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��A Program for Hazard Control





	Most employers and employees recognize the need to create a safe and healthful workplace, but some find it difficult to prepare a program or identify the necessary resources. This document will serve as a guide to assist employers and employees in the development of a basic occupational safety and health program. Maryland Occupational Safety and Health (MOSH) recommends that all occupational safety and health programs meet or exceed these core elements.



Reducing injuries and illnesses can save money.



	An effective safety and health management program has economic benefits for an employer. Recent evidence suggests that a comprehensive occupational safety and health program can be an effective way to reduce the cost of absenteeism and lost production time. In addition, where effective safety and health management is practiced, injury and illness rates are significantly lower than rates at comparable work sites where safety and health programs are weak or non-existent. Lower injury and illness rates can translate into significantly reduced workers’ compensation costs.



	Effective management of safety and health protection may also reduce other less obvious costs of work-related injuries and illnesses. Research indicates that for every dollar that an employer spends on the direct cost of a work-related injury and/or illness, more will be spent to cover indirect and hidden cost. For example, one work related injury might cost an employer:



	$$$	Productive time lost by an injured employee, the supervisor, and other affected employees

	$$$	Clean up and start up of operations interrupted by the accident

	$$$	Time to hire or to retrain other individuals to replace an injured worker

	$$$	Time and cost for repair or replacement of any damaged equipment or materials

	$$$	Cost of continuing all or part of the injured employee's wages, in addition to compensation and medical payments

	$$$	Reduced morale among employees

	$$$	Increased workers' compensation insurance rates



	For every dollar in medical or insurance compensation costs for a worker injury (direct cost), $5 to $50 more is likely to be spent to repair building, tool, or equipment damage; to replace damaged products or materials; or to make up for losses from production delays and interruptions (indirect cost). An additional $1 to $3 will be spent for hiring and training replacements and for time to investigate the incident (Management Guide to Loss Control, Frank E. Byrdm, Jr.). 

��Additional benefits



	There are other benefits of an effective safety and health program. The program provides an excellent basis for generating cooperative efforts between management and employees that may lead to increased worker morale, efficiency and productivity. 



 	One plant manager found that during the first three years of participation in a voluntary safety and health program, the implementation of a single safe work practice at his 44 employee plant resulted in a greater volume of product and a reduction in rejected product. This change alone saved $265,000 a year. (Proceedings of Public Information Gathering Meeting of Suggested Guidelines for General Safety and Health Programs, U.S. Department of Labor, OSHA, Docket No. C-02, p-77, October 6, 1988). 



MOSH and OSHA requirements



	Many industries and workplaces must comply with very specific safety and health requirements due to the nature of the work processes and the standards governing them. MOSH and OSHA have adopted more than 600 safety and health standards and more than 700 Permissible Exposure Limits (PELs). It is essential that, as part of the safety and health program development process, a determination be made as to the specialized processes at the worksite and the safety and health protection required by applicable standards.



MOSH and OSHA standards also include specific monitoring, medical surveillance, and record-keeping requirements. It is imperative that the safety and health manager identify the applicable standards and include the necessary procedures and documentation in the program. 



Any agenda for a safe and healthful workplace must include appropriate elements of recognition, evaluation, control, and surveillance. MOSH offers small employers an on-site Consultation Program that provides free of charge advice and analysis on preventing workplace hazards.  Some workers' compensation insurance carriers offer the services of a risk-management expert to assist in the preparation of a safety and health program and in reviewing workplace operations and applicable MOSH/OSHA standards.



Each safety and health program must be specific to the site and the operations.



Many considerations will affect the formality, complexity and organization of a company's safety and health program. Some of the major considerations are:



(	The size of the organization

(	Workplace operations and exposures

	(  Personnel capabilities

	(  Available resources

�Components of an effective program



	An effective occupational safety and health program will include the following five elements. The level of detail and complexity with which a program addresses each element varies from employer to employer. However, all programs should include all five elements.





1.	Management commitment and employee involvement



Management commitment provides the motivating force and the resources for organizing and controlling the activities within an organization. In an effective program, management pursues worker safety and health with as much vigor as its other organization goals.



Employee involvement provides the means through which workers develop and express their own commitment to safety and health protection, for themselves and for their fellow workers. A program that is developed and implemented without employee involvement is less likely to have the employee commitment that is essential to its success. An effective safety and health program must meet the needs of both the company and its employees.



Worksite inspection/analysis 



A variety of worksite examinations are required in this aspect of the program. The purpose of these analyses is to identify not only existing hazards, but also conditions and operations where changes might occur which would create hazards.



Lack of awareness of a hazard that stems from failure to examine the worksite is a sure sign that safety and health policies or practices are ineffective. Effective management actively analyzes the work and worksite to anticipate and prevent harmful occurrences, and encourages employees to point out hazardous situations as they occur.



Hazard prevention and control 



Once hazards or potential hazards have been identified as part of the worksite analysis, the company must consider prevention and control measures. Where feasible, hazards should be prevented by effective design of the job site or job. Where it is not feasible to eliminate hazards, they must be controlled to prevent unsafe and unhealthful exposures. Elimination or control should be accomplished promptly after a hazard or potential hazard is recognized.



4.	Safety and health training



The safety and health responsibilities of all personnel are addressed through training. Safety and health training is most often effective when incorporated into other training about performance requirements and job practices. This prevents safety and health responsibilities from being viewed as separate, less important requirements. The complexity of the training depends on the size and complexity of the worksite, and the nature of the hazards and potential hazards that exist.

5.  Long term commitment



The employer must make a long-term commitment to a safety and health program for the program to be effective. Employees must understand that unsafe acts are unacceptable. Management must use a series of progressive actions that reflects the company’s continuing concern. These actions might begin with verbal warnings and culminate in termination of the employee for continuous failure to comply with company safety rules. Management must make it clear that it takes safety seriously and is willing to back up its policies; otherwise, the program is just another piece of paper.

�Eight Steps to the Development of

An Effective Safety and Health Program





Step 1:	Develop a plan of action that includes both management and employee involvement.



 It is important to develop a program that will meet the needs of both management and employees. An elegant safety and health program manual that describes protective measures that are seldom put into practice serves no useful function. This is why MOSH encourages management to involve employee representatives in the development of the safety and health program and to encourage their continued participation in company safety and health efforts.





Step 2:	Designate a person to be responsible for safety and health.



 In an effective safety and health program, the person responsible for the safety and health program will have both the authority to do the job and the respect of management and employees. The choice of the safety and health director must be based on his or her knowledge of the facility and of safety and health requirements. The person or persons designated to do training must be credible, respected, and knowledgeable about the operations and must be given the time, authority and resources to develop an effective program.





Step 3:	Determine the safety and health requirements for the specific workplace and operations.



 It is important to become familiar with the safety and health requirements associated with the company’s physical location, operations, and equipment. This information will be used to:



			C	Develop a hazard assessment strategy

	   C	Pinpoint areas and procedures that historically have caused significant injury or illness, and identify potential causes

		  C  Provide a background for correction and control strategy planning



Resources that will aid in the determination of your workplace safety and health requirements include:



<	MOSH laws, regulations, and standards. Determine which requirements apply to the specific workplace. It is not necessary to become familiar with every law, regulation, and standard that MOSH enforces, because not all standards apply to every industry.



<	Equipment manuals. Make a list of all the equipment used in workplace operations and obtain the manufacturer's operating manuals for each piece of equipment. Examine the manuals for:



	C	Recommended safety controls, such as guarding

	C	Potential hazards, such as noise or vibration

	C	Recommended maintenance schedules



 	Other sources of information about equipment hazards include the National Electrical Code (NEC), the American National Standards Institute (ANSI) codes for various industries and equipment, and publications by the American Conference of Governmental Industrial Hygienists (ACGIH).



<  	Chemical Inventory. Develop an inventory of chemicals used in the workplace. include:



	C	Chemical substances used

	C	Processes employed

	C	Quantities involved

	C	Potential hazards

	C	Safety controls



	Knowledge of the chemicals used or stored in a company facility is necessary for hazard assessment and program planning. It should be initiated as part of assessment activities. Much of this information also is required by the Maryland Access to Information about Hazardous and Toxic Substances Act, also known as the “Right to Know Law”.



<	Employee capabilities: Make a list of all employees. Include each employee's date of hire, job title, experience and training, special skills (first aid trained, CPR trained, training abilities, etc.) and special needs (people who have physical disabilities, people who have visual impairments, etc.). This list can be used to involve employees in the program, to use their capabilities and talents most effectively, and to provide appropriate protection where special needs require it.



<	Accident and injury/illness history: MOSH law requires most employers to maintain records of occupational accidents, injuries, illness, and lost workdays on a OSHA/MOSH log (OSHA Form No. 200). Review these records to determine if there is a concentration of injuries or illnesses related to a particular department, operation, piece of equipment, process, or area. Also determine if there is a consistency or pattern in the type of injury, illness, or personnel involved. This information may point to specific safety and health issues that should be addressed.



<	Existing safety and health materials: Review any existing company safety and health materials and determine their usefulness.





�Step 4: Conduct a hazard assessment of the workplace.



An effective safety and health program will systematically identify and prevent hazards. An ineffective or non-existent program will not identify hazards or potential hazards, and preventive controls will not be implemented, leaving the possibility of injury or illness.



<	Develop an initial plan for assessing the workplace that addresses:

	(  The completion of a comprehensive safety and health survey of the workplace

	( Approaches to problem areas noted during Step 3.



<	Conduct a safety and health self-inspection/survey of the workplace according to the plan developed above.



A comprehensive baseline survey of the work and working conditions at a site permits a systematic record of the hazards and potential hazards that can be recognized without intensive analysis. During the initial comprehensive survey:



	<	Identify any situations that present hazards or are in violation of law, regulations or standards.



	<	Pay particular attention to areas which prior research indicated were potential problems, and determine if a problem exists.



	<	Assess the effectiveness of the survey plan, and revise, if necessary.



Although the person assigned responsibility for the safety and health program may have extensive knowledge of the facility’s operations, additional knowledge is required to perform an effective safety and health survey. The initial research performed as part of Step 3 will assist in developing this expertise. The employer also may wish to solicit assistance for the initial survey from MOSH, an insurance carrier, or a private consultant.



There are many approaches to workplace assessments. Factors influencing the most effective approach include:



	<	Whether the operation is consistent throughout the day or cyclical, or whether no obvious work pattern exists

	<	Whether the operation is a fixed site, mobile operation or combination.  If it is a mobile worksite, refer to the Construction section of this document.

	<	The complexity of operations

The size of the worksite



Effective strategies for an initial workplace survey include:



	<	Floor Plans: Prepare a floor plan of each department or work area. Mark on the plan all pertinent machinery, processes, and facilities. Also note the standards or requirements applicable to the machinery or process which must be assessed; for example, guarding of machinery, noise level checks, housekeeping, and chemical exposure levels. As you proceed through the initial assessment, make additional notes on hazards observed, training needed, and monitoring required.



	<	Checklists:  Many employers use checklists that summarize the items to be included as part of a facility survey. The checklists should be site specific and should include each item to be checked in every area of the workplace. Generic checklists available from various trade associations can be used as a basis for the company checklist. It also may be necessary to revise the checklist as the initial hazard assessment is conducted.



	<	Process Flow: The simplest method of proceeding with the hazard assessment may be to follow each process from receiving area to shipping. This approach is effective when the company's processes are fairly consistent and simple. It can be coupled with the floor plan system or the checklist system.



	<	Job Hazard Analysis: This method examines each job classification, rather than areas or processes, for associated hazards. As a job classification is examined,  associated machinery, equipment, and chemical and other processes are reviewed.



	<	Committee Survey: Frequently in large establishments, a safety committee will conduct hazard assessment surveys. This approach permits several people with diverse interests, perspectives and expertise to provide input. The committee may consist of employee representatives, management representatives, and persons knowledgeable in production, processes or machinery.



As the hazard survey proceeds, note areas where additional investigation and expert consultation may be necessary. For example, monitoring levels of airborne chemical substances or noise, or additional research on equipment or chemical substances, may be required. Also note conditions that might be alleviated through employee training and education. Remember to pay particular attention to those areas identified in Step 3 as having significant incident occurrences. Also note areas where required personal protective equipment (PPE) is lacking.



This initial survey may take several sessions, and repeated visits to certain areas may be required. Take the time to be thorough. Following the survey, review your results. Start planning for future action.



Provide for regular safety and health inspections.



During periodic inspections, identify new or previously missed hazards and failures in hazard control. Question whether the changes made to eliminate the original hazard may have created new hazards. When initially identified hazards are under control, attention can be given to the intensive analysis required to recognize less obvious hazards. Subsequent comprehensive surveys provide an opportunity to step back from the routine check on control of previously recognized hazards and look for new hazards.

Step 5: Correct identified hazards.



Hazards, once recognized, should be promptly abated or controlled.



Hazard abatement is an essential activity.  Management action at this point will determine the credibility of the company’s safety and health policy, as well as the usefulness and effectiveness of the entire workplace safety and health program.



All available resources should be devoted to this objective. Keep in mind that recognized hazards might constitute violations of MOSH laws, regulations, and standards. Should an enforcement inspection occur, the company could be cited and monetary penalties issued. More importantly, these conditions present hazards to employees that could result in injury, illness, property or production loss, or even loss of life.





�

Develop a plan of action and a method of tracking the correction of all hazards.



Correct all identified hazards.



(	Implement interim protective measures while taking corrective action.



(	Provide all required personal protective equipment.



(	Comply with all requirements specified in equipment manuals.





Financial resources may be required to correct some hazards. This is a part of doing business in a safe and healthful manner. Court decisions have emphasized that economic feasibility is not a valid excuse for violating an adopted standard.



Every reasonable effort must be made to provide adequate funding to protect the workplace safety and health of employees. It may be necessary to prepare documentation to justify expenses associated with hazard abatement. In addition, long term planning and expert advice may be required. Costs can be minimized with proper planning and research. Remember that financial commitment to safety and health is a strong indicator of management's overall commitment.



Employee involvement can help. When there are alternative ways to address a hazard, effective managers have found that involving employees in discussions of methods can identify useful prevention and control measures, serve as a means for communicating the rationale for decisions made, and encourage employee acceptance of the decisions.



Correction of some hazards may take a long time. To eliminate hazards, workstations, work methods and tools may have to be designed or modified. Research into substitute materials may be necessary. New equipment may have to be purchased or existing equipment may have to be repaired or redesigned.

Interim measures may be necessary. For those items that cannot be corrected immediately, an effective program provides interim measures for the protection of the employees. These can vary greatly, but should include advising employees of the existing hazards and how to minimize the danger while corrective measures are being taken.



Interim measures may include requiring the use of personal protective equipment, installing temporary guarding, posting signs to remind employees of particular hazards, and taking certain pieces of equipment out of service. Remember, if personal protective equipment is issued, training must be provided to assure effective usage. The employer must also take steps to maintain the equipment in sanitary and operational condition.



Address other program elements while completing hazard abatement. Other safety and health program elements are integral to correction of hazards. As hazard correction progresses, an effectively managed program will continue to work on:



<	Safety work rules

<	Training programs for employees

<	Medical surveillance programs

<	Program documentation



For example, an employer may initiate the training that is part of the five essential elements of a safety and health program. This training also may be a required step for correction of a violation of MOSH requirements, such as the training required under the Maryland Access to Information About Hazardous and Toxic Substances law.





Step 6:	Keep the workplace hazard-free.



Once recognized hazards are corrected, take steps to ensure that the workplace remains hazard-free. 



�

Develop work practices, administrative controls,

	 	work rules and emergency procedures.



Provide for facility and equipment maintenance

		to prevent hazardous breakdowns.







Work rules and emergency procedures. Work rules, practices, and emergency procedures must be specific to each workplace. For some locations it may be appropriate to have generalized rules and procedures. For other locations, very detailed procedures may be necessary. The formality and complexity of work rules and emergency procedures are influenced by a number of factors including:



The size and stability of the workforce

The types of processes involved and the level of hazard the processes pose

	<	Whether the workplace is fixed, mobile, dispersed or a combination



Rules and procedures should be clearly stated and understandable. Although it is not always required that work rules and emergency procedures be in writing, it is recommended. The written material provides an historical record that can be reviewed and revised periodically, and also can serve as documentation of site specific requirements.



Additionally, a number of MOSH standards require work rules, work practices, and emergency procedures. For example, almost all workplaces must have provisions for emergencies, basic first aid, and a plan to address fire hazards.



If administrative controls are used to reduce employee exposures, it is important to formalize the system and document the procedures. For example, administrative controls may involve rotating employees or altering work hours to reduce exposure to acceptable levels.



This is also an appropriate time to review operations that occur infrequently. It is particularly important to develop written procedures for these operations since the procedures are not often used and may be forgotten.



Enforcement. Once the procedures are established, it is important to develop a means for enforcing them. Enforcement is particularly important initially, when management will experience the most resistance to the changes the rules and procedures will require. Rules without enforcement frequently are violated.



Workplace discipline reinforces a safety and health program in two ways. It removes the employee and his or her coworkers from the danger of the unsafe work practice, and it reinforces the message to all employees that management is committed to safety and health.



It is important to work with employee representatives to develop enforcement procedures. It may be worthwhile to involve employees in the development of both the rules and enforcement measures through safety committees.



Equipment maintenance and status checks. Equipment maintenance and status check programs should be considered at this time. Maintenance of equipment and facilities is an especially important means of anticipating potential hazards and preventing their development. Planning, scheduling, and tracking preventive maintenance activities provides a systematic way of ensuring that equipment and facilities are not neglected. It may also prolong the usefulness of expensive equipment.

�Step 7: Train Employees in Safety and Health. 



Most employers must provide some training for employees. For example, MOSH standards require that most employers provide training concerning:



Employee emergency plans and fire protection plans

Personal protective equipment

Maryland’s “Right to Know” Law



An employer also must inform and train employees about the company safety and health program, how it is intended to benefit employees, and what is expected of employees in order to make the program work.



OSHA publication. Training Requirements in OSHA Standards and Training Guidelines (OSHA publication 2254) lists OSHA standards that require employee training. MOSH also has adopted several State-specific standards that may require training for employees. Additionally, new standards adopted by OSHA and MOSH may affect your workplace and require additional training.



Requirements are results-oriented. Although many standards require that particular topics be covered during training, the approach to providing the training is left to the employer. Generally, MOSH expects training to result in the employee being able to explain how to perform his or her assignments safely, and to be able to identify the hazards associated with the job.



An employer should ensure that all employees understand the hazards to which they may be exposed and how to prevent harm to themselves and others from exposure to these hazards. A thorough understanding of the hazards and their prevention will affect employee acceptance and use of established safety and health protections. Training for this purpose is reinforced by encouraging attempts to work safely and by positive recognition of safe behavior.



General suggestions.



<	Ensure that training is conducted by someone knowledgeable about the subject and familiar with the workplace.



<	Consider employees’ ability to read, speak, and understand English.



<	Schedule short training sessions. It is better to divide training into several sessions rather than to conduct one long session.



<	Use audio-visual presentations, actual experiences, and workplace conditions to illustrate points.



<	Incorporate drills, demonstrations and hands-on practice to ensure that training is understood. Drills should include emergency action drills.

<	Provide a period for questions.



<	Verify the effectiveness of training through paper and pencil tests, oral questioning, employee skill demonstrations, and observation of employee work habits after training.
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Retraining required. Employee training is a long-term commitment and must be repeated periodically. Re-training should be scheduled on an annual basis. Additional training should be provided when employee actions indicate a need for earlier or more frequent retraining.



New employees. New employees need training prior to starting work that would expose them to hazards. Transfer employees will also require training whenever they are exposed to new hazards. This need is reflected by the disproportionately high injury rates among workers newly assigned to work tasks. Although some of these injuries may be attributable to other causes, a substantial number are directly related to inadequate knowledge of job hazards and safe work practices.





Step 8: Keep the program up-to-date and effective.



At this point, much of what an employer must do to implement an effective program has been accomplished. The employer can now attend to program maintenance: coordination of the program, documentation of program details, addition of new work practices and hazard controls, and continuation of enforcement. Each of these components may vary in detail and formality, depending on the size and complexity of the workplace. Many of these items may have been completed during development of other steps of the program.



<	Documentation: An important part of any safety and health program, documentation  provides:



	C	An historical reference that can be reviewed to determine program effectiveness

	C	An accessible document to which management and employees can refer when unsure of proper procedures

	C	Evidence of the employer's efforts to provide a safe and healthful work environment

All employers must maintain:



(	The MOSH poster (posted)

(	The OSHA 200 Log and Summary of Occupational Injuries and Illnesses (except employers who have ten or less employees in the course of a year, and employers in exempt SIC codes)

(	OSHA 101 Supplementary Record of Occupational Injuries and Illnesses or workers’ compensation reporting forms

(	A written hazard communication program

(	Emergency procedures

(	 	Administrative control programs where used in place of engineering controls



Many MOSH standards require some form of documentation for sampling results, medical surveillance, equipment inspection, personal protective equipment programs, and other activities. 

Employers also must maintain documentation if required by applicable standards for the following procedures:



(	environmental monitoring, including noise and chemical sampling

(	exposure control programs required under many of the air contaminant standards

(	employee medical records as part of any medical surveillance program

(	records of employee testing for personal protective equipment programs when respirators or hearing protection is required

(	certifications for inspection programs for cranes and forklifts



It is strongly recommended that the employer provide some level of documentation for the following:



(	all employee training

(	safety rules and procedures for employees

(	workplace self-inspections

(	equipment maintenance programs

(	accident investigations



Refer to the applicable standard to determine what the documentation must include, who must have access to the documentation, and how long the records must be maintained. 



MOSH can help. Development of an occupational safety and health program may not be an easy task, but the benefits far outweigh the effort. Identifying potential hazards may be one of the most difficult tasks in the process. MOSH can serve as a resource in obtaining information and acquiring answers to compliance questions. MOSH has a free consultation program to assist small businesses with on-site problems. All of the MOSH professional staff stands ready to assist you with your questions.



�Five Additional Steps for Construction Employers





An effective safety and health program for construction is extremely important. One report concluded that for construction, the savings from effective administration of safety and health protection is 3.2 times the cost of implementation (Improving Construction Safety Performance, New York, The Business Roundtable, Report A-3, January 1982, page 16).



Most of the material covered in the previous section also applies to the construction trades. However, there are some changes and additions that construction companies should consider.  For example, MOSH Safety and Health Regulations for Construction, 29 CFR Part 1926, sets the following specific requirements for construction safety and health programs:





�

1926.20  General safety and health provisions



Accident prevention responsibilities.

	(1)  It shall be the responsibility of the employer to initiate and maintain such programs as may be necessary to comply with this part  [29 CFR 1926].

	(2) Such programs shall provide for frequent and regular inspections of the job sites,      materials, and equipment to be made by competent persons designated by the employers.



1926.21  Safety training and education.



Employer responsibilities.

The employer shall instruct each employee in the recognition and avoidance of

unsafe conditions and the regulations applicable to his work environment to control or eliminate any hazards or other exposure to illness or injury.







The conditions that make safety and health programs so important in the construction industry also may make these programs difficult to administer effectively:



<	The work environment is dispersed and frequently changing.

<	Often several contractors share the same worksite.

<	There is a frequent turnover in personnel.

<	A number of construction trades are highly specialized and involve hazardous operations and specialized training and equipment.



Many trade associations that service the construction industry take an active interest in safety and health and have developed materials on safety and health programs that are specific to their trade. Refer to the Appendices for further information.



Step 9: Learn the safety and health requirements of your particular trade.



Follow the suggestions in the STEPS section of this text. Remember, knowing how to perform a particular trade does not ensure that you know everything about performing it safely. Review the appropriate equipment manuals and standards. Review accident and injury records to determine where, when and how employee injuries are occurring.





Step 10: Develop a general safety and health policy, safety rules, and other operational procedures.



An effective program addresses company policies and procedures in writing to provide a document for future review and revision. Include:



<	A general policy on safety and health that addresses company objectives



<	A description of how costs associated with safety and health will be met



<	A discussion of how responsibility and authority will be delegated



<	Safety and health procedures for particular operations or job classifications. Of particular concern are confined space operations, working at elevated levels, exposure to hazardous or toxic substances, clearance of overhead electric lines, and other site specific highly hazardous tasks



<	Emergency procedures



<	Respiratory and hearing protection programs that comply with applicable standards



<	Medical surveillance programs,  when necessary



<	Accident investigation procedures



<	A disciplinary system for enforcement of safety and health rules



<	Maryland “Right-to-Know” information



<	General worksite inspection procedures



<	Maryland standards for construction, including the Maryland Confined Space Standard and Maryland amendments to the federal Lead in Construction Standard.







Step 11: Train a Core of Supervisory Employees.



Most construction companies have dispersed work sites and many have a high turnover of field employees. It is particularly important that worksite supervisory employees be well trained in all safety and health programs and in hazard recognition and control. Frequently it may be necessary to rely on these supervisors to train field employees.



Supervisors should be extensively trained in each of the policies and procedures developed as a part of Step 10. They should also have a good understanding of the OSHA and MOSH construction standards and hazardous conditions that can occur on a construction site.



This training will take time. Do not try to provide it all in one session. Refer to Step 7 for training suggestions.



Ensure that supervisors are responsible for setting a good example for employees as they enforce safety and health rules. Include as part of the supervisor's evaluation the proper handling of safety and health responsibilities.





Step 12: Individual Site Preparation



Whenever possible, perform individual site safety and health planning prior to bidding on a job. Costs associated with safety, such as personal protective equipment, fall protection, and medical surveillance, may figure into the job cost. Be sure to determine whether any special hazards such as lead paint or asbestos are associated with the job.



Conduct a pre-job site survey. Determine if your employees will be exposed to any hazardous materials or conditions. Note the location of overhead electric lines. Determine the location of emergency response resources (fire, ambulance, and hospital). Determine if special personal protective equipment or safety procedures will be required.



Ensure that the appropriate safety and health program information is on-site (see Step 10).   Effective program procedures include requirements for correcting hazards in a timely manner and for protecting employees until hazards are corrected. Any information necessary to describe methods of correction and protection also should be on-site. Responsibility and authority for providing on-site information may be delegated to the site supervisor or referred to another company official. Ensure that supervisors on-site are well aware of the company procedures.



Before work begins, develop emergency procedures that fit the physical location, hazards, processes, and personnel of the job site in question.











Step 13: On-site Operations



Before work begins, post emergency telephone numbers, mark exit routes, and ensure the availability of emergency equipment. Require the supervisor on the site to conduct periodic worksite safety surveys. Establish the procedures and training for these surveys before operations begin.



At the beginning of the job, the on-site supervisor must communicate to employees the safety and health requirements and procedures and how to report safety and health concerns.  The supervisor must instruct them not to engage in unsafe acts, and explain disciplinary action to be taken if unsafe acts occur. The supervisor also must ensure that all other required training is completed before employees start work. A general construction site self-inspection checklist is available from the MOSH Training and Education Office for use as a guide.



Frequently Overlooked Safety Matters



C	Ensure that new employees receive any required medical monitoring prior to beginning work that requires the use of personal protective equipment or involves chemical exposures.



C	Ensure that new employees are trained prior to starting work involving any hazards. As new employees come on site or transfer to new jobs, they must be trained.



C	When air contaminants are a potential problem, for example when there is lead on the site, initial monitoring is required on the first day of work and periodically thereafter, or when significant changes in work procedures occur.



C	A material safety data sheet (MSDS) on-site is recommended for any unusual toxic material required for use on a specific site.



C	Certain MOSH standards require that employees be notified in writing of medical surveillance results or environmental monitoring results.

�Appendix A:



Laws, Regulations, and Standards





OSHA STANDARDS

Federal requirements for occupational safety and health





																		Price as of May 2000

General Industry														

29 CFR 1901.1 to 1910.999		Stock #869-038-00104-7				$46.00	

29 CFR 1910.1000 to end			Stock #869-038-00105-5				$28.00	



Construction

29 CFR 1926						Stock #869-038-00107-1				$30.00
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Available from:



IN PERSON:

	Government Printing Office Bookstore

	8660 Cherry Lane

	Laurel, Maryland  20707

	Phone:  (410) 792-0262 Call first to ensure availability.



BY PHONE:

	Superintendent of Documents

U.S. Government Printing Office

Washington, DC 20402-9352

Phone: (202) 512-1800



BY MAIL:

	Make check payable to:  

The Superintendent of Documents

U.S. Government Printing Office

P.O. Box 371954

Pittsburgh PA 15250

Order Desk Phone: (202) 512-1800



ON THE INTERNET:

	http://www.osha.gov	





MARYLAND LAW and REGULATIONS

State requirements for occupational safety and health



LAW



Maryland Occupational Safety and Health Act, Labor and Employment Article, Title 5, Annotated Code of Maryland

High Voltage Line Act, Labor and Employment Article, Title 6, Annotated Code of Maryland



REGULATIONS



OSHA standards incorporated by reference:

Code of Maryland Regulations (COMAR) 09.12.31  Maryland Occupational Safety and Health Act—Incorporation by Reference of Federal Standards (includes adoption of provisions in 29 CFR 1910, 1926, and 1928)



MOSH Amendments to OSHA Standards:

	29 CFR 1910.146		Permit-required confined spaces

	29 CFR 1910.1048 		Formaldehyde

	29 CFR 1926.62			Lead

	29 CFR 1926.550		Cranes and Derricks

	29 CFR 1926.652		Excavations.  Requirements for Protective Systems



	Maryland-specific regulations:

	Code of Maryland Regulations (COMAR):

	09.12.20  Occupational Safety and Health

	09.12.21  Employee Injury and Illness Records and Reports

	09.12.22  Personally Identifiable Employee Medical Information

	09.12.23  Prohibition on Smoking in an Enclosed Workplace

	09.12.24  MOSH Consultation Education and Training Program

Maryland Occupational Safety and Health Regulations for Access to  Information about Hazardous and Toxic Substances

	09.12.35  Maryland Occupation Safety and Health Standard for Confined Spaces

09.12.36  Maryland Occupational Safety and Health standard for Field Sanitation

General Industry Standard for Personnel Platforms Suspended from Cranes, Derricks, and Hoists



�

Available from:

		Maryland Occupational Safety and Health

		12 Marshall Avenue, Suite 600

		Laurel MD 20707

			Telephone:		410-880-4970 or 301-483-8406

			Fax:			301-483-8332

		http://www.dllr.state.md.us/labor/mosh.html

�Appendix B:



Safety and Health Program Publications





The following references may be helpful in developing a basic safety and health program and addressing occupational safety and health concerns.



(	Training Requirements in OSHA Standards and Training Guidelines, publication #2254 ( The Superintendent of Documents, U.S. Government Printing Office, PO Box 371954, Pittsburgh, PA 15250 ( (202) 512-1800



Lists training requirements in nearly 100 OSHA standards as an aid to those assigned the responsibility of employee training. Addresses issues such as determining if training is needed, developing educational programs, and evaluating the effectiveness of training.



(	OSHA Job Hazard Analysis Booklet, publication #029-016-001-425, $1.00 ( The Superintendent of Documents, U.S. Government Printing Office, Washington, DC  20402



Outlines the potential hazards associated with specific jobs



(	OSHA Handbook for Small Businesses, publication #2209 ( The Superintendent of Documents, U.S. Government Printing Office, PO Box 371954, Pittsburgh, PA ( (202) 512-1800



A guide for small businesses to aid in the establishment and maintenance of a safe and healthful workplace through a seven-step program.



(	OSHA Record keeping Guidelines for Occupational Injuries and Illnesses ( OSHA Publication Office, U.S. Department of Labor, 200 Constitution Avenue, NW, Room 3101, Washington, DC 20210 ( (202) 693-1888



Designed to assist employers in understanding the OSHA 200 Injury and Illness Log and how to complete it properly.



(	Job Safety Analysis ( U.S. Department of Labor, Mine Safety and Health Administration, National Mine Health and Safety Academy, 1301 Airport Road, Beaver, WV 25813 (  (304) 256-3257



		Basic guide for performing job safety analysis for the development of safety rules and procedures



(	Supervisor's Guide to Effective Safety Procedures ( Bureau of Business Practice, Division of Aspen Publishers, 24 Rope Ferry Road, Waterford, CT 06386 ( General questions  (800) 243-0876; to place an order (800) 638-8437



Brief guide covers a variety of safety topics including fire safety, electrical safety and personal protective equipment



(	The Role of Labor-Management Committees in Safeguarding Worker Safety and Health ( U.S. Department of Labor, BLMR-121, Room N5419, 200 Constitution Avenue, NW, Washington, DC 20210



Assesses the potential effectiveness of joint employer and employee committees in reducing risks of death, injury and illness on the job. Makes recommendations on how to make these committees more effective.



(	American National Standards (ANSI) ( American National Standards Institute Inc., 11 W. 42nd Street, New York, NY 10036 ( (212) 642-4900



Consensus standards covering a variety of topics



(	National Fire Codes & Standards (NFPA) ( National Fire Protection Association (NFPA), Battermarch Park, Quincy, MA 02269 ( To order by mail: NFPA Fulfillment Center, 11 Tracy Drive, Avon, Massachusetts 02322 ( 800-344-3555



Fire protection standards used as general consensus standards



(	Threshold Limit Values and Biological Exposure Indices ( American Conference of Governmental Industrial Hygienists (ACGIH), 1330 Kemper Meadow Drive, Suite 600, Cincinnati, Ohio 45240 ( (513) 742-2020



Listing of recommended threshold limit values developed by the ACGIH.



(	ACGIH Publications Catalog ( American Conference of Governmental Industrial Hygienists (ACGIH), 1330 Kemper Meadow Drive, Suite 600, Cincinnati, Ohio 45240 ( (513) 742-2020



(	Accident Investigation, Safety Manual No. 10 ( U.S. Department of Labor, Mine Safety and Health Administration, National Mine Health and Safety Academy, 1301 Airport Road, Beaver, WV 25813 ( (304) 256-3257



Basic guide for accident investigation and how to use the information to avoid future hazards



(	The OSHA Construction Industry Safety and Health Outreach Program ( National Technical Information Service, U.S. Department of Commerce, Springfield, VA 22161 ( (800) 553-6847



Reference materials to assist instructors in providing training on construction industry safety and health topics to entry-level participants



(	Safety and Health Manual for Building and Construction Trades Councils ( Building and Construction Trades Department, AFL-CIO, 815 16th Street, NW, Washington, DC 20006 ( (202) 756-4652



A comprehensive guide to the requirements for a safety and health program in the construction industry



(	How to Conduct Health & Safety Audits, product #599 ( Business and Legal Reports, Inc., 141 Mill Rock Road East, Old Saybrook, CT 06475 ( (800) 727-5257



A step-by-step guide to conducting workplace health and safety audits. Includes sample checklists.



(	OSHA Compliance Advisor ( Business and Legal Reports, Inc., 141 Mill Rock Road East, Old Saybrook, CT 06475-1513 ( (800) 727-5257



Semi-monthly publication covering current occupational safety and health compliance issues



(	Roofers' Safety and Health Manual ( United Union of Roofers, Waterproofers and Allied Workers, 1125 17th Street, NW, Washington, DC 20036 ( (202) 638-2540



A comprehensive training manual designed to inform and alert workers to job hazards. Resource appendices provide lists by state of OSHA consultative services, occupational health clinics, and university education programs.



(	Guidelines for the Selection of Chemical Protective Clothing ( American Conference of Governmental	Industrial Hygienists, 1330 Kemper Meadow Drive, Suite 600, Cincinnati, Ohio 45240 ( (513) 742-2020



Comprehensive tables to aid in the selection of chemical protective clothing, and a list of vendors



(	Respiratory Protection, publication #3079 ( OSHA Publication Office, U.S. Department of Labor, 200 Constitution Avenue, NW, Rm. 3101, Washington, DC 20210 ( (202) 693-1888



Basic information on respiratory protection, proper selection, use and maintenance



(	Industrial Ventilation, A Manual of Recommended Practice ( American Conference of Governmental Industrial Hygienists, 1330 Kemper Meadow Drive, Cincinnati, Ohio 45240-4438 ( (513) 742-2020



Detailed information on ventilation applications in industry



(	Noise Control, A Guide for Workers and Employers ( American Society of Safety Engineers, 1800 E. Oakton Street, Des Plaines, Illinois 60018-2187 ( (847) 699-2929



Basic information about the mechanics of noise and how to apply various control methods



(	Ventilation for Acceptable Indoor Air Quality: ASHRAE Standard ( American Society of Heating, Refrigerating and Air Conditioning Engineers, Inc. (ASHRAE), 1791 Tullie Circle, NE, Atlanta, GA 30329 ( (404) 636-8400 or (800) 527-4723



ASHRAE Standard on Ventilation for acceptable indoor air quality

�Appendix C:



Audiovisual Materials 





(	Audiovisual Materials Available from MOSH ( MOSH Training and Education, 312 Marshall Avenue, Room 600, Laurel, Maryland 20707 ( (410) 880-4970 or (301) 483-8406



Catalog of audiovisual materials available on loan free of charge.  Includes videocassette and slide/tape on a wide variety of occupational health topics.



(	OSHA Catalog of Audio-Visual Materials ( Regional Administrator, U.S. Department of Labor/OSHA, Gateway Building Room 2100, 3535 Market Street, Philadelphia, PA 19104 ( (215) 596-1202



A large variety of occupational safety and health materials available on loan through OSHA



(	National Audiovisual Center ( National Technical Information Service, U.S. Department of Commerce, Springfield, VA 22161 ( (800) 553-6847



Distributor of 8000 U.S. Government sponsored productions, including a wide selection of material at reasonable prices



(	National Safety Council, General Material Catalog ( National Safety Council, 1121 Spring Lake Drive, Itasca, Illinois 60143 ( (630) 285-1121



Safety and health products for sale and rent 





�Appendix D:





Safety Organizations and Associations





American Conference of Governmental Industrial Hygienists (ACGIH), 1330 Kemper Meadow Drive, Cincinnati, Ohio 45240-1634 ( (513) 742-2020



American Industrial Hygiene Association (AIHA), 2700 Prosperity Avenue, Suite 250, 

Fairfax, Virginia 22031-4319 ( (703) 849-8888



American Heart Association, 415 N. Charles Street, Baltimore, Maryland 21203 (

(410) 685-7074



American Society of Mechanical Engineers, Eastern Regional Office, 8996 Burke Lake Road, Suite L-102, Burke, VA 22015-1607 ( (703) 978-5000



American Society of Safety Engineers (ASSE), 1800 East Oakton Street, Des Plaines, Illinois 60018-2187 or ASSE, c/o Safety Council of Maryland, Rutherford Business Center, 17 Governor's Court, Baltimore, MD 21244 ( (410) 298-4770



Associated Builders and Contractors	(Baltimore Metropolitan Chapter), 7801 York Road, Suite 360, Towson, MD 21204 ( (410) 821-0351



Bureau of Business Practice, Division of Aspen Publishers, Inc., A Viacom Company, 24 Rope Ferry Road, Waterford, CT 06386 ( (860) 243-0876 (Simon & Schuster has developed a wide variety of safety and health materials including posters, manuals, training programs and video programs. The company will work with the employer to develop a comprehensive safety awareness program.)



National Safety Council, 1121 Spring Lake Drive, Itasca, Illinois 60143 ( (630) 285-1121



Safety Council of Maryland, 17 Governor's Court, Baltimore, MD 21244 ( (410) 298-4770



Washington Building & Construction Trades Council, 5829 Allentown Road, Camp Springs, MD 20746 ( (301) 899-8134 (recipient of an OSHA job safety and health grant)

�Appendix E:



Other References





Safety and Health Program Management Guidelines; Issuance of Voluntary Guidelines; Notice, Department of Labor, Occupational Safety and Health Administration, Federal Register, Thursday, January 26, 1989.





Workplace Safety and Health Program, Safety and Health Program Assistance Series, Program Manual, U.S. Department of Labor, Occupational Safety and Health Administrator, January 1986.
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MOSH does not consider it sufficient to:



(	Provide written handouts with no opportunity for discussion



(	Show audio-visual presentations with no opportunity

	for discussion


































