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Appendix B: Model Policy Statements

The following statements provide examples that can be used or modified by employers to help prevent employee injury and illness.

 


“The Occupational Safety and Health Act of 1970 clearly states our common goal of safe and healthful working conditions. The safety and health of our employees continues to be the first consideration in the operation of this business.”

 


“Safety and health in our business must be a part of every operation. Without question it is every employee’s responsibility at all levels.”

 


“It is the intent of this company to comply with all laws. To do this we must constantly be aware of conditions in all work areas that can produce injuries. No employee is required to work at a job he or she knows is not safe or healthful. Your cooperation in detecting hazards and, in turn, controlling them is a condition of your employment. Inform your supervisor immediately of any situation beyond your ability or authority to correct.”

 


“The personal safety and health of each employee of this company is of primary importance. The prevention of occupationally-induced injuries and illnesses is of such consequence that it will be given precedence over operating productivity whenever necessary. To the greatest degree possible, management will provide all mechanical and physical facilities required for personal safety and health in keeping with the highest standards.”

 


“We will maintain a safety and health program conforming to the best practices of organizations of this type. To be successful, such a program must embody the proper attitudes toward injury and illness prevention on the part of supervisors and employees. It also requires cooperation in all safety and health matters, not only between supervisor and employee, but also between each employee and his or her co-workers. Only through such a cooperative effort can a safety program in the best interest of all be established and preserved.”

 


“Our objective is a safety and health program that will reduce the number of injuries and illnesses to an absolute minimum, not merely in keeping with, but surpassing, the best experience of operations similar to ours. Our goal is zero accidents and injuries.”

 


“Our safety and health program will include:



	Providing mechanical and physical safeguards to the maximum extent possible.

	A program of safety and health inspections to identify and eliminate unsafe working conditions or practices, to control health hazards, and to comply fully with the safety and health standards for every job.

	Training all employees in good safety and health practices.

	Providing necessary personal protective equipment and instructions for its use and care.

	Developing and enforcing safety and health rules and requiring that employees cooperate with these rules as a condition of employment.

	Investigating, promptly and thoroughly, every accident to find out what caused it and to correct the problem so that it won’t happen again.

	Setting up a system of recognition and awards for outstanding safety service or performance.”


“We recognize that the responsibilities for safety and health are shared:



	The employer accepts responsibility for leadership of the safety and health program, for its effectiveness and improvement, and for providing safe conditions.

	Supervisors are responsible for developing the proper attitudes toward safety and health in themselves and in those they supervise, and for ensuring that all operations are performed with the utmost regard for the safety and health of all personnel involved, including themselves.

	Employees are responsible for compliance with all rules and regulations and for continuously practicing safety while performing their duties.”





Appendix C: Codes of Safe Practices

This is a suggested code. It is general in nature and includes many types of small business activities. It is intended only as a model that you can customize to describe your own work environment.

General Policy

1. All employees of this firm shall follow these safe practice rules, render every possible aid to safe operations, and report all unsafe conditions or practices to the supervisor/employer.

 


2. Supervisors shall insist that employees observe and obey every rule, regulation, and order necessary to the safe conduct of the work and take such action necessary to obtain compliance.

 


3. All employees shall be given frequent accident prevention instructions. Instructions, practice drills, and articles concerning workplace safety and health shall be given at least once every working days.

 


4. Anyone known to be under the influence of alcohol and/or drugs shall not be allowed on the job while in that condition. Persons with symptoms of alcohol and/or drug abuse are encouraged to discuss personal or work-related problems with the supervisor/employer.

 


5. No one shall knowingly be permitted or required to work while his or her ability or alertness is impaired by fatigue, illness, or other causes that might expose the individual or others to injury.

 


6. Employees should be alert to see that all guards and other protective devices are in proper places and adjusted, and they shall report deficiencies. Approved protective equipment shall be worn in specified work areas.

 


7. Horseplay, scuffling, and other acts that tend to endanger the safety or well-being of employees are prohibited.

 


8. Work shall be well planned and supervised to prevent injuries when working with equipment and handling heavy materials. When lifting heavy objects, employees should bend their knees and use the large muscles of the legs instead of the smaller muscles of the back. Back injuries are the most frequent and often the most persistent and painful type of workplace injury.

 


9. Workers shall not handle or tamper with any electrical equipment, machinery, or air or water lines in a manner not within the scope of their duties, unless they have received instructions from their supervisor/employer.

 


10. All injuries shall be reported promptly to the supervisor/employer so that arrangements can be made for medical and/or first aid treatment. First aid materials are located in ; emergency, fire, ambulance, rescue squad, and doctors’ telephone numbers are located ; and fire extinguishers are located at


Suggested Safety Rules


	Do not throw material, tools, or other objects from heights (whether structures or buildings) until proper precautions are taken to protect others from the falling object hazard.

	Wash thoroughly after handling injurious or poisonous substances.

	Gasoline shall not be used for cleaning purposes.

	When using a ladder, always face the steps and use both hands while climbing.



Use of Tools and Equipment


	Keep faces of hammers in good condition to avoid flying nails and bruised fingers.

	Files shall be equipped with handles; never use a file as a punch or pry.

	Do not use a screwdriver as a chisel.

	Do not lift or lower portable electric tools by the power cords; use a rope.

	Do not leave the cords of tools where cars or trucks will run over them.



Machinery and Vehicles


	Do not attempt to operate machinery or equipment without special permission unless it is part of your regular duties.

	Loose or frayed clothing, dangling ties, finger rings, etc., must not be worn around moving machinery or other places where they can get caught.

	Machinery shall not be repaired or adjusted while in operation.






Appendix D: OSHA Job Safety and Health Standards, Regulations and Requirements

OSHA has four separate sets of standards: General Industry (29 Code of Federal Regulations [CFR] 1910), Construction (29 CFR 1926), Maritime Employment (29 CFR 1915-1919), and Agriculture (29 CFR 1928). OSHA has regulations on posting and other administrative matters in 29 CFR 1903 and on recording and reporting of injuries and illnesses in 29 CFR 1904.

 


The OSH Act also has a general duty clause, section 5(a)(1), 29 U.S.C. 654(b)(1), which provides that:

 


(a) Each employer––

 


(1) 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.

 


A recognized hazard is a danger recognized by the employer’s industry or industry in general, by the employer, or by common sense. The general duty clause does not apply if there is an OSHA standard dealing with the hazard, unless the employer knows that the standard does not adequately address the hazard.

 


General Industry, Maritime, and Construction OSHA standards are available at www.osha.gov.

 


After you have obtained a copy of the current standards, identify those that apply to your business by a process of elimination. Read the introduction to the subpart heading, and then analyze the possible hazards in terms of your workplace, your equipment, your materials and of your employees. For example, if you are engaged in retail trade or service and you do not have compressed gases, flammables, or explosives on your premises, you can eliminate Hazardous Materials (Subpart H) as not applying to your business.

 


If you have any questions in determining whether a standard is applicable to your workplace, you may contact the nearest OSHA Area Office for assistance. Staff there should be able to answer any questions you may have about standards and provide general guidelines on methods of implementation in your workplace. Small businesses are encouraged to participate in the development of standards.




Appendix E: Small Business Regulatory Enforcement Fairness Act of 1996 (SBREFA)

In 1996, Congress passed the Small Business Regulatory Enforcement Fairness Act, or SBREFA, in response to concerns expressed by the small business community that Federal regulations were too numerous, too complex and too expensive to implement. SBREFA was designed to give small businesses assistance in understanding and complying with regulations and more of a voice in the development of new regulations. Under SBREFA, the Occupational Safety and Health Administration (OSHA) and other Federal agencies must:



	Produce Small Entity Compliance Guides for some rules;

	Be responsive to small business inquiries about compliance with the agency’s regulations;

	Submit final rules to Congress for review;

	Have a penalty reduction policy for small businesses; and

	Involve small businesses in the development of some proposed rules through Small Business Advocacy Review Panels.


Commenting on Enforcement Actions

Under a law passed by Congress in 1996, the Small Business Administration (SBA) has established an SBA Ombudsman and SBA Regional Fairness Boards to investigate small business complaints about Federal agency enforcement actions. If you are a small business and believe that you have been treated unfairly by OSHA, you may file an electronic comment/complaint with the SBA Ombudsman over the Internet at:

http://www.sba.gov/ombudsman/comments/commentform1.html

Or you may contact the SBA’s Office of the National Ombudsman by:



	Toll Free Phone: (888) REG-FAIR (734-3247)

	Fax: (202) 481-5719

	E-mail: ombudsman@sba.gov

	Mail: Office of the National Ombudsman U.S. Small Business Administration 409 3rd Street, S.W., MC2120 Washington, DC 20416-0005


To view the SBREFA Act in its entirety, please visit the following web link: http://www.sba.gov/advo/laws/sbrefa.html

 


For more information on SBREFA the following web links may prove helpful:

http://www.sba.gov/ombudsman/
http://www.sba.gov/ombudsman/dsp_overview.html
http://www.sba.gov/ombudsman/dsp_faq.html
http://www.sba.gov/advo/
http://www.sba.gov/advo/laws/is_oshapanel.html

 


NOTE: Filing a complaint with the SBA Ombudsman does not affect any obligation that you may have to comply with an OSHA citation or other enforcement action. Nor does it mean that you need not take other available legal steps to protect your interests.
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