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SAFETY MANUAL TOPICS

Please review the following list of topics.  Prioritize those topics that you feel should be included in a new safety manual by checking the appropriate box under the New Manual Needs column.  For those topics that would be nice to have in the future as the manual is updated and expanded, check the appropriate boxes under the Future Manual Needs column.

	                                                                                                   New                              Future                 

Topic                                                                                      Manual                           Manual                 

                                                                                                  Needs                            Needs                 


INTRODUCTION
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Why is there a safety manual?

How to use the manual






SAFETY PROGRAM/ORGANIZTIONAL POLICY


Letter from CEO or top management





Safety philosophy/policy


Safety vision/value statement

Safety committee(s) structures

· Committee member roles and responsibilities


· Subcommittee/task force responsibilities


· Recordkeeping & communications

Management safety roles and responsibilities


· CEO/Plant Manager/Ranking Executive at location


· Line mgrs./supervisors and other than safety staff


· Safety Manager/staff



· Hourly employees
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Workers Compensation information


· Insurance carrier information



· Basic insurance coverage information

GENERAL SAFETY RULES AND PROCEDURES


Facility wide general safety rules and procedures

Accident/incident reporting & investigation procedures


· Accident/incident reporting process & forms


Workers compensation claims


Property claims


Automobile claims


     General liability claims


      Other types of insured/non-insured claims

· Accident/incident investigation process & forms


Workers compensation claims


Property claims


Automobile claims


      General liability claims


     Other types of insured/non-insured claims
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Post-injury/medical case management philosophy


· Manager/supervisor roles and responsibilities


· Employee rights per state law when injured


· Modified duty program details


Safety suggestion program


Safety infractions/disciplinary procedures

Safety review & approval process before purchasing


Contractor & outside vendor/visitor safety procedures


Capital project safety & insurance review procedures

Facility wide safety audit & inspection procedures

· Examples of safety inspection checklist

Housekeeping policy


Job Safety and Hazard Analysis (JSHA) program


Off-the-Job Safety program


Workplace violence prevention policy/program

EMERGENCY PREPAREDNESS & DISASTER PLANNING


Medical emergency procedures


· First aid & CPR training & approved responders


Fire & explosion emergency response procedures

Weather related emergency procedures
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Chemical spill response procedures


Bomb threats, strikes, civil disorder procedures


Media relations responsibilities

OSHA COMPLIANCE PROGRAMS


OSHA compliance officer inspection procedures


Access to employee med. records & exposure monitoring 

· Periodic medical monitoring  programs

Accident recordkeeping procedures (OSHA 300)

Personal protective equipment policies


· Safety eye glass program


· Respiratory protection program


· Hearing protection & hearing conservation program


· Safety shoe program


· Safety glove/hand protection program


Control of hazardous energy (lockout/tagout) program

Chemical control programs


· Hazard communication policy & program review

· Chemical minimization/consolidation program

· Chemical hygiene plan (laboratory safety program)
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Ergonomics Program


· Manual material handling guidelines


· Back safety program


· Identifying/assessing cumulative trauma disorders


· Ergonomics task force roles & responsibilities

Hazardous work permits programs

· Confined space entry program


· Line Breaking


· Welding & cutting


· Electrical hot work


· Temporary wiring


· Excavations, trenching, underground utilities


Bloodborne pathogens/exposure control program

Powered industrial trucks (forklift) safety program

Machinery safeguarding procedures

Fire protection program


· Sprinkler systems inspection, testing, maintenance
· Fire extinguishers dist., inspection, & maintenance
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· Flammable/combustible liquids handling & storage

· Boilers, ovens, & furnaces combustion controls

· Cafeteria cooking equipment protection

· Electronic data processing equip./records protection

· Warehousing fire safety


Compressed gas use & storage procedures


Power/hand tools inspection, selection & maintenance


Ladders, elevated working surfaces, & fall 

       protection policies

OTHER SAFETY TOPICS


Office safety program – general guidelines


· VDT exposure assessment/control procedures


· Indoor air quality guidelines

Motor vehicle safety program


· Motor vehicle driving record check procedures

· Passive restraint (seat belt) policy


· Use of company vehicles policy – restrictions

· Vehicle maintenance & inspection procedures

· Non-owned vehicle policy & insurance requirements
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SAFETY TRAINING PROGRAMS


Programs requiring employee, contractor, visitor training

Instructor qualification/certification process


Use of outside training resources


Conducting a training needs assessment

Designing & assessing training materials


Measuring the effectiveness of training


New employee safety orientation

Transferred employee safety orientation

Tool box safety meeting guidelines

Training recordkeeping requirements

REFERENCE SECTIONS


All OSHA standards referenced in safety manual


(Occupational Safety & Health Administration)


All ANSI standards referenced in safety manual


(American National Standards Institute)


State & local codes/ordinances referenced in manual


Trade industry safety standards


Department of Transportation standards referenced


Additional textbooks/references listing

ACGIH TLVs (current edition)


National Safety Council Data sheets


NIOSH criteria documents
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