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PREFACE
Introduction
This manual is designed to assist small business in reducing occupational injuries and illness through the establishment of an effective safety and health program.

We have tried to make the manual user friendly. The manual is written in an outline format that is designed to be informational, not procedural. 

In addition, the use of regulatory and other technical language has been held to a minimum.

The manual provides basic information only and is not all-inclusive. Furthermore, the manual should not be used in issues relating to regulatory compliance. In such situations employers are directed to the appropriate policy/procedure and/or regulation of the Occupational Safety and Health Administration (OSHA.

Acknowledgments

Information contained in this manual has been compiled from Parts 1910 and 1926 of Title 29 of the Code of Federal Regulations and public domain documents available from the:

· Occupational Safety and Health Administration, United States Department of Labor.

· United States Mine Safety and Health Administration.

· Chemical Manufacturers Association.

· United States Office of Consumer Affairs.

· National Institute for Occupational Safety and Health.

· United States Department of Transportation.

· United States Federal Emergency Management Agency.

Disclaimer of Warranty and Limitations of Liability
This manual is designed to provide accurate and authoritative information in regard to the subject matter covered. It is furnished with the understanding that the authors are not engaged in rendering legal or other professional services. If legal advice or other professional assistance is required, the services of a competent professional person should be sought. This manual is provided "as is" without warranty of any kind, either expressed or implied, including but not limited to the implied warranties of merchantability and fitness for a particular purpose. The entire risk as to the quality, performance and accuracy of the manual is with the holder.

Copyright 1998

This Safety and Health Program for Small Businesses is copyrighted by Denis Zeimet, Ph.D., CIH and David Ballard. Copyright is not claimed as to any part of the original work prepared by a US Government or State of Iowa officer or employee as part of that person’s official duties. Although this document is copyrighted, it may be reproduced in whole or part by the owner for in-house and/or non-profit purposes without permission of the authors. No other reproduction is authorized without written consent of the authors. All rights reserved.

This model safety program has been carefully reviewed and customized in accordance with the instructions provided, and adopted as the following employer’s own safety program.

	Iowa Department of Administrative Services 
General Services Enterprise

	(Insert name of employer)


TABLE OF CONTENTS
Introduction
	OSHA Primer
	i

	
	

	Manual Overview
	xxvii


Topical Sections
	Duties for a Safe and Healthy Workplace
	1

	
	

	Housekeeping and Material Storage
	2

	
	

	Safe Use of Hand and Power Tools
	3

	
	

	Vehicle and Mobile Equipment Safety
	4

	
	

	Ladders, Scaffolds and Personal Fall Protection Equipment
	5

	
	

	Proper Lifting Techniques
	6

	
	

	Hazard Communication
	7

	
	

	Personal Protective Equipment
	8

	
	

	Negative Pressure Air Purifying Respirators
	9

	
	

	Noise Exposure and Hearing Protection
	10

	
	

	Control of Hazardous Energy Sources (Lockout/Tagout)
	11

	
	

	Permit-Required Confined Spaces
	12

	
	

	Bloodborne Pathogens
	13

	
	

	Installation, Use and Maintenance of Emergency Equipment
	14

	
	

	Guidelines for Workplace Emergencies
	15

	
	

	Office Safety
	16


Supplemental Information
	Glossary of Terms
	17

	
	

	Summary of Relevant OSHA Standards
	18


OSHA PRIMER

Introduction

This primer provides an overview of the Occupational Safety and Health Act of 1970 and Occupational Safety and Health Administration (OSHA). It is by no means all-inclusive and should not be used in issues pertaining to regulatory compliance. Employers should refer to the Occupational Safety and Health Act of 1970 and/or the appropriate Code of Federal Regulations in all matters that pertain to regulatory compliance.

Occupational Safety and Health Administration
Today, a safe and healthy workplace is a basic right that American workers expect and demand. However, comprehensive and uniform laws requiring employers to provide their employees with a safe and healthy workplace did not exist in the United States until 1970. Laws that did exist were generally at the state level, and the existing national consensus standards were not enforceable by law. It is difficult for workers under the age of fifty to fully appreciate the hazards faced by their parents and grandparents. In the late 1960’s, the human cost was staggering:

· Job-related accidents accounted for more than 14,500 worker deaths annually.

· More than 2.2 million workers were disabled annually.

· There were an estimated 390,000 new cases of occupational diseases annually.

The Occupational Safety and Health Act of 1970
In response to such alarming statistics, the Occupational Safety and Health Act was passed by Congress in 1970 to assure safe and healthy working conditions for all American workers. Under the Act, the Occupational Safety and Health Administration (OSHA) was created within the Department of Labor to:

· Encourage employers and employees to reduce workplace hazards and to implement new, or improve existing, safety and health programs.

· Provide for research in occupational safety and health to develop innovative ways of dealing with occupational safety and health problems.

· Establish separate but dependent responsibilities and rights for employers and employees for the achievement of better safety and health conditions.

· Maintain a reporting and record-keeping system to monitor job-related injuries and illnesses.

· Establish training programs to increase the number and competence of occupational safety and health personnel.

· Develop mandatory job safety and health standards and enforce them effectively, with monetary penalties as deemed appropriate.

· Provide for the development, analysis, evaluation and approval of state occupational safety and health programs.
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 (Source: Bureau of Labor Statistics)
Since 1970, fatality rates have been declining. The overall death rate has been cut in half. That equates to more than 100,000 workers whose lives were spared due to improved safety and health on the job. The figure below illustrates the overall decline in job related deaths since 1950. 

Impact of the Occupational Safety and Health Act on Fatal Injuries Rates

The Act’s Coverage
In general, coverage of the Occupational Safety and Health Act extends to all employers and their employees in the 50 states, the District of Columbia, Puerto Rico and all other territories under Federal Government jurisdiction. Coverage is provided either directly by federal OSHA or through an OSHA-approved state program. However, coverage does not extend to: 

· Self-employed persons.

· Farms at which only immediate members of the farm employer’s family are employed.

· Employees in workplaces under the jurisdiction of other federal agencies (e.g., mine safety is regulated by the Mine Safety and Health Administration).

Provisions for Federal Employees
Under the Occupational Safety and Health Act, federal agency heads are responsible for providing safe and healthful working conditions for their employees. By Executive Order federal agencies must comply with standards consistent with OSHA regulations for private sector employers. In addition, federal agency heads are required to operate comprehensive occupational safety and health programs that include:

· Recording and analyzing injury and illness data.

· Providing training to all levels of personnel.

· Conducting self-inspections to ensure compliance with OSHA standards.

OSHA conducts comprehensive evaluations of these programs to assess their effectiveness.

OSHA’s federal sector authority is different from that in the private sector in several ways: 

· OSHA cannot propose monetary penalties against another federal agency for failure to comply with OSHA standards. Instead, compliance issues unresolved at the local level are raised to higher organizational levels until resolved. 

· OSHA does not have the authority to protect federal employee “whistleblowers.”

Provisions for State and Local Governments
OSHA provisions do not apply to state and local governments in their role as employers. The Occupational Safety and Health Act does provide that any state desiring to gain OSHA approval for its private sector occupational safety and health program must provide a program that covers its state and local government workers that is at least as effective as its program for private employees.

Employer Duties Under The Occupational Safety and Health Act
General employer duties for a safe and healthy workplace are defined in the Occupational Safety and Health Act. It states: “. . . Each employer shall furnish to each of his employees employment and a place of employment which are free from recognized hazards that are causing or are likely to cause death or serious physical harm to his employees and shall comply with occupational safety and health standards promulgated under this Act.”

In addition, employers have specific duties to:

· Establish appropriate polices, procedures, practices and controls as required by workplace hazards and applicable OSHA regulations.

· Provide employees with information and instruction on workplace safety and health hazards, safe work practices and other precautions, and procedures that are to be followed if an employee is involved in an accident or is exposed to a toxic substance. 

· Make safety and health-related information such as material safety data sheets, applicable safety and health standards, and policies, procedures and practices available to employees in the workplace.

· Provide for employee access to relevant exposure and medical records.

· Record OSHA recordable injuries and illness on the OSHA 200 Log and Summary of Occupational Injuries and Illnesses (or on an equivalent form).

· Post the annual summary portion of the Summary of Occupational Injuries and Illnesses form by February 1 and leave it posted until March 1.

· Post the OSHA Job Safety and Health Protection Poster (or the state equivalent) in a prominent location in the workplace.

· Post copies of all OSHA citations for violations of standards. These must remain posted at or near the location of the alleged violations for three days, or until the violations are corrected, whichever comes first.

· Inform employees of variance applications and post them in the workplace.

Employer Rights

OSHA’s policy on public service states that employers can expect OSHA to:

· Help them identify and control workplace hazards by offering a choice between partnership and traditional enforcement. 

· Focus OSHA inspections on the most serious hazards in the most dangerous workplaces. 

· Be respectful and professional.

Employers should refer to OSHA publication 3000, Employers Rights and Responsibilities Following An OSHA Inspection, for specific information on employer rights and responsibilities during and following an OSHA inspection.

Employee Duties and Rights Under The Occupational Safety and Health Act
General employee duties for a safe and healthful workplace are defined in the Occupational Safety and Health Act. It states: “. . . Each employee shall comply with occupational safety and health standards and all rules, regulations, and orders issued pursuant to this Act which are applicable to his own actions and conduct.”
OSHA also states that employees are responsible for:

· Reading the OSHA Job Safety and Health Protection Poster at the jobsite.

· Complying with all applicable OSHA standards.

· Following all employer safety and health regulations, and wearing or using prescribed protective equipment while working. 

· Reporting hazardous conditions to their supervisor.

· Reporting any job-related injury or illness to their employer, and seeking prompt treatment.

· Cooperating with the OSHA compliance officer conducting an inspection if he or she inquires about safety and health conditions in the workplace. 

· Exercising their rights under the Act in a responsible manner.

OSHA considers employee compliance with the Occupational Safety and Health Act to be an employer duty and does not issue citations to individual employees.

Employee Rights
The Occupational Safety and Health Act gives employees many rights. Employees have the right to:

· Review copies of appropriate standards, rules, regulations, and requirements that the employer should have available at the workplace. 

· Request information from the employer on safety and health hazards in the workplace, precautions that may be taken, and procedures to be followed if an employee is involved in an accident or is exposed to a toxic substance. 

· Have access to relevant employee exposure and medical records. 

· Request that the OSHA area director conduct an inspection if they believe hazardous conditions or violations of standards exist in the workplace. 

· Have an authorized employee representative accompany the OSHA compliance officer during the inspection tour. 

· Respond to questions from the OSHA compliance officer, particularly if there is no authorized employee representative accompanying the compliance officer on the inspection "walkaround." 

· Observe any monitoring or measuring of hazardous materials and see the resulting records as specified under the Act and as required by OSHA standards. 

· Review or have an authorized representative review the Log and Summary of Occupational Injuries and Illnesses (OSHA No. 200) at a reasonable time and in a reasonable manner. 

· Be informed by posting of any citation issued by OSHA as part of an inspection. 

· Object to the abatement period set by OSHA for correcting any violation in the citation issued to the employer by writing to the OSHA area director within 15 working days from the date the employer receives the citation. 

· Submit a written request to the National Institute for Occupational Safety and Health (NIOSH) for information on whether any substance in the workplace has potentially toxic effects in the concentration being used, and have their names withheld from the employer, if that is requested. 

· Be notified by the employer if the employer applies for a variance from an OSHA standard, testify at a variance hearing, and appeal the final decision. 

· Have their names withheld from the employer, upon request to OSHA, if a written and signed complaint is filed. 

· Be advised of OSHA actions regarding a complaint and request an informal review of any decision not to inspect or to issue a citation. 

· File a discrimination complaint under Section 11(c) of the Act if punished for exercising the above rights or for refusing to work when faced with an imminent danger of death or serious injury and there is insufficient time for OSHA to inspect; or file a Section 405 reprisal complaint (under the Surface Transportation Assistance Act [STAA]); or file a complaint within 90 days under Section 211 of the Asbestos Hazard Emergency Response Act, which protects employees of primary and secondary schools who complain of exposure to asbestos in their work area; or file a complaint within 60 days under Section 7 of the International Safe Container Act, which protects employees who report safety hazards associated with cargo containers transported on sea and land carriers. 

Access to Exposure and Medical Records
The existence, location, and availability of medical records and records of employees' exposure to toxic substances and harmful physical agents must be provided by the employer to affected employees upon their first entering into employment and at least annually thereafter. Whenever an employer plans to stop doing business and there is no successor employer to receive and maintain these records, the employer must notify employees of their right of access to records at least three months before the employer ceases to do business. 

When OSHA standards require the employer to measure exposure to harmful substances, the employee (or representative) has the right to observe the testing and to examine the records of the results. If the exposure levels are above the limit set by the standard, the employer must tell employees what will be done to bring the exposure down. 

Safety and Health Standards
OSHA standards are legally enforceable regulations that establish conditions, practices and operations necessary to protect employee health and safety. 

OSHA safety and health standards represent minimal requirements for protecting employee health and safety that all employers must meet or exceed. 

Development and Adoption of Standards

When OSHA was created in 1970, most of its standards came from existing federal laws and national consensus standards. In more recent years, OSHA Standards have been adopted through notice-and-comment rulemaking, which involves at a minimum:

· Publishing a proposed standard in the Federal Register for public comment.

· Holding an informal hearing if requested by affected parties (e.g., labor unions and employer associations).

· Publishing a final standard in the Federal Register based on a review of comments made by affected parties (e.g., labor unions and employer associations) during the rulemaking.

OSHA can begin standards-setting procedures on its own initiative, or in response to petitions from other parties, such as:

· The Secretary of Health and Human Services.

· The National Institute for Occupational Safety and Health (NIOSH).

· State and local governments.

· Nationally-recognized standards-producing organizations, including American National Standards Institute (ANSI) and the National Fire Protection Association (NFPA). 

· Employer and labor representatives.

Specification and Performance Standards
OSHA promulgates two different types of standards: specification and performance. 

Specification standards communicate specific conditions or actions. For example in 29 CFR 1910.2159(a)(4) OSHA states, “. . . Work rests shall be kept adjusted closely to the wheel with a maximum opening of one-eighth inch to prevent the work from being jammed between the wheel and the rest, which may cause wheel breakage.”

Performance standards communicate a desired outcome but do not specify specific method compliance. For example in 29 CFR 1910.147 (c)(4) OSHA states, “. . . Procedures shall be developed, documented and utilized for the control of potentially hazardous energy when employees are engaged in the activities covered by this section.”

OSHA standards are published in Title 29 of the Code of Federal Regulations and are divided into four main categories:

· General Industry (Part 1910).

· Maritime (Parts 1915 through 1918).

· Construction (Part 1926).

· Agriculture (Part 1928).

OSHA Safety and health standards are referenced as shown below.

29 CFR 1910.146 (d)(3)(i) Specifying acceptable entry conditions;
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OSHA standards are available from:

· The US Government Printing Office.

· Federal and state OSHA offices.

· The OSHA website (http://www.osha.gov).

Variances from OSHA Standards
Under certain conditions, OSHA may grant employers variances from safety and health standards. 

In some instances, employers may not be able to comply fully with a new safety or health standard in the time provided due to a shortage of personnel, materials or equipment. In such situations, employers may apply to OSHA for a temporary variance from the standard. 

In other cases, employers may be using methods, equipment or facilities that differ from those prescribed by OSHA, but provide equal or better protection than the standard specifies. 

When such conditions exist employers may apply for a permanent variance. In applying for a permanent variance, the employer must be able to demonstrate that his or her facility or method of operation provides employee protection "at least as effective as" that required by OSHA's standard. 

Employers must apply to OSHA (or, if in a state with a state plan, to their state’s occupational safety and health agency) when seeking a variance. OSHA will review the application and grant a variance as determined by existing conditions. 

Workplace Inspections
To enforce its standards, OSHA is authorized to conduct workplace inspections. Every establishment covered by the Occupational Safety and Health Act is subject to inspection by OSHA. Under the Act, upon presenting appropriate credentials to the owner, operator or agent in charge of a place of employment, an OSHA compliance officer is authorized to:

· “Enter without delay and at reasonable times any factory, plant, establishment, construction site or other areas, workplace, or establishment where work is performed by an employee; and to

· Inspect and investigate during regular working hours, and at other reasonable times, and within reasonable time limits and in a reasonable manner, any such place of employment and all pertinent conditions, structures, machines, apparatus, devices, equipment and materials therein, and to question privately any such employer, owner, operator, agent or employee.”

OSHA inspections are conducted without advance notice.

Inspection Priorities
OSHA priorities for conducting workplace inspections are as follows: 

· Imminent Danger.  Imminent danger situations have top priority. An imminent danger is a hazard that could cause death or serious physical harm immediately, or before the danger could be eliminated through normal enforcement procedures. When compliance officers find imminent danger conditions, they will ask for immediate voluntary correction of the hazard by the employer or removal of endangered employees from the area. If an employer fails to comply, OSHA can go to the nearest federal district court for appropriate legal action. 

· Catastrophes and Fatal Accidents.  High priority is also given to investigation of job fatalities and accidents hospitalizing five or more employees. 

· Complaints.  OSHA investigates written and signed complaints by current employees or their representatives of hazards that threaten serious physical harm to workers. Complaints, other than imminent danger, received from anyone, other than a current employee or employee representative, or unsigned by a current employee, or received anonymously, may result in a letter from the agency to the employer describing the allegation(s) and requesting a response. OSHA will not reveal the name of the person filing a complaint, if so requested.

· Programmed Inspections.  OSHA routinely conducts safety and health inspections in high-hazard industries like manufacturing or construction. The agency develops its general schedule for inspecting the most hazardous industries based on various statistical data, such as job injury or illness rates, worker’s compensation claims, and other information. 

Inspection Process
There are four phases to an OSHA inspection.

· Presentation of Credentials.  When an OSHA inspector arrives, he or she displays official credentials and asks to see the employer. Employers should always insist upon seeing the compliance officer's credentials. Employers have the right to require that OSHA obtain a warrant before permitting entry. Requiring a warrant is not a recommended course of action because the inspector will secure a warrant and gain access to the facility anyway, and will probably perform a more comprehensive inspection because he/she believes the employer has something to hide. 

· Opening Conference.  The compliance officer will explain the nature of the visit, the scope of the inspection, and the applicable standards. Information on how to obtain copies of OSHA regulations will be furnished. A copy of any employee complaint (edited, if requested, to conceal the employee's identity) will be provided. The employer will be asked to select an employer representative to accompany the compliance officer during the inspection. An authorized representative of the employees also has the right to observe the inspection. The compliance officer will consult with a reasonable number of employees. 

· Walk-around Inspection.  After the opening conference, the compliance officer and the representatives go through the workplace, inspecting for workplace hazards. When talking with workers, compliance officers will try to minimize work interruptions. The Act prohibits discrimination in any form by employers against workers because of anything they say or show the compliance officer during the inspection or for any other OSHA-protected safety-related activity. The compliance officer will discuss any apparent violations noted during the walk-around, and if asked, will suggest possible corrective actions. 

· Closing Conference.  The compliance officer reviews any apparent violations with the employer and discusses possible methods and time periods necessary for their correction. The compliance officer explains that these violations may result in a citation and a proposed financial penalty, describes the employer’s rights and responsibilities, and answers all questions. 

Citations
OSHA is required by law to issue citations for violations of safety and health standards. The agency is not permitted to issue warnings. In most cases, citations are prepared at the OSHA area office and are mailed to employers. Citations include the following information:

· Description of the violation.

· Proposed penalty, if any. 

· Date by which the hazard must be corrected. 

Upon receipt of a citation, employers must:

· Post a copy of the citation at or near the location where the violation occurred.

· Correct each violation by the date given on the citation.

· File an intention to contest form within 15 working days if they intend to contest the citation.

Penalties
Under the Occupational Safety and Health Act, there are five categories of citations.

· Other-Than-Serious Violation.  A violation that has a direct relationship to job safety and health, but would probably not cause death or serious physical harm. A proposed penalty of up to $7,000 for each violation is discretionary. A penalty for an other-than-serious violation may be adjusted downward by as much as 80 percent, depending on the employer’s good faith (demonstrated efforts to comply with the Occupational Safety and Health Act), history of previous violations, and size of the business.

· Serious Violation.  A violation where there is substantial probability that death or serious physical harm could result and where the employer knew, or should have known, of the hazard. A mandatory penalty of up to $7,000 for each violation is proposed.

A penalty for a serious violation may be adjusted downward, based on the employer’s good faith, history of previous violations, gravity of the alleged violation, and size of the business.

· Willful Violation.  A violation that the employer intentionally and knowingly commits. The employer either knows that what he or she is doing constitutes a violation, or is aware that a hazardous condition exists and has made no reasonable effort to eliminate it. Penalties up to $70,000 may be proposed for each willful violation with a minimum penalty of $5,000 for each violation. A proposed penalty for a willful violation may be adjusted downward, depending on the size of the business and its previous history of violations. Usually, no credit is given for good faith.

· If an employer is convicted of a willful violation of a standard that has resulted in the death of an employee, the offense is punishable by a court-imposed fine or by imprisonment for up to six months or both. A fine of up to $250,000 for an individual, or $500,000 for a corporation, may be imposed for a criminal conviction.

· Repeat Violations.  A violation of any standard, regulation, rule, or order where, upon reinspection, a substantially similar violation is found. Repeat violations can bring a fine of up to $70,000 for each instance. To be the basis of a repeat violation, the original citation must be final; a citation under contest may not serve as the basis for a subsequent repeat citation.

· Failure to Correct Prior Violation.  Failure to correct a prior violation may bring a civil penalty of up to $7,000 for each day the violation continues beyond the prescribed abatement date.

Additional violations for which citations and proposed penalties may be issued are as follows:

· Falsifying records, reports, or applications can bring a fine of $10,000 or up to six months in jail, or both.

· Violations of posting requirements can bring a civil penalty of up to $7,000.

· Assaulting a compliance officer, or otherwise resisting, opposing, intimidating, or interfering with a compliance officer in the performance of his or her duties is a criminal offense, subject to a fine of not more than $5,000 and imprisonment for not more than three years.

Appeals Process
If an employer believes that OSHA's citations and proposed penalties are unreasonable or excessive, he or she may:

· Request an informal conference with the area director to discuss any citations issued. The area director is authorized to enter into settlement agreements that revise the citations and penalties to avoid prolonged legal disputes.

· Petition to modify the abatement period if additional time is needed to achieve complete compliance.

· Formally contest the citations. In such cases, the OSHA area director forwards the case to the Occupational Safety and Health Review Commission, which assigns the case to an administrative law judge.

State Programs
The Occupational Safety and Health Act encourages states to develop and operate their own programs. States and territories that operate their own occupational safety and health programs include Alaska, Arizona, California, Hawaii, Indiana, Iowa, Kentucky, Maryland, Michigan, Minnesota, Nevada, New Mexico, North Carolina, Oregon, Puerto Rico, South Carolina, Tennessee, Utah, Vermont, Virginia, Virgin Islands, Washington, and Wyoming. Connecticut and New York have programs that cover state and local government employees only. 

State programs must contain requirements and limitations that are equal to or exceed those required by federal OSHA.

OSHA Consultation Services
OSHA provides free consultation services to assist employers in recognizing and correcting workplace safety and health hazards. Under the program, OSHA consultants will:

· Assist in the recognition of workplace hazards.

· Suggest approaches or options for solving safety and health problems.

· Identify additional sources of assistance that may be available.

· Provide a written report and summary of findings.

· Assist in developing or maintaining an effective safety and health program.

· Assist in providing information and instruction to employees.

· Under certain circumstances, recommend an employer for recognition by OSHA and a one-year exemption from general, scheduled, enforcement inspections.

Consultants will not:

· Issue citations or propose penalties for violations of OSHA standards.

· Report possible violations to OSHA enforcement staff.

· Guarantee that any workplace will pass an OSHA inspection.

Training and Education Resources

A variety of training resources are available from federal and state OSHA offices. Available resources often include:

· Free copies of OSHA standards and publications.

· Video-tapes that are available for loan at no cost.

· Training packages that are either available for loan or furnished no cost.

The OSHA website contains a number of publications, training packages, and fact sheets that can be downloaded and printed. 

The OSHA Training Institute at Des Plaines, Illinois, offers a variety of basic and advanced courses. Many of the courses are open to private and public sector employees.
Voluntary Protection Programs
Voluntary Protection Programs (VPPs) are cooperative efforts by OSHA and participating employers to extend worker protection beyond the minimum required by OSHA standards. The programs are designed to:

· Recognize the outstanding achievements of employers who have successfully incorporated comprehensive safety and health programs into their total management system.

· Motivate other employers to achieve excellent safety and health results in the same way.

· Enable employers to establish a cooperative relationship with OSHA.

Benefits of Voluntary Protection Programs participation include:

· Improved employee motivation to work safely and productively.

· Reduction of on-the-job injuries (injury rates of 60 to 80 percent of the industry average are not uncommon).

· Reduction in workers’ compensation claims.

· Community recognition.

· A partner relationship with OSHA.

There are three Voluntary Protection Programs: Star, Merit and Demonstration.

Star Program
The Star program is designed for companies with comprehensive, successful safety and health programs. Companies that are in the forefront of employee protection, as indicated by three-year average incident and lost workday case rates at or below the national average for their industry, may participate. They must also meet requirements for extensive management systems. Because of the changing nature of the worksite, construction firms must maintain strong employee participation in their programs. Star participants are evaluated every three years, although their incident rates are reviewed annually. 

Merit Program
Merit is an effective stepping stone to Star. Merit sites may have more general safety and health management systems but must set goals for meeting Star requirements. While there are less stringent rate requirements for Merit, applicants must agree to specific goals for reducing rates to below the average for their industry. Merit participants are evaluated onsite annually.

Demonstration Program
The Demonstration program provides a basis for promising alternative safety and health program approaches that are not currently available under the VPP as well as to allow for special industry operations such as logging, maritime, etc. Alternative approaches that are successful will be considered for inclusion in the Star program.

Additional Information on VPP Programs
Employers interested in participating in VPP programs should refer to the OSHA publication, So You Want to Apply to VPP: Here’s How to Do It, for additional information.

Record Keeping and Reporting
The Occupational Safety and Health Act of 1970 requires most private sector employers to prepare and maintain records of work-related injuries and illnesses. These records include the OSHA form no. 200, Log and Summary of Occupational Injuries and Illnesses, and the OSHA form no. 101, Supplementary Record of Occupational Injuries and Illnesses. 

Employers Required To Keep Records 
All employers with 11 or more employees in the following industries, as determined by their Standard Industrial Classification (SIC), must keep injury and illness records: Agriculture, Forestry, and Fishing (SICs 01–02 and 07–09); Oil and Gas Extraction (SIC 13); Construction (SICs 15–17); Manufacturing (SICs 20–39); Transportation, Communications, and Public Utilities (SIC's 41–42 and 44–49); Wholesale Trade (SICs 50–51); Building Materials, Hardware, Garden Supply and Mobile Home Dealers (SIC 52); General Merchandise Stores (SIC 53); Food Stores (SIC 54); Hotels, Rooming Houses, Camps, and Other Lodging Places (SIC 70); Repair Services (SICs 75 and 76); Amusement and Recreation Services (SIC 79); and Health Services (SIC 80). 

Normally Exempt Employers 
The following employers are normally exempt from record-keeping requirements unless notified in advance by the Bureau of Labor Statistics (BLS) that they have been selected to participate in the mandatory Annual Survey of Occupational Injuries and Illnesses. 

· Employers who had no more than ten employees (full- and part-time) at any time during the previous calendar year; or

· Employers in retail trade, finance, insurance, real estate, and service industries (SICs 52–89); except for building materials and garden supplies (SIC 52); general merchandise and food stores (SIC 53 and 54), hotels and other lodging places (SIC 70), repair services (SIC 75 and 76), amusement and recreational services (SIC 79), and health services (SIC 80). 

These exemptions do not excuse any employer from coverage by OSHA or from compliance with all applicable safety and health standards which may include other types of record keeping requirements. Normally exempt employers will be required to maintain records if they are selected to participate in the Annual Survey of Occupational Injuries and Illnesses. Selected employers will be notified in advance and supplied with the necessary forms and instructions.

The record-keeping exemptions apply to all eligible workplaces under the jurisdiction of federal OSHA. However, as noted on page xiv, 25 states operate their own OSHA’s. Employers in the states listed on page xiv, should contact the state agency to determine if it has adopted or intends to adopt the exemptions.

OSHA 200 Log 
OSHA requires the use of OSHA form no. 200, Log and Summary of Occupational Injuries and Illnesses, or an equivalent form. On the log employers provide brief descriptive information, then use a simple check-off procedure to maintain a running total of occupational injuries and illnesses for the year. Authorized Federal and State government officials, employees, and their representatives are guaranteed access, upon request, to the injury and illness log for the establishment. 

Employers are required to post an annual summary of occupational injuries and illnesses for the previous calendar year. The summary must be posted no later than February 1 and must remain in place until March 1. 

OSHA form no. 101 is used to supply supplementary information regarding each injury and illness entered on the log. This form names the person and describes the circumstances of his or her injury or illness. Substitute forms such as workers' compensation reports may be used if they contain all the specified information. Authorized government officials shall be provided access to these records as well. 

Injury and illness records shall be maintained at each workplace. In the absence of a regular workplace, records shall be maintained at some central location. The records must be retained and updated for five years following the calendar year they cover. 

Employers should refer to the OSHA publication, Record-Keeping Guidelines for Occupational Injuries and Illnesses, for additional information on reporting occupational injuries and illnesses. Employers should be aware that OSHA published a Notice of Proposed Rule-Making for revising the current record-keeping system in the Federal Register in February of 1996. 

Reporting Catastrophic Events and Fatal Accidents

Employers must report by telephone to the nearest OSHA office within 8 hours all accidents which result in a work-related fatality or the hospitalization of three or more employees. The report must provide the following information: establishment name, location of incident, time of the incident, number of fatalities or hospitalized employees, contact person, phone number, and a brief description of the incident.

Some states may have more stringent requirements for the reporting of catastrophic events and fatalities than federal OSHA.

Other Record Keeping Requirements
Other records that must be maintained include:

· Results of employee medical monitoring.

· Results of exposure monitoring.

· Employee training records.

· Confined space entry permits.

Elements of an Effective Safety and Health Program
The Occupational Safety and Health Administration has concluded that an effective safety and health program establishes a culture of workplace safety and is the decisive factor in reducing the extent and the severity of work-related injuries and illnesses. OSHA has further concluded than an effective safety and health program must include the following elements.

· Management commitment and employee involvement.

· Worksite analysis.

· Hazard prevention and control.

· Safety and health training.

Management Commitment and Employee Involvement
Management commitment and employee involvement are complementary. Management commitment provides the motivating force and the resources for organizing and controlling activities within an organization. In an effective program, management regards worker safety and health as a fundamental value of the organization and applies its commitment to safety and health protection with as much vigor as it applies to other organizational purposes. 

Employee involvement provides the means through which workers develop and/or express their own commitment to safety and health protection, for themselves and for their fellow workers. 

To demonstrate management commitment and ensure employee involvement, employers must:

Sample Safety Policy
The personal safety and health of each employee of this organization is of primary importance. The prevention of occupationally induced injuries and illnesses will be given priority over operating productivity whenever necessary. To the greatest degree possible, the employer will provide all mechanical and physical facilities required for personal safety and health keeping with the highest standards.

· Establish and communicate a safety and health policy so that all personnel understand the priority of safety and health protection in relation to other organizational values. 

· Establish and communicate a clear goal for the safety and health program and objectives for meeting that goal, so that all members of the organization understand the results desired and the measures planned for achieving them. 

· Show visible top management involvement in implementing the program, so that all will understand that management's commitment is serious. 

· Ensure that first-line supervisors are positive role models and safety advocates within their areas of responsibility.

· Encourage employee involvement in the structure and operation of the program and in decisions that affect their safety and health, so that employees will commit their insight and energy to achieving the safety and health program's goal and objectives. 
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To be effective, safety committees must have clearly-defined goals and objectives and must be empowered to act. 

· Safety committees are effective vehicles to facilitate employee involvement. 

· Team management strategies can also be used to encourage employee involvement in safety and health issues.

· Assign and communicate responsibility for all aspects of the program so that managers, supervisors, and employees in all parts of the organization know what performance is expected of them. 

· Provide adequate authority and resources to responsible parties so that assigned objectives can be met. 

· Hold managers, supervisors, and employees accountable for meeting their responsibilities, so that essential tasks will be performed. 

· Review program operations at least annually to evaluate their success in meeting the goal and objectives, so that deficiencies can be identified and the program and/or the objectives can be revised when they do not meet the goal of effective safety and health protection. (OSHA CPL-2, Program Evaluation Profile, can be of assistance in evaluating the overall effectiveness of a safety and health program.)

Worksite Analysis
Worksite analysis involves a variety of worksite examinations, to identify not only existing hazards, but also conditions and operations that give rise to new hazards. Unawareness of a hazard, which stems from failure to examine the worksite is a sure sign that safety and health policies and/or practices are ineffective. Effective management actively analyzes the work and worksite to anticipate and prevent harmful occurrences. So that all hazards are identified, employers must: 

· Conduct comprehensive safety and health audits of facilities, processes, materials, equipment, and procedures. Both initial and periodic audits should be conducted. (OSHA publication 2209, OSHA Handbook for Small Businesses, contains a variety of self-inspection checklists that can be of assistance in conducting workplace audits.)

· Evaluate the safety and health hazards posed by new facilities, processes, materials, and equipment 

· Perform routine job hazard analyses 

· Conduct periodic safety and health inspections, so that new or previously missed hazards and failures in hazard controls are identified 

· Establish a reliable system for employees to notify management personnel about conditions that appear hazardous (without fear of reprisal) and to receive timely and appropriate responses, and encourage employees to use the system

· Investigate accidents and "near miss" incidents so that their causes and means of prevention are identified 

· Analyze injury and illness trends over time, so that patterns with common causes can be identified and prevented. 

Hazard Prevention and Control
Hazard prevention and control is triggered by a determination that a hazard or potential hazard exists. Where feasible, hazards should be prevented by effective design of the jobsite or job. Effective controls must be established where it is not feasible to eliminate a hazard. Hazards must be eliminated or controlled in a timely manner once they have been recognized. Hazard prevention and control may be accomplished by:

· Engineering techniques where feasible and appropriate.

· Safe work procedures and practices that are understood and followed by all affected parties, as a result of training, positive reinforcement, correction of unsafe performance, and, if necessary, enforcement through a clearly communicated disciplinary system.

· Use of suitable personal protective equipment.

· Administrative controls, such as reducing the duration of exposure. 

Employers may also eliminate workplace hazards and/or reduce their adverse affects by:

· Providing for regular facility and equipment maintenance so that hazardous breakdowns are prevented. 

· Planning and preparing for emergencies. Employers should prepare for workplace emergencies by:

· Installing appropriate emergency equipment (e.g., first-aid kits, fire extinguishers and emergency showers).

· Requesting local emergency agencies to tour their facilities and assisting them in the preparation of a pre-emergency plan.

· Training employees on emergency procedures.

· Providing basic first-aid/CPR training to employees and ensuring that advance medical care is available within a reasonable time and distance so that harm will be minimized in the event of a injury or illness. 

Safety and Health Training
Effective training is an essential component of any safety program and is mandated in more than 100 OSHA regulations. All employees must receive information and instruction that enables them to recognize and protect themselves from workplace hazards in accordance with established policies, procedures, and practices. Supervisor training is also essential. Supervisors must be trained so that they have a complete understanding of safety and health-related policies, procedures, and practices and their role in the safety program.

Providing Effective Training
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The purpose of training is learning. Learning is the acquisition of new information and skills that results in an observable and measurable change in behavior.

Training is an ongoing process. New employees must receive information and instruction before they can safety perform their assigned job duties. Existing employees must receive periodic in-service refresher training to reinforce initial instruction and eliminate complacent behaviors that may have developed. 

Safety and heath-related information and instruction can be provided in safety training sessions, shop meetings, and toolbox safety talks. Effective training requires thorough planning and preparation. 

Training needs must be identified in relation to employee job duties, workplace hazards and OSHA requirements. (Employers should consult OSHA publication 2254, Training Requirements in OSHA Standards and Training Guidelines, to identify specific employee training requirements.) Once needs have been identified, appropriate learning activities must be prepared and delivered to affected employees.

Some states have additional and/or more stringent training requirements than federal OSHA.

Trainers must always bear in mind that the purpose of training is learning. Learning is defined as the acquisition of new information and skills that results in an observable and measurable change in behavior. To ensure that learning takes place, trainers must create an environment where learning can take place and use the four-step instructional method. This method includes:

· Preparing employees to receive new information.

· Trainers must motivate employees to receive new information by communicating learning objectives and telling them why the information is important and how it can be used.

· Presenting the new information.

· Trainers must present the new information using methods that are appropriate for the subject matter. An effective presentation includes a variety of instructional methods (e.g., audiovisuals, demonstrations, discussions and activities) and a summation of key points.

· Allowing employees to apply the new information.

· Trainers must allow participants to practice using the new knowledge or skills in real life situations.

· Evaluating employee learning.

· Trainers must evaluate employee learning by a method that is appropriate for the subject matter (e.g., testing, demonstration of new skills, feedback and/or workplace inspections).

Special Note:
The Publications and Technical Information sections of the OSHA website 


(http://www.osha.gov) contain numerous training resources that can be of 


assistance to small businesses. OSHA's Small Business Outreach Training 


Program under the Technical Information Section contains overhead 



transparencies and instructor notes that can be downloaded and printed, and is 


particularly useful.

Documenting Employee Training
Many OSHA safety and health standards contain specific requirements for documenting employee training. Employers must therefore document employee training in writing by recording the employee’s name, the subject of the training, and the date that it was provided. Training records should be maintained on permanent file.

Implementing a Safety and Health Program: Return on Investment
Large and small companies in a variety of industries have shown over the years that safety and health programs pay. A reduction in lost workdays and workers’ compensation costs translates into big savings for employers, not to mention the obvious benefits for employees — safer and more healthful workplaces. The following case studies related in the publication, OSHA Success Stories, demonstrate the benefits of a comprehensive safety and health program.

· By participating in OSHA’s consultation program, KLN Steel Products in San Antonio, Texas reduced its lost-day injury rate from 14.0 to 1.0. The company estimates that it has saved $50,000 in workers’ compensation claims.

· After participating in a safety seminar and on-site risk assessment, Horizontal Steel Erectors Inc. established fall protection and supervisor safety accountability programs. These programs resulted in a 96 percent reduction in accident costs per man-hour — from $4.25 to $.18.

· By implementing a comprehensive safety and heath program, Carter Manufacturing Company, a metal fabrication business, reduced the total number of injuries from 21 in 1991 to 15 in 1994 — a 29 percent improvement.

· By participating in OSHA’s Maine 200 program, which mandates the establishment of a comprehensive safety and health program, New Balance Athletic Shoe, Inc. reduced its lost-workday injury and illness cases from 55 cases with 11,190 lost workdays in 1990 to 2 cases with 549 lost workdays in 1994. Workers’ compensation claims declined from $1,213,176 in 1990 to $89,154 in 1994 — a savings of over one million dollars per year.

· By participating in OSHA’s Voluntary Protection Program, which mandates a comprehensive safety and health program, Mobile Chemical Company reduced its workman’s compensation costs by 70 percent, or more than 1.6 million dollars, during the years it was qualifying its plastics production and chemical plants. 

During the same period, Mobil’s recordable injuries dropped by 32 percent, and lost-workday cases declined by 39 percent. In 1994, Mobile saved $3,780,000 in lost-day injury costs.

· By participating in OSHA’s Maine 200 program Cascade Paper Company of Rumford, Maine reduced its recordable incident rate by 22 percent from 1992 to 1994. 

· Following a comprehensive safety survey by OSHA consultation, Colt Plastics Inc. of Dayville, Connecticut reduced its lost-workday injury rate from 14.0 to 5.0.
Safety and Health Program Budgeting Practices
As a matter of sound business practice, employers should establish a safety and health program budget that takes into consideration both short- and long term-priorities and goals. Employers should identify the following costs when establishing a safety and health program budget:

· Cost of any required facility and equipment improvements and replacements.

· Cost of any required personal protective equipment.

· Cost of employee training; estimate time and expenses.

· Cost of any technical assistance that may be required.

It is advisable for employers to establish both short-term (e.g., annual operating) budgets and long-term (e.g., five-year plan) budgets. 

Safety and health program budgets are dependent on site-specific conditions, but can be estimated by taking into account:

· Nature of the work being performed, associated hazards, training requirements and applicable OSHA regulations.

· Required safety and health improvements as determined by facility age and condition.

· Total number of employees.

· Long- and short-term goals and objectives of the safety and health program.

MANUAL OVERVIEW
Customizing the Manual
This manual provides general information only. Employers must therefore carefully review the manual and customize it to include information on workplace-specific hazards, employee job duties, safety and health-related policies, and other procedures and practices. To aid in this process, the manual contains instructions for inserting workplace-specific information into:

· Blank fields. 

· Tables. 

The manual also contains sample forms and suggestions for additional workplace-specific information.

Employee Training
The occurrence of occupational injuries and illnesses can be significantly reduced by providing both existing and newly hired employees with information and instruction on workplace hazards, as well as safety and health related- polices, procedures, and work practices. The Occupational Safety and Health Administration (OSHA) recognizes this fact and mandates employee training in many workplace regulations.

Using the Manual as a Training Aid
This manual is designed to be used as a training aid. Employers may use the manual:

· As an employee safety manual.

· As a facilitator’s guide.

· To prepare overhead transparencies.

· To prepare participant handouts.

When using the manual as a training aid, employers must customize their employee training to include and emphasize workplace-specific hazards, employee job duties, safety and health-related polices, and other procedures and practices. Employers may customize employee training by including:

· Discussions.

· Demonstrations.

· Suitable audio-visual material.

Documenting Employee Training
Each section of the manual contains a Record of Employee Training form that employers can use to document employee training. The form contains a training overview that identifies general topics that should be presented in the training session and includes spaces to identify:

· The training site (employer).

· Training date.

· The name of the provider.

· Titles of any video-tapes or other audio-visual material presented.

· Employees in attendance by employee signature.

Employers should maintain Record of Employee Training forms on permanent file to document employee training.

Information Available on the Internet
The following list contains Internet sites that are useful to small businesses. The list is not all-inclusive. Inclusion on the list does not imply an inferred endorsement.

Agency for Toxic Substances and Disease Registry 
http://atsdr1.atsdr.cdc.gov:8080/atsdrhome.html 

American Association of Occupational Health Nurses, Inc. 
http://www.aaohn.org 

American Industrial Hygiene Association 
http://www.aiha.org 

American Society of Safety Engineers 
http://www.asse.org 

American National Standards Institute

http://web.ansi.org/default.htm
Army Industrial Hygiene 
http://chppm-www.apgea.army.mil/Armyih 

Bureau of Labor Statistics 
http://stats.bls.gov/blshome.html

Canadian Center for Occupational Health and Safety 
http://www.ccohs.ca/Resources/hshome.htm 

CDC (Centers For Disease Control And Prevention) 
http://www.cdc.gov

EPA (Environmental Protection Agency) 
http://www.epa.gov

Ergo Web 
http://tucker.mech.utah.edu 

FEMA (Federal Emergency Management Agency) 
http://www.fema.gov
Hazmat Safety Page
Department of Transportation Hazardous Materials 

http://hazmat.dot.gov
MSHA (Mine Safety and Health Administration) 
Mine safety and health regulations.

http://www.msha.gov

MSDSs on the Internet 
Index of MSDS sites on the Internet.

http://www.chem.uky.edu/resources/msds.html

National Ag Safety Database 
Extensive collection of agricultural safety and health related information. http://agen.ufl.edu/~nasd/nasdhome.html

National Institutes of Health 
http://www.nih.gov 

NIOSH (National Institute For Occupational Safety And Health) 
http://www.cdc.gov/niosh/homepage.html 

Office of Health and Safety, Centers for Disease Control and Prevention 
On-line safety manual for the CDC.

http://www.cdc.gov/od/ohs/manual/mannav.htm

OSHA (Occupational Safety and Health Administration) 
Contains OSHA regulations and publications.

http://www.osha.gov

OSHA Web 
Index of occupation safety and health sites on the Internet.

http://turva.me.tut.fi/~oshweb

Pesticide Information Profiles 
Extensive information on pesticides.

http://ace.ace.orst.edu/info/extoxnet/pips/ghindex.html

Small Business Administration 
http://www.sbaonline.sba.gov

Text-Trieve 
Lists new OSHA, DOT and EPA regulations.

http://www.halcyon.com/ttrieve/welcome.html

U.S. Department of Health and Human Services 
http://www.os.dhhs.gov 

United States Fire Administration 
http://www.usfa.fema.gov

Vermont SIRI 
Extensive collection of occupational safety and health related information.

http://hazard.com
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