What types of papers will they use?

· Does an outside printer offer graphic design services that might enhance the content and visual appeal of the manual?

· Will the printer assemble and bind the finished manual or only print the pages for you to insert in your own binders?

APPROVALS

· What sort of approvals will be required to spend money related to the production of the manual?

· Does the legal department need to review and approve the manual?  Human resources?  Operations?  Safety?  Facility manager?

APPROVALS (continued)

· What review/approval process will be required for making sure that the draft policies and procedures do not conflict with either existing company policies, that they are technically correct, and that they do not conflict with any government regulations or other consensus standards?
· How long will the review and approval process take from the time the draft copy is completed and passed on to the approver before the approved/suggested improvements feedback gets back to the author?
REVISIONS

· How will revisions to the approved procedures be made in the future?

· Will there be a requirement for at least an annual review of all manual sections to determine their current applicability and effectiveness?  If there is, will this be done piecemeal throughout the year or at one particular time?

· How will information that is collected as a result of accident investigations, safety inspections and safety program audits be used to improve the manual?

· How will revisions to existing procedures be identified on the actual document?  By published revision date?  By vertical lines in the margin?  By cover memo identifying the nature of the revisions?

· How will revisions be distributed to manual holders?

DISTRIBUTION SYSTEM

· How will the initial copies of the new manuals be distributed to the identified audience?  Will there be rollout sessions held to discuss the use and contents of the manual or will they be sent through the interoffice mail?

· Will there be a means of registering the manuals to control or account for the numbers of copies that are distributed?

· What will be the procedure to make sure that revisions, new sections, and additional reference material are actually incorporated into the manual?  Will there be a revised section log at the front of the manual that could be easily checked to make sure that the revisions were received and entered?

DISTRIBUTION SYSTEM (continued)

· As people leave the company or change positions, how will ownership or responsibility for the safety manual that was in their possession be transferred to another person?

AUDITS

· Will there be periodic audits to check and make sure that safety manuals are in their proper places, accessible to all interested parties, being used, being updated, being kept in good, clean. Complete condition?

· Who will be responsible for performing these audits?

· How will the audits be documented and results communicated?
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