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Welcome
[image: image4.wmf]Safety Begins with ME! — Program Overview

Returning home safely at the end of each work day is something most of us take for granted.  Whether we’re eating breakfast at the local café, driving down the road, or performing our tasks at work, we assume that our employer, our government, and others around us are doing their part to keep us safe.  
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But our illusion can be shattered in an instant.  Suddenly we realize how vulnerable we are – how easily we can get hurt.  There are so many ways . . . so many circumstances and events that can keep us from returning home safe.  

Our safety – and the safety of others around us – is too important to leave to others or to luck!  Each of us needs to take an active role.  This training program addresses how each of us can and should get involved in creating a safe work culture.  
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Safety Begins with ME! consists of four workshops designed to last about an hour apiece, and includes assignments to be completed between sessions.  These are active learning sessions; and, as with anything, you will get more out of this experience if you participate.

Oregon OSHA and your company participated in the design and creation of these materials.  You may recognize your own shop or story, although the names have been changed to provide anonymity.  These are not someone else’s stories…these are YOUR stories.  The stakes are high!  This is no ordinary training.  This is about making YOUR shop a safer place to work and ensuring you return home safely today and every day.  
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Course Pre-Assessment

DIRECTIONS:  Please answer each question honestly to the best of your ability. These questions target your safety beliefs, actions, and knowledge.   

What Do YOU Believe?

	Directions:  For each belief/attitude below, indicate whether you agree, disagree, or are neutral.  Be candid and do NOT mark an answer just because you think you should. 

	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	1. Creating a safe workplace is really up to management.
	(
	(
	(
	(
	(

	2. The main reason for following company safety rules is to avoid getting in trouble.
	(
	(
	(
	(
	(

	3. Developing safe work practices and identifying personal protective equipment requirements must be done by management alone.
	(
	(
	(
	(
	(

	4. Employees should mind their own business and not force safe work practices on peers whom they do not supervise.
	(
	(
	(
	(
	(

	5. Only serious injuries should be reported since first aid and near miss reporting gets people in trouble and makes more work for everyone.
	(
	(
	(
	(
	(



What Are YOU Doing?
	Directions:  Remember that real involvement in safety means you must walk the talk. This section examines what you are doing to put action behind your safety beliefs.

	Never
	Rarely
	Sometimes
	Often
	Always

	1. I do the right (safe) thing even when no one else is watching. 
	(
	(
	(
	(
	(

	2. I put safety first and won’t compromise to meet production.
	(
	(
	(
	(
	(

	3. I practice great housekeeping.
	(
	(
	(
	(
	(

	4. I stop to THINK about safety before beginning a task.
	(
	(
	(
	(
	(

	5. I help fix safety hazards that I spot at work.
	(
	(
	(
	(
	(

	6. I speak up (coach others) when I see something unsafe. 
	(
	(
	(
	(
	(

	7. I frequently make suggestions to improve workplace safety.
	(
	(
	(
	(
	(


What Do you KNOW?

1.  Workplace hazards can generally be classified under one of six main causes (MEPEEP): Materials; Equipment, Process, Environment, Energy, and P________.

2.  Safety Hazards, unlike Health Hazards, frequently take long periods before their effects are realized. 

a.   True

b.   False

3.  The 5-S technique is much more than housekeeping. It addresses workplace organization and efficiency issues.

a.   True

b.   False

4.  Job Safety Analysis is:

a. A technique used by safety engineers to design new equipment.

b. A tool used by safety managers in conducting accident investigations.

c. A technique for identifying potential hazards of a task, and planning to prevent them.

d. An investigation by OSHA to determine workplace hazards. 

5.  The first step of Job Safety Analysis is to identify:

a. Potential hazards

b. Job steps

c. Workers involved

d. Equipment required

6.  A reliable form of work instruction that is easiest to reference is:

a. Procedure manual

b. Job aid

c. Visual placard or marking

d. Word of mouth

7.  It is up to management to create a Safety Culture in the workplace.

a.   True

b.   False

8. Non-management employees who confront peers about safety concerns are overstepping 
their authority.  

a.   True

b.   False

9.  Which of these is NOT an important part of speaking up for safety?

a. Stay positive and show concern.

b. Be clear about the unsafe behavior and its possible consequences.

c. Ask the individual to commit to change.
d. Wait until the moment is just right before you say something. 

10.  A good way to demonstrate on-the-spot safety leadership when beginning a team/group task is to:

a. Lead the group through a Job Safety Analysis.

b. Suggest the group “huddle” and ask/answer the three questions.

c. Refuse to begin the task until a supervisor is present.

d. Quickly perform a solo huddle. 
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SAFETY – I Know it When I SEE IT!
When evaluating the safety of a work area, look for:
Health Hazards

· Ergonomic issues due to workplace design, repetitive motion, force or posture

· Exposure to noise

· Exposure to harmful chemicals

· Physical exposure to vibration, heat/cold, radiation

· Biological exposure to bacteria, viruses, fungus, parasites, insects

Safety Hazards

· Machine moving parts, rotating shafts, belts, pulleys, blades, saws

· Energy (pneumatic, hydraulic, steam, electricity, kinetic, heat)

· Handling materials, including with manual and mechanical devices

· Work practices

Causes of Hazards:  M E P E E P
Materials – Sharp, heavy, dangerous, chemically reactive
Equipment – Tools and machines people use or work near

· Inadequate guarding or barriers

· Defective tools and equipment

· Incorrect tools and equipment for the job

· Inadequate warning systems

Process – The prescribed approach and steps of a production process, usually documented in a work instruction or procedure
Environment – Condition of surfaces, poor layout, congestion, insufficient space, inadequate ventilation, poor lighting, extreme temperature/noise, inadequate housekeeping

Energy – The presence of energy in various forms (pneumatic, hydraulic, steam, electricity, kinetic, heat) all of which have potential to harm if not properly controlled

People – Actions people take or do NOT take; unsafe work practices; lack of skill or knowledge; failure in execution; taking chances; improper apparel or lack of PPE; physical/emotional conditions
Ask Yourself:

· How has someone been hurt here or doing this in the past?

· What close calls (near misses) have happened?  

· How might you imagine someone getting hurt in this situation?  
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ANSI Hazard Categories 

[image: image19.wmf]Here are several standard questions to ask when looking for 
potential hazards.

1. Can the employee be struck by something?

2. Are there vehicles, moving equipment or flying debris? 

3. Can the employee strike against something?

4. Are there sharp edges?   Fixed equipment or obstructions?

5. Can the employee fall to the same height/different height (slipping or tripping hazards?)

6. Are there edges or openings in the work surfaces?

7. Are there pinch points?  Can the employee be caught in/on or between something….be crushed? 
8. Can the employee over-exert?

9. Is lifting involved, twisting or carrying?

10. Can the employee come into contact with something hazardous? (broad category including dust, chemicals, radiation, welding rays, heat, or excessive noise)
11. Can the employee be placed into a hazardous location while performing this task? (Confined, poorly lit areas)
12. Could the employee be harmed by a sudden or unexpected release of energy (electrical, heat, pressurized gas/liquid, mechanical energy, etc.)?

13. Might the work flow lead to overly rapid movements?

14. Does the work require the employee to perform repetitive (or awkward) motions?

15. Is the worker required to perform awkward tasks or work off-balance? 

16. Is there poor housekeeping, clutter, or disorganization?

17. Does the work require use of Personal Protection Equipment (PPE)?  Is it available/used?
Safety Suggestions for _______________________________

	Suggestion or Concern
	Date
	Response
	Date
Cmpl.
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PURPOSE:  To identify potential hazards within a process or task, and take proactive steps to eliminate them or minimize the risk. 
WHO:  Need people who know the work/task (HOW to do this)
STEPS: 

1. List basic job (or task) steps
· List step-by-step what must be done.

· Choose level of detail that is fairly specific.

· May help to list steps on post-it-notes or sheets of paper that can be moved around on the wall.

2. Identify potential hazards
· Can the employee be struck by something?

· Are there vehicles, moving equipment or flying debris? 

· Can the employee strike against something?

· Are there sharp edges?   Fixed equipment or obstructions?

· Can the employee fall to the same height/different height (slipping or tripping hazards?)

· Are there edges or openings in the work surfaces?

· Can the employee be caught in/or between something….be crushed?

· Can the employee over-exert?

· Is lifting involved, twisting or carrying?

· Can the employee come into contact with something hazardous? (broad category including noise, airborne items)

· Can the employee be placed into a hazardous location while performing this task? (Confined, poorly lit areas)

3. Resolve hazards
· Good housekeeping (5-S) – get rid of the unnecessary clutter, clean and organize; keep area picked up, swept up.

· Safe equipment – Ensure guards are in place, machines are operating correctly, safety devices have not been bypassed.

· Safe work practices – Follow the safe operating procedures that have been specified; no short-cuts.
· Proper PPE – make sure that you (and those around you) have and use the right safety equipment to prevent injury.  
	Basic Job Step
	Potential Hazards 
	Recommended Safe Procedures

	1
	1a
	1a1

	
	1b
	1b1

	
	
	1b2


Job Safety Analysis Form

Use this form to complete your analysis of each specific job/task.

Job or Task Title/Description:  






	Basic Job Step
	Potential Hazards 
	Recommended Safe Procedures

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Hazard Control Measures

Good Housekeeping (5-S)

Clear out unnecessary clutter, clean and organize to optimize efficiency and promote safe work.  Then, keep the area picked up, organized, and clean.

Safe Equipment – Engineering controls
1. Eliminate/minimize the hazard – This can be done by designing the facility, equipment or process to remove the hazard; or by substituting processes, equipment, materials, or other factors to lessen the hazard

2. Enclose the hazard – for example, place noisy equipment inside an enclosed area, or build a cage or railing around a hazard.
3. Isolate the hazard – with interlocks, machine guards, blast shields, welding curtains, or other means.
4. Remove or redirect the hazard – such as by installing an exhaust ventilation system.
Safe Work Practices – Management/Administrative Controls 
1. Develop written operating procedures.
2. Require work permits.
3. Establish exposure time limitations.
4. Monitor the use of highly hazardous materials.
5. Add alarms, signs, and warnings.
6. Implement buddy systems.
7. Provide training.

Personal Protective Equipment (PPE)
Provide protective clothing, shoes, gloves, and hard hats.
Use respirators, hearing protection, and safety glasses/goggles.

Temporary Measures 

Set up cones to redirect traffic away from a hazard.
Tape/rope off a hazard such as a slick surface.
Safety Culture Assessment 

DIRECTIONS:  Use the following assessment to examine your shop’s safety culture. Complete the assessment honestly and be prepared to share with a partner.

What Do YOU Believe?

	Directions:  For each belief/attitude below, indicate whether you agree, disagree, or are neutral.  Be candid and do NOT mark an answer just because you think you should. 

	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	1. Creating a safe workplace is really up to management.
	(
	(
	(
	(
	(

	2. The main reason for following company safety rules is to avoid getting in trouble.
	(
	(
	(
	(
	(

	3. Developing safe work practices and identifying personal protective equipment requirements must be done by management alone.
	(
	(
	(
	(
	(

	4. Employees should mind their own business and not force safe work practices on peers whom they do not supervise.
	(
	(
	(
	(
	(

	5. Only serious injuries should be reported since first aid and near miss reporting gets people in trouble and makes more work for everyone.
	(
	(
	(
	(
	(


What Are YOU Doing?

	Directions:  Remember that real involvement in safety means you must walk the talk. This section examines what you are doing to put action behind your safety beliefs.

	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	1. I do the right (safe) thing even when no one else is watching. 
	(
	(
	(
	(
	(

	2. I never compromise safety to meet production.
	(
	(
	(
	(
	(

	3. I deliver great housekeeping.
	(
	(
	(
	(
	(

	4. I help fix safety hazards that I spot at work.
	(
	(
	(
	(
	(

	5. I review/improve work instructions.
	(
	(
	(
	(
	(

	6. I speak up (coach others) when I see something unsafe. 
	(
	(
	(
	(
	(

	7. I frequently make suggestions to improve workplace safety.
	(
	(
	(
	(
	(


Speak-Up for Safety 

How many of you have ever spoken directly to someone about something they were doing that you knew was unsafe?  What are the reasons we are often reluctant?  

In order to overcome these barriers, we need to begin with the right mindset – a conviction that safety is everyone’s responsibility (and that “I am my brother’s keeper.” ) 

Then, we need an approach that can work for us.  The four keys to giving someone safety feedback are:

1. Stay positive & show concern.

2. Be clear about the unsafe behavior and possible consequences.

3. Be specific about the behavior change needed.

4. Ask for a commitment to change.

It’s also important to speak up in a timely manner.  Wait – and it may be TOO LATE!
When Someone Gives You Feedback . . . 

· Appreciate it – Someone cares about you!

· Tolerate imperfection – The way feedback is presented may not be quite right. 

· Listen – Truly hear the message. 

· Suspend Emotions and Ask Questions  – Fully understand the feedback you are receiving.

· Respond – Make appropriate changes. 

Solo Huddle Worksheet
DIRECTIONS:  Think of a common task that you perform as part of your work. Then answer the three questions below.   

What am I about to do?

How could I get HURT?

How will I work SAFELY to minimize the risks?


Think About It!

· Is there any reason why you couldn’t do this before each job you begin?  

· How much more safely would we all work, if we took a few moments along the way to THINK about our safety….to take a moment for safety.  
Safety Suggestions for _______________________________
	Suggestion or Concern
	Date
	Response
	Date
Cmpl.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Course Evaluation

Name (optional): 




Date:




Location:






	
	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	Please Rate the Program’s Content & Structure
	
	
	
	
	

	1. The training materials were professional & understandable.
	(
	(
	(
	(
	(

	2. The modules were logically organized.
	(
	(
	(
	(
	(

	3. The course length was appropriate to meet learner’s needs.
	(
	(
	(
	(
	(

	4. Classroom exercises were useful in helping me learn.
	(
	(
	(
	(
	(

	5. I learned new techniques/skills that I have used or will use.
	(
	(
	(
	(
	(

	
Comments:  


































	Please Rate the Trainer
	
	
	
	
	

	6. The trainer was knowledgeable about the material.
	(
	(
	(
	(
	(

	7. The trainer kept it interesting and communicated information clearly at an understandable level.
	(
	(
	(
	(
	(

	8. The trainer welcomed and appropriately managed group participation, questions, and challenges.
	(
	(
	(
	(
	(

	9. The trainer established an overall atmosphere that helped me learn the course material.
	(
	(
	(
	(
	(

	
Comments:  


































	10. Overall I was very satisfied with this course.
	(
	(
	(
	(
	(

	
Comments:  














































   




Thank You!
Course Post-Assessment
DIRECTIONS:  Please answer each question honestly to the best of your ability. These questions target your safety beliefs, actions, and knowledge.   

What Do YOU Believe?

	Directions:  For each belief/attitude below, indicate whether you agree, disagree, or are neutral.  Be candid and do NOT mark an answer just because you think you should. 

	Strongly Disagree
	Disagree
	Neither Agree nor Disagree
	Agree
	Strongly Agree

	1.  Creating a safe workplace is really up to management.
	(
	(
	(
	(
	(

	2.  The main reason for following company safety rules is to avoid getting in trouble.
	(
	(
	(
	(
	(

	3.  Developing safe work practices and identifying personal protective equipment requirements must be done by management alone.
	(
	(
	(
	(
	(

	4.  Employees should mind their own business and not force safe work practices on peers whom they do not supervise.
	(
	(
	(
	(
	(

	5.  Only serious injuries should be reported since first aid and near miss reporting gets people in trouble and makes more work for everyone.
	(
	(
	(
	(
	(



What Are YOU Doing?
	Directions:  Remember that real involvement in safety means you must walk the talk. This section examines what you are doing to put action behind your safety beliefs.

	Never
	Rarely
	Sometimes
	Often
	Always

	1.  I do the right (safe) thing even when no one else is watching. 
	(
	(
	(
	(
	(

	2.  I put safety first and won’t compromise to meet production.
	(
	(
	(
	(
	(

	3.  I practice great housekeeping.
	(
	(
	(
	(
	(

	4.  I stop to THINK about safety before beginning a task.
	(
	(
	(
	(
	(

	5.  I help fix safety hazards that I spot at work.
	(
	(
	(
	(
	(

	6.  I speak up (coach others) when I see something unsafe. 
	(
	(
	(
	(
	(

	7.  I frequently make suggestions to improve workplace safety.
	(
	(
	(
	(
	(


What Do you KNOW?
1.  Workplace hazards can generally be classified under one of six main causes (MEPEEP): Materials; Equipment, Process, Environment, Energy, and P________.
2.  Safety Hazards, unlike Health Hazards, frequently take long periods before their effects are realized. 
a.   True

b.   False

3.  The 5-S technique is much more than housekeeping. It addresses workplace organization and efficiency issues.

a.   True

b.   False

4.  Job Safety Analysis is:

a. A technique used by safety engineers to design new equipment.
b. A tool used by safety managers in conducting accident investigations.
c. A technique for identifying potential hazards of a task, and planning to prevent them.
d. An investigation by OSHA to determine workplace hazards. 

5.  The first step of Job Safety Analysis is to identify:

a. Potential hazards

b. Job steps

c. Workers involved

d. Equipment required

6.  A reliable form of work instruction that is easiest to reference is:

a. Procedure manual

b. Job aid

c. Visual placard or marking

d. Word of mouth

7.  It is up to management to create a Safety Culture in the workplace.

a.   True

b.   False

8. Non-management employees who confront peers about safety concerns are overstepping 
their authority.  

a.   True

b.   False

9.  Which of these is NOT an important part of speaking up for safety?

a. Stay positive and show concern.
b. Be clear about the unsafe behavior and its possible consequences.
c. Ask the individual to commit to change.
d. Wait until the moment is just right before you say something. 

10.  A good way to demonstrate on-the-spot safety leadership when beginning a team/group task is to:

a. Lead the group through a Job Safety Analysis.

b. Suggest the group “huddle” and ask/answer the three questions.

c. Refuse to begin the task until a supervisor is present.

d. Quickly perform a solo huddle. 
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For Safety





Name: 					


Date:					


Location: 				
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Sort: Go through all the tools, materials, etc., in the work area and keep only essential items.  





Sustain:  Maintain and review standards. Once the previous 4S's have been established they become the new way to operate. Maintain the focus on this new way of operating, and do not allow a gradual decline back to the old �ways of operating. 





Standardize:  Document the standard work practice.  When possible embed the instructions in the work environment: signs, labels, etc. to ensure that all employees operate in a consistent fashion.  Standardize cleaning so that everyone knows exactly what his or her responsibilities are to maintain the clean and organized work environment.





5-S Method





Sweep and Clean:  Maintaining cleanliness should be part of the daily work - not an occasional activity initiated when things get too messy.





Straighten or Set in Order: Focus on efficiency.  Arrange the tools, equipment and parts in a manner that promotes safe/efficient work flow. 
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Leading Safety





Influencing �Safe Behaviors





Recognizing (and Controlling) Safety Hazards





Embedding Safety �into Work Processes





Leading �Safety





Name: 					


Date:					


Location: 				
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