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                                                     INTRODUCTION 

Safety and Loss Control is a responsibility of all levels of management and must be managed 

like any other aspect of a business.  To be effective, the safety or loss control program must be 

incorporated into the overall operating procedures. 

Taylor West LLC recommends that a Safety and Loss Control program consists of: 

 Management Leadership 

 Assignment of Responsibility 

 Incident Reporting, Record-Keeping and Analysis 

 Hazard Identification and Controls 

 Supervisory Safety Training 

 Safety Committee Organization and Operation 

 Employee Motivation and Training 

 Emergency Disaster Preparedness 

 Occupational Health 

 Safety and Loss Control Program Audits 

This program and guidelines for management are models to be used as reference to assist in 

the development and implementation of a Safety and Loss Control Program.  As a MODEL, this 

program is generic in content and structure and is intended as a reference only and not as a 

working model.  Each Employee may have to adapt specific criteria that apply to them. 

Taylor West LLC does not assert that compliance with the suggestions contained in this 

program will assure the safety of persons or property.  You must supplement the model to suit 

the needs of your particular environment. 
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                          MANAGEMENT LEADERSHIP 

 

Measurable success in safety program activities requires coordinated, cooperative action 

throughout the organization. 

Management must assume leadership and set guidelines. 

Management approval – without management leadership and direction – is simply not enough.  

Management’s active involvement in the loss control program is essential. 

The first step in setting up a loss control program is to develop and post a company safety/loss 

control policy statement. 

The statement should: 

 Reflect management’s attitude concerning safety 

 Concisely outline the company’s approach to controlling losses 

 State specifically the authority and responsibility of personnel involved. 

 Establish an accountability system. 

A good safety/loss control policy statement makes it easier: 

 To enforce safe work practices and conditions 

 For supervisors to implement company policy 

 For employees to follow safety/loss control rules and instructions 

 

SAMPLE SAFETY/LOSS CONTROL POLICY STATEMENTS 

The following safety/loss control policy statements serve as examples that can be referenced 

when developing a policy statement that is suitable to the intentions of management and the 

needs of the organization 

Sample #1 – Corporate Safety/Loss Control Policy 
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Cost and competitive pressures of managing a business in today’s economy and environment 

dictate the need to minimize accidental losses.  Accidents rob us of essential human and 

financial resources.  Inattention to safety/loss control can impair operational capabilities, 

endanger the financial health of the company and disrupt long range goals.  Thus, direct and 

indirect costs of accidents measured in lost sales and profit dollars are the real unfavorable 

variance factors, not insurance expense which is a direct result of accidents. 

Therefore, it is the firm and continuing policy of this company that an effective loss control 

program be established throughout the organization subject to reasonable and cost effective 

guidelines.  This program will identify and control those exposures which can produce injury to 

persons, interrupt production or damage property, equipment and materials. 

The Senior Executive of each subsidiary is expected to take an active role in the development of 

safety/loss control policies and programs for his/her company.  These policies and programs 

must be clearly communicated in writing, implemented throughout the organization and 

monitored for effectiveness. 

The responsibility, authority and accountability for safety/loss control within the subsidiary 

must be clearly defined for all levels of management as well as for employees.  Each manager’s 

ability to manage his/her loss control responsibilities should be a major factor in measuring that 

manager’s performance. 

The effective integration of safety/loss control into the daily conduct of business will contribute 

significantly to the continued success and prosperity of our company and its employees. 

Sample #2 – Subsidiary/Division/Plant Safety/Loss Control Policy 

It is the firm and continuing policy of this company that an effective safety/loss control program 

be established throughout the organization subject to reasonable and cost effective guidelines. 

To achieve this mission, the following elements are presented for review and immediate 

implementation: 

1.  Employee safety is the direct responsibility of all management personnel.  Safety and 

loss prevention are as much a measure of efficient operations as reaching production 

and sales goals, quality standards, or cost reduction. 

2. Safety on the job is foremost.  No operation is so important that it must be done in a 

manner which permits undue hazard to personnel or property.  Correction of recognized 
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safety hazards and other potential loss hazards shall be assigned top priority by the 

manager in charge. 

3. Full cognizance shall be given to federal, state and local safety codes and regulations 

and to other nationally recognized safety, fire protection and health standards.  

Voluntary, self-applied standards shall be developed where the above standards are 

insufficient. 

4. As each new facility or production method is planned, employee safety and protection 

of property are to be considered an integral part of the activity.  Similarly, present 

operations and facilities must be constantly reviewed to be certain thy meet high 

standards of safety. 

5. The Safety Department is responsible for assisting operating management in the 

development and implementation of safety programs, safety education and training, 

and for working with the Engineering Department in giving technical advice on the 

design and safety/loss prevention feature for new processes or facilities, and in the 

correction of unsafe features in existing facilities. 

6. In addition to giving staff assistance to the operating units on safety and loss prevention, 

the Safety Department is responsible for auditing safety programs, developing standards 

of safety performance, and for recommending to management those actions or 

improvements necessary for safe conditions at all locations. 

The effective integration of safety/loss control into the daily conduct of business will contribute 

significantly to the continued success and prosperity of our company and its employees. 

The second step in setting up safety/loss control program is the assignment of responsibility, 

and is outlined in the next section. 
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                   ASSIGNMENT OF RESPONSIBILITY 

Responsibility for loss control is established at several levels- executive, management, 

supervisory, and employee.  Executive responsibilities have been identified in the 

“Management Leadership” section of this model program.  The remaining levels of 

responsibility are summarized below. 

ROLE OF THE MANAGER 

The ability of the manager to manage his/her safety/loss control responsibilities is a major 

factor in measuring the effectiveness of the overall program.  The role of each manager is 

similar, whether it is on the corporate, divisional, or operational level. 

The manager’s responsibilities include: 

 Providing a hazard-free or hazard-controlled work environment for all employees. 

 Maintaining equipment in proper condition. 

 Keeping abreast of accident trends and taking proper action to reverse these trends. 

 Investigating all accidents within each jurisdiction. 

 Enforcing all hazard control rules, regulations and procedures. 

 Actively supporting instruction and training sessions for both supervisors and 

employees. 

 Actively participating on the Safety Committee and following up on its 

recommendations. 

These responsibilities relate closely with those of the supervisor. 

ROLE OF THE SUPERVISOR  

Supervisors are generally responsible for creating a safe and healthy work setting and for 

integrating loss control fundamentals into work activities.  Other responsibilities include: 

 

 

 Training and educating employees in hazard-free work methods and techniques. 

 Enforcing the use of proper guards, controls and work practices. 

 Actively supporting Safety Committee activities. 
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 Supervising and evaluating overall worker performance, including safety. 

 Monitoring each area on a daily basis for human, situational and environmental factors 

that could cause accidents. 

 Investigating all accidents in each area to identify causal factors and implement 

corrective action. 

While the supervisor is often called the “Key” person in the loss control chain of responsibility, 

it is the employee who must put the developed safety techniques and work methods into 

practice. 

ROLE OF THE EMPLOYEE 

Well trained and educated employees are the greatest force against injury, damage and illness 

in the work environment. 

Each employee shares the following responsibilities within the scope of the loss control 

program: 

 Observing safety and health rules and regulations. 

 Recognizing and reporting observed hazards. 

 Developing good practices of health, hygiene and housekeeping. 

 Reporting all accidents or injuries immediately 

 Participating in Safety Committee activities safety campaigns and training programs. 

The integration of these levels of responsibility, combined with the coordinated efforts of the 

Safety Committee, should lead to the development and retention of a hazard-free work 

environment. 

An incident/accident recordkeeping reporting and analysis program should consist of the 

following elements. 

Supervisory Incident Investigation Procedures 

Every incident/accident should be investigated to document the incident/accident, determine 

all causes, and initiate corrective action.  Each incident should be investigated as soon after the  
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INCIDENT/ACCIDENT RECORDKEEPING, REPORTING AND ANALYSIS 

One main element to an effective Safety/Loss Control Program involves an incident and 

accident reporting and analysis system.  An incident or accident should never be a total loss 

since something can always be learned from it. 

Occurrence as is feasible and within twenty-four (24) hours.  The investigation report should 

answer the questions:  WHO, WHAT, WHEN, WHERE, HOW and WHY. 

Accident recordkeeping provides the source of information for the three major areas of the 

accident investigation sequence:  DESCRIPTION, ANALYSIS AND PREVENTION. 

While recordkeeping is important, its value depends greatly on the extent to which the data is 

used for analysis and corrective action purposes. 

Management Participation and Review 

Top management should review each incident/accident investigation and provide input into 

corrective action as needed. 

Incident/Accident Analysis 

Periodically, all incident/accident investigations should be analyzed to determine trends and 

recurring problems and to determine further control measures needed. 

Analysis of individual incident/accidents reports will identify the locations or departments in 

which injuries occur most frequently and will suggest counter-measures necessary to reduce 

accidents in those areas.  In addition to the supervisor/manager, individual report analysis 

should be a function of the Safety Committee and be a standard part of its meeting agenda. 

OSHA Requirements 

 The Federal Government requires that certain incident/accident records (OSHA 200 Log) be 

maintained in conjunction with the Occupational Safety and Health Act (OSHA).  The applicable 

OSHA regional office should be contacted for information on recordkeeping requirements. 
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Corrective Action 

Corrective action procedures are established and implemented based on the following control 

measures: 

 ENGINEERING CONTROL:  Removing the hazard through engineering practices such as 

workstation design, equipment replacement and employee isolation. 

 ADMINISTRATIVE CONTROL:  Education and training the employee of any inherent 

hazards associated with the job task. 

 PERSONAL CONTROL:  Issuing personal protective equipment where needed and 

instructing the employee as to proper use and maintenance. 

Senior Management support is critical in the implementation of these elements of 

incident/accident recordkeeping, reporting and analysis.  As with all aspects of Safety/Loss 

Control, the degree of management involvement and support will ultimately determine the 

degree of success of the overall Safety Program. 

 Management 

 Technical Specialists 

 Supervisors 

 Safety Committees 

Many different types of inspections may be performed by different levels of personnel.  The 

number and types of inspections needed must be determined on an individual-need basis. 

Management Participation 

Management participation, not only during inspections, but also in correcting hazards when 

observed provides substantial support and influence concerning employee participation in the 

safety program. 
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                HAZARD IDENTIFICATION AND CONTROL 

  

Hazard identification and control procedures are used to detect unsafe acts and unsafe 

conditions which when corrected will make a safer and more healthful workplace.  Many types 

of hazard identification (inspections) may be performed within an organization.  Inspection and 

hazard control procedures have these basic objectives: 

 Maintain a safe work environment. 

 Control the unsafe actions of people 

 Maintain operational profitability. 

A Hazard Identification and Control Program should consist of (but not necessarily be 

limited to): 

Self Inspection Programs 

Self inspection programs can involve any or all of the following: 

A job hazard analysis is a procedure to analyze each step of a job to identify hazards or 

potential accidents and to develop solutions that will minimize or guard against such hazards.  

JHAs can provide significant information when evaluating incident/accident causes and 

determining corrective action. 

Hazardous Work Operations and Permits 

Many operations have certain work activities that require more specified control procedures 

(i.e. Welding, operations, confined space entry).  Detailed safety control activities must be 

provided and implemented. 
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Machine Guarding 

 Each piece of machinery in the facility must be evaluated as to potential injury-

producing areas and the appropriate guarding measures that should be provided. 

 Lockout/Tag out Procedures 

 Any business having to at some point make repairs or adjustments on an energized 

piece of equipment should have procedures to prevent activation or machine 

movement during maintenance or repairs. 

 OSHA Requirements 

 The Federal Government has outlined specific requirements regarding safety that 

businesses must follow.   Specific industries or exposures have specific requirements.  

The applicable OSHA Regional Office should be contacted for consultative assistance in 

these areas. 

 Hazard Communication 

 A written Hazard Communication Program should be developed and implemented to 

address exposures associated with hazardous materials. 

 A basic Hazard Communication Program addresses the following elements: 

 Hazard Identification (Inventory and Labeling) 

 Employee Orientation and Training 

 Supervisory Control of Operating and Procedures 

 Provision of Personal Protective Equipment 

 Special Precautions for Non-Routing Operations 

 and Outside Contractors 

                                                                                                                                                                                                                                                                       
These areas are supported by appropriate documentation and recordkeeping procedures, 

including retention of Material Safety Data Sheets (MSDS), documentation of training, and 

inspection of personal protective equipment. 

State and local Hazard Communication/Right-to-know Laws should be reviewed by 

management where applicable. 
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                                  SUPERVISORY SAFETY TRAINING 

   Even though senior management is ultimately responsible for safety, the lead supervisor is 

considered the “key” person within the safety program, as identified in Section II.  The 

supervisor is the level of management closest to the actual activities being performed and can 

enforce safety rules and correct unsafe acts and unsafe conditions at the time of occurrence. 

Supervisors must be trained in performing their safety responsibilities. 

Supervisory training should include training in: 

 Performing incident investigations 

 Inspecting work areas 

 Developing and maintaining employee motivation 

 Conducting departmental safety meetings 

 Conducting periodic safety activities 

 Completing Job Hazard Analysis 

 Performing supervisory safety responsibilities 

 Conducting safety campaigns 

Professionally prepared supervisory safety training modules are available from such reliable 

sources as the National Safety Council and the American Society of Safety Engineers.  The 

Minnesota Safety Council has a large array of training materials and videos: 

 SUPERVISOR DEVELOPMENT:  An in depth training program with the National Safety 

Council Supervisor Development Program – 15 topics that will help your supervisor to 

become safety leaders. 

  SAFETY COMMITTEE CONCEPTS:  There are several audio-visual courses designed to 

assist in the development of a safety committee. 

 ACCIDENT INVESTIGATION:  A compact comprehensive audio-visual program designed 

to assist the supervisor in accident investigation and putting all the pieces together. 

 SPECIFIC GUIDES TO RECOGNIZE HAZARDS:  There are several audio-visual programs 

that are detailed for the type and kind of business you have.  These are specific to the 

type of business and the hazards associated with them. 
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           SAFETY COMMITTEE ORGANIZATION AND OPERATION 

Active participation in accident prevention by both employers and employees, as individuals 

and as groups is a two-fold proposition.  Two-way channels of communication must be included 

in any successful safety program. 

The Safety Committee facilitates communication.  Its function is to create and maintain an 

active interest in safety and to reduce accidents.  This is carried out through formal meetings 

held for two purposes: 

a) To discuss matters of immediate importance, such as accidents, hazardous conditions, 

new operations and equipment. 

b) To learn about safety through lectures, audio-visual presentations and demonstrations. 

Major departments, divisions, affiliates, etc., should be represented on the committee.  The 

facility’s senior manager or his/her designee should chair the committee. 

It is important to establish an agenda from which the Safety Committee meeting will proceed.  

The actual topics on the agenda may vary due to size, function and complexity, but certain 

elements will be common to each meeting. 

A generic or basic agenda is outlined below: 

1. Call to Order 

- Reading of minutes of prior meeting 

2. Prior Business 

Status of inspection/recommendations 

- Review of corrective action on prior accidents 

- Unfinished business tabled from previous meeting(s) 

3. New Business 

- Report of most recent inspection 

- Review of accidents 

- Status report on current projects 

- Plans for training, campaigning, etc. 

General Comments 

- Monthly/Quarterly safety theme 
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- Special presentations/lecture 

- Agreement on next inspection 

4. Adjournment 

- Tentative date for next meeting 

- Recording of minutes is essential.  An accurate record of proceeding will enable the 

committee to address follow-up action and feedback. 

- Feedback is a vital segment of the Safety Committee function.  In order to prevent 

accidents, potential hazards must be identified and corrected.  The “Detect and 

Correct” procedure is performed through periodic documented inspections. 

The success of the Safety Committee depends on many things, the most important of which is 

the commitment of its members.  A unified and motivated Safety Committee should 

prove to be an asset to the company’s safety/loss control program.   Active employee 

participation in the loss control program will benefit management by: 

 Producing a reduction in losses 

 Increasing employee morale and reducing turnover 

 Providing management with insight into safer procedures and better efficiency through 

employee suggestions. 
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                  EMPLOYEE MOTIVATION AND TRAINING 

 
 

          Employees must be educated in their responsibilities relating to safety/loss control.  

They must see the need and have the desire to implement the safety procedures set by 

senior  management. 

         All operations should have a planned employee training program to include initial 

education and refresher training.  Specific subjects for employee training must be 

determined on an individual location basis. 

       Employees must be responsible for their own self motivation,  general positive 

attitude and moral. 
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                                EMERGENCY PREPAREDNESS 

      Every facility has the potential of undergoing an emergency situation, whether it be related 

 To fire, weather,  catastrophic accident, civil strife, or other emergency.  All potential  

 Emergency or catastrophic exposures must be considered, and control procedures evaluated  

for each facility. 

A written plan must be devised, practiced, and periodically revised as necessary to prepare  

each facility for each emergency that may arise. 

A Disaster Recovery Plan (DRP) is designed to ensure a rapid and effective recovery of the  

facility’s operating capabilities in the event a disaster occurs. 

An Emergency Evacuation Plan is an integral part of the DRP, and is designed to ensure the life  

safety of the employees and occupants of the facility. 

 A good Emergency Evacuation Plan consists of the following basic elements: 

 Evacuation 

 Facility protection 

 Inspection, maintenance and readiness of proper emergency equipment 

 Public relations and employee welfare 

 Fire fighting 

 First aid/CPR 

 Control of utilities 

 Pollution/Decontamination 

 Communications 

 Transportation 

 Records 

 Practice drills 
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STAFF TRAINING 

Training is important to the effectiveness of the Emergency Evacuation Plan.  Staff must be 

secured with names, departments, functions, and phone extensions posted in strategic 

locations throughout the facility.  Backup staff personnel should also be confirmed to cover 

vacations, illnesses and other absences of the existing staff. 

Formal staff training should include a thorough review of the following: 

 Text of the plan 

 Notification of evacuation 

 Reporting procedures 

 Shutdown procedures 

 Types of potential emergencies 

While staff meetings are important for the completion of training in the above areas, it should 

be emphasized that the most important part of the overall emergency evacuation 

procedures is the PRACTICE DRILL. 
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                        OCCUPATIONAL HEALTH 

     Each facility may be exposed to unique occupational health exposure potentials, such as 

noise, asbestos, or other hazards which can affect the human body.  Health exposures 

can be either inhaled, ingested or absorbed through the skin, or they can involve 

radiation, noise or environmental stress. 

An effective Occupational Health Program should consist of: 

Identification of Exposures 

Many exposures can be eliminated by changing to a different product or method of performing  

the operation.  For those exposures that cannot be eliminated, control measures must be  

initiated.  These control measures, identified earlier, include: 

 Engineering Controls 

 Administrative Controls 

 Personal Controls 

Personal Protective Equipment 

Personal protective equipment is to be worn during the interim while engineering controls are 

being implemented or if engineering controls are not feasible. 

Environmental Testing 

Once controls are in place, environmental testing and monitoring should be done periodically 

to ensure the controls operate properly. 

Medical Recordkeeping 

Medical history records should be kept on each employee 

OSHA Compliance  

The Federal and State Governments have set standards and controls for many health 

exposures. Their applicable offices can be contracted for consultative assistance.  
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           SAFETY/LOSS CONTROL PROGRAM AUDIT 

Every safety/loss control program should include an audit procedure to determine the 

effectiveness of that program.  Management must set aside specific times to periodically audit 

the safety/loss control program operations for a specific time period. 

A safety/loss control program audit can consist of the following basic elements: 

1. Nature of Operations 

- Operations 

- Processes 

- Equipment 

- Personnel 

2. Experience 

On the job injuries /Off the job injuries 

3. Organization 

4. Recordkeeping 

- Accident records 

- Inspecting records 

- Maintenance records 

- Personnel records 

5. Exposure/Hazard Identification 

- Exposure/Hazard identification 

- Evaluation of controls 

6. Management 

7. Accountability for Safety 

8. Management/Operations Interface 

9. Inspections Emergency Preparedness 

- Disaster Recovery Program 

- Emergency Evacuation Program 

- Drills 

10. Accident Records and Analysis 

- Recordkeeping 

- Analysis 

- Casual factors 
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- Corrective action 

- Trends 

- Investigations 

- Selection and Placement of Employees 

- Training and Supervision 

- Medical Program 

- Motivation 

- Goals and Objectives 

- Overall Program Evaluation 

- Recommendations for Improvement 

- Necessary Attachments and Supplements 

 It is suggested that the safety/loss control audit be conducted at least annually. 

 

 

 

                                                  

 

-  
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                               SAFETY HAZARD REPORT 

 

Date__________________ Time_______________ Location_____________________________ 

Description of Hazard____________________________________________________________ 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Signature of Reporting Employee 

Safety Committee: 

Corrective Action Priority:      Immediate____ 

         Within 8 hours____ 

                                                          Within 48 hours_____ 

       

       Signature of Authorizing Repair 

Corrective Action Taken 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

Work CompletedBy:________________Date______________________Time_______________ 
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             ACCIDENT/INCIDENT INVESTIGATION REPORT 

Investigating Employee:_______________________________________________________ 

Insured_________________________________________________Age________________ 

Department:_________________________________Occupation:______________________ 

Date of Incident:_______________________________ Time (AM/PM)__________________ 

Nature of Injury/Property Damage__________________________________________________ 

Object/Equipment/Substance Inflicting Injury________________________________________ 

Medical Treatment by____________________________________________________________ 

Location of Treatment____________________________________________________________ 

Description of  Incident___________________________________________________________ 

Contributing Factors_____________________________________________________________ 

Loss Severity Potential:  High/Major_____  Medium/Serious______ Low/Minor____________ 

Probable Recurrence Rate:  Frequent______       Occasional_______           Rare________ 

Action Taken to Prevent Recurrence   

                                                                                                                                          

Supervisor/Manager (print)____________________________Date________________________ 

Signature______________________________________________________________________ 

Investigated by________________________________Date_____________________________ 

Reviewed by__________________________________Date_____________________________ 
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                                      SAFETY INSPECTION REPORT     

Employee:    ___________________________________________________________ 

Project:        ____________________________________________________________ 

                             

Note:  Explain under “Comments” and/or submit recommendations for all items in the “Needs Action” column.  

Document completion of recommendations and/or “Needs Action” items in “Follow Up”  column. 

Subject:             Satisfactory                 Needs Action      Follow Up  

1.________________________________________ ______      ________             ___________        _________ 

2._______________________________________________      _______      ___________       _________ 

3_______________________________________________     _________           ____________      __________ 

4_______________________________________________     _________          ____________       __________ 

5_______________________________________________     _________          ____________      __________ 

6_______________________________________________     _________         _____________     __________ 

7_______________________________________________     _________        ______________    __________ 

8_______________________________________________     _________        ______________     __________ 

9_______________________________________________     _________        ______________     __________ 

10______________________________________________     _________       ______________      __________ 

Comments/Recommendations_________________________________________________  

Inspected by: _________________________________Date_________________________ 

Reviewed by__________________________________Date_________________________ 
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                         TOOL BOX SAFETY MEETING 

 

Job Name:  

Location:______________________________________________________________________ 

Date of Meeting:____________________________ Called to Order: _______________AM/PM 

Employees Present:______________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Subjects Presented and Discussed: 

 

 

Comments/Suggestions/Recommendations: 

 

Action Taken: 

 

Meeting Adjourned: AM/PM_______________ Date of Next Meeting_____________________ 

Supervisor/Manager:  (Name/Title)________________________________________________ 

                                         Signature:__________________________________________________ 
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                                         JOB HAZARD ANALYSIS 

Job Hazard Analysis   Job:    Date: 

Training Guide   Job Title   Reviewed by: 

Department:    Section:   Analysis by: 

 

Personal Protective Equipment Required:    Approved by: 

Basic Job Steps   Potential Hazards      Controls 

     Or Accidents  Present                 Needed 

Break down the job into its basic        For every job step, ask yourself For each potential hazard or 

Steps (what is done 1st, what is        what could happen to the person accident ask yourself what are 

 next & so on) describe what is        performing the job. Could they the safeguards, how should each 

done, not the details of how it              be struck by, or against anything. Person do the job step to avoid an 

is done.          Can they be caught in, on or between accident. Then look at the present 

           anything. What is the exposure? Controls & what is needed to  

         make the job safe 

You can do this by: observing the       You can get answers by watching You can do this by observing the 

Job, discussing it with the operator     the operator, discussing it with  job for ideas, discussing the pre- 

& using your experience and                 the operator, check prior accidents cautions with workers 

Knowledge of the job                              or injuries on this job & checking  using your own experience & 

           With experienced loss control or checking with an experienced  

            safety person                                                safety  or loss control person 

           RECORD HAZARDS FOR EACH JOB RECORD PRESENT OR NEEDED  

           STEP IN THE ORDER OF OCCURRENCE CONTROLS FOR EACH JOB STEP 
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                                 JHA EXAMPLE SHEET  

 

Job Hazard Analysis Job:  Motor/Compressor Testing Date 

Training Guide Job Title:  Motor Tester   Reviewed By: 

Department: Quality Control Section: Plant #1, sec 26   Analysis By: 

Personal Protective Equipment Required:  Hearing plugs/muffs    Approved By: 

Basic Job Steps Potential Hazards  Controls 

 Or Accidents          Present      Needed 

1 Pick up 80lb motor w/crane                          1 Drop engine/overhead hazard       1 Sling insp/crane          1 None 

2 Transfer to cart then to bench                      2 Manual lifting, drop engine,                              2 Table at waist             2 Hoist lift 

                                                                                   Overhead hazard            none                                aid 

3 Assemble motor parts                                    3 Cuts, bruises, bad hand tools                             3 Hand tool check          3 Impact 

             Equipment check          tools 

4 Lift back to cart                                                4 Manual lifting (back)                                           4 None                             4 Hoist 

5 Push cart to test room                                   5 Fall, tip over        5 Flange cart                   5 None 

6 Lift motor over cover onto 4 bolts             6 Manual lifting (back)                                            6 None                             6 Hoist 

7 Tighten bolts, hoses, belts                           7 Cuts, bruises                                                           7 Hand tools                  7 Imp tools 

8 Run & test engine 30 min                            8 Hearing noise (high DBA’s)                                 8 Muffs/hearing test   8 Reg. test 
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Safety/Loss Control Responsibilities 

 

ELEMENT                                       Supervision                          Management          Employee 

Policy Statement                                      ____________                             _______x_________                      ______________  

Assignment of Responsibility                 _____x_______                           ________x________                      ______________ 

Incident Recordkeeping                           ____________                             _______x_________                      ______________ 

Reporting & Analysis                                _____x_______                             _______x________                      _____x_______ 

Hazard Identification And control          _____x_______                             ______x_________                      ______x______ 

 Supervisory Safety  Training                  ____________                                 ________x_______                      ______________ 
                                                                                                                                          
Safety Committee Organization 

 & Operation                                                _____x_______                             ______x________                      ______________ 
                                

Employee motivation & training              _____x_______                             _______x______                      _______x_______ 
                            

Emergency  Preparedness                        ______x______                             _______x_________                  ______x________ 
                               

Loss Control Program                                 _____x_______                             ________x_______                      ______x________     
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                   Employee Responsibilities and Conduct 

 

Responsibilities: All Taylor West Employees are required to have at a minimum 

 a. Osha 10 Training 

b. First Aid CPR Training accredited by the American Red Cross 

c. Small Tools to consist of the minimum requirements, Hammer, Screw drivers, 
Socket set, wire cutters, Pliers, 25' tape measure, Wrecking bar, shovel, broom 

d. Valid driver's license.  

e. Hard Hat, Safety vest, safety glasses 

Conduct: 

a. Attendance and Punctuality  
Employees are to report for work fit for duty each day they are scheduled to 
work, commence work promptly at the scheduled work time, and comply with 
established procedures for requesting and reporting absences. Employees who 
fail to demonstrate an acceptable level of attendance shall be subject to 
appropriate leave restrictions and/or disciplinary action. Attendance and 
punctuality are essential parts of an employee’s job performance and will be 
considered during performance evaluation. 

b. Dress and Appearance  
Employees are to comply with dress code policies established by her or his 
respective agency. Employees shall dress in a professional manner that is 
appropriate to the work assignment and that is normally acceptable in 
professional business establishments. Employees shall wear clothing that is clean 
and in good repair and are to observe a high standard of personal hygiene. 

c. Tobacco in the Workplace  
The working environment should present no unnecessary risk of physical harm or 
discomfort from environmental tobacco use. The State must ensure the right to a 
tobacco-free environment for each employee and the public as they transact 
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business with or receive service from the Applicants, clients, and visitors should 
not be exposed to Chewing, cigarette, including e-cigarettes, or any other 
environmental tobacco smoke. Tobacco in the workplace is restricted in 
compliance with DOP policy DOP-P1, tobacco Restrictions in the Workplace. 
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                                                 Signature Page 

 

I have read and accepted all the terms and conditions in the present 
agreement. 

 

Name:_____________________________________ 

 

 

 

 

Signature:__________________________________ 

 

 

 

 

 

 

 

 

 

 


