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INTRODUCTION/ Management Page
Purpose: 

Availability:

    A copy of this program will be kept in the Safety Office and all Departmental Offices. Copies will be made available to any associate upon request.

Human Resource:  Room #          Phone#

Press Dept.:            

Weld Dept.

Shipping/Receiving:

Scope:

   This initiative will apply to all facilities owned and operated by XYZ Corp.     
Plant 1                      Plant 2                 Plant 3

Address                   Address               Address

Contact                   Contact                Contact 
· May pertain only to certain operations/employees/processes

Management Statement:

    XYZ Corporation believes that the safety of its associates is of utmost importance to the success of our business. 

Reference Page
This page includes a list of all referenced standards to include consensus standards. 

Referenced Standards:

29 CFR 1903

29 CFR 1904

ANSI  Z81-year

NFPA Life Safety Code

After these are listed, you should include where these are kept or whether a copy is attached to the program as an appendix.

Definitions: here two schools of thought exist—1. Only list definitions that have unusual, unique, or specific meanings to the policy or company. This includes terms that are skill or trade specific and may have more than one interpretation. 2. Include the ones meeting the first condition and copy all of the definitions from the referenced OSHA standard and consensus standard. Copying the definitions from a standard may not be necessary if you attach the standard to the program as an appendix.
Responsibilities
This section is listed first as means to aid in being reader friendly and is meant to be a quick reference guide to job duties under the program. So, it is divided by job title or position and pulls out all of the duties assigned to each under the program. This also should include positions above the safety manager. For example, if this was an emergency action plan, the safety manager or incident commander for the company may have to advise a higher ranking official of the need for an action that has a cost level that is beyond their approval level for the company. If the company president would not approve the measure, then some liability may be removed from the incident commander.

Supervisor:

1. All supervisors shall complete a first report of incident for any injury occurring to an associate under their supervision prior to the end of the shift in which the injury occurred or was first reported.
General Requirements:

This is the heart of the program. This includes many policy statements and tells all associates what to do to meet compliance with the program. Again the difference between policies and programs is that programs are meant to be a “how to guide” for meeting safety compliance. This should include summarization tools like charts, graphs, pictures, maps, etc that explain or show and enhance the narrative explanation. If forms are required to document action then forms should be included and separated by page break (so that future copies can be made easily). Flow charts that show who the form is to be submitted to is a good idea. 
  HUMANS DO NOT LIKE TO READ PARAGRAPHS AND PULL OUT OR SEARCH FOR SPECIFIC INFORMATION. Bullet points, short sentences, good organization is required.  Highlight or separate important words to facilitate referencing.    USE PLAIN AND SIMPLAE ENGLISH! (or whatever language the program is in) AVOID AMBIGUOUS WORDS!

Postings and handouts should also have an official tracking number on them. This is monitored by someone in the company who is responsible for accreditation auditing or compliance. This number ensures that all postings are official and that old versions will not be on the floor when a new version has been issued. When a standard posting is used, location of the postings must be covered.
**** My suggestion is to first rough in an outline of the topics that must be covered. Then fill in the specifics.*******

Training:
Who is to be trained?

Who can do the training? 

What other training will be accepted instead?

When is training required to include refresher?

What is to be covered?

How is it to be documented and tracked?

Where are the forms kept once training is complete?

A LESSON PLAN!   This is very important for enforcing your program---would you discipline someone for something that was covered? How do you document what was covered?

An LP also includes relevant tests, evaluations, and practical exercises.

Tool Box talks can also be kept here. It is my recommendation that a tool box talk be short, all in attendance sign the back of the actual outline or talk and that be used for documentation of what was covered.

Auditing:
Auditing is vital to the success of any safety department. It is the proactive side of investigations. It is a measure of the safety culture from the company the same as reporting is the measure of employee safety culture. 
Two types of audits are included here:

1. General Compliance---what questions or conditions listed on the audit instrument would an inspector look for—to include company specific procedures.  These also become management tools—a supervisor can reference these to perform planning, or aid in handling situations. This especially helpful in construction.

2. Program Effectiveness--- this type of audit focuses on whether the program itself is effective and how it can be improved.  Typical questions may be; 1. How many disciplinary actions resulted from non-compliance?, 2. Do workers understand the program?, 3. How many injuries occurred that are related to this program or should have been prevented?
I prefer to have the original audits in the program. Then I would merely produce an audit report and track its progress for my self assessment program.

Appendices:
These are as many as need be. Some will place original docs in an appendix, others will place them in the program itself. 

Examples of appendix content include maps, diagrams, forms, standards, etc.
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