151 OCCUPATIONAL HEALTH AND SAFETY POLICY
. DATE: 30/01/2007 |
AGENDA: COUNCIL MEETING: 01/02/2007
'REPORT: DIRECTOR: CORPORATE SERVICES
dokk

Attached hereto 15’an Occupatlonal Health and Safety Policy drafted by Erudﬂe

. Professional Services.

BACKGROUND

Due to the fact that our municipality was not complying with regard to the
Occupational Health and Safety Act, during October 2006, a company called Erudile
Professional Services was appointed to assist the municipality in fully complying to
the afore-mentioned act. Part of their exercise was to draft a policy which w1ll bea
guldmg tool in 1mplement1ng thls act.

'FINANCIAL IMPLICATIONS

None

STAFF IMPLICATION-

None |

LEGAL IMPLICATIONS

None

CURRENT POLICY

None

OTHER PARTIES CONSULTED
SAMWU, IMATU and Supeﬁisors
RECOMMENDATION

1. | That the Occupation Health and Safety Policy be aclopted by Council.

(FOR DISCUSSION)

. Council Minutes: 01/02/207

Cllr Zim proposed that the matter be recommended to Council as follows and was
seconded by Cllr Mohlomi. : .
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‘RESOLVED:

1. That the Occupation Health and Safety Policy be adopted by Council
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CHAPTER 1

mTRODUCTIoN

{1.1 The Sef  Lotal Mimicipality was established in term of Section
12 of the Local Govemment: Municipal Structures Act, Act No

117 of 1998 and was publisbed in the Provincial Gazette No 134
dated 28 Septerhber 2000. :

112 The pew Local Municipality is category B Municipality with 2
77 “eollective executive system combined with 2 ward participatory
system as contemplated’ in Section 3p of the Determination of

Types of Municipalities Act, 2000 {Act No.1 of 2000)

{13 Setsoto Municipality is situated in theEastem Free State within the
' regional boundaries of Thabo Mofutsanyzna District Mumicipality-
The Local Municipality area measures 5948.35km in extent and

1.14 Setsolo Municipality comprises ©f the following sector
departments: .
» Municipal Manager
« Technical Services
» Finapcial Services
'-._ .Corpqrzite Services
VISTON STATEMENT FOR SETSOTO MUNICIEALITY

121 To develop Setsotso into a upified, viable and progressive
municipality, that serves the needs of its entire people in a
responsible, econormic, and sustainable manner.

NEED AND SCOPE OF THE POLICY

13.1 The need for the policy stems from the Occupational Health and,
Safety Ast, 1993 which requires ihe employers including
mmmicipalities amongst other things t© develop and adopt
pocupatiopal health and safety policy-

1.32 Furthér more this policy is ‘intended to create a framework for
decision making in respect of human resources management in as
far as occupational health and safety is concerned in the
municipality. oo
133 The policy is intended to:
i) promote and - maintain the highest degree of physical,
‘mental and social well being of workers.

iiy  Prevent amongst, workers the il health caused by their
working conditions.
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“Harassment” means any objectionable conduct, comment or
display by a person that: -

i. - isdirected at a-worker

. is made on the basis of race, creed, religion, colour,
sex, sexual orientation, marital status, family stafus,
disability, physical size or weight, age, nationality,
ancestry or place of origin; and

iii.  constitutes a threat to the health or safety of the

' worker.

«] abour organisation”means a labour organisation as
defined in the Trade Union Act. ' :

‘Municipal Manager” includes a person acting in hisfher
stead or in terms of a power delegated in writing by the
Municipal Manager.

«Municipal Structures Act” means the Local Government
Municipal Structures Act, 1998 (Act No. 117 of 1998)

“Municipality” means SETSOTO Local Municipality

“QOccupational health and safety representative” means an
occupational health and safety representative designated

" pursuant to Section 16 of the Occupational Health and Safety

Act, 1993.

“Qccupatiopal heaith committee” means an occupational
health committee established pursuant fo Section 15 of the
Occupational Health and Safety Act.

“QOgcupational health affair” means a person appointed as an
occupational health officer pursuant to Section 71 of the
Occupational Health and Safety Act. '
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CHAPTER2
OEALTH AND SAFETY POLICY STATEMENT

21.1 Management of Qetsoto  Municipality is vitally interested. in its
employees® health and safety.

-

212 Our objectiveisto protect our workers from injury and illness.

2.1.3 Setsoto Mﬁnicipality, as the employer, is ultimately responsible for its.
) workers health and safety. '

2.14 Management of Setsoto  Municipality is vitally interested in ifs
employees’ health and safety.

915 Our objectiveisto protect our workers from injury and illness.

516 Setsoto Municipality, s the employet, is nltimately responsible for its
workers health and safety.

DECLARATION BY THE MUNICIPAL MANAGER

v 3% N ST Municipal Manager of Setsoto Municipality
amn personally committed to taking every reasonable precaution for the .
protection of all workers. To fulfil this commitment Setsoto
Mumnicipality will make every effort to provide and maintain a safe

and healthy workplace by adhering to acceptable industry standards

and complying with occupational health and safety legislation. In
keeping with occupational health and safety legislation, a healthy and

safe workplace will be accomplished in consultation and cooperation

with management and employees, in particular the workers health and

222 Supervisors will be held accountable for the health and safety of
workers under their supervision. Responsibility includes ensuring that
machinery and equipment are safe apd that work practises are in
compliance with established legislation, workplace practises and
procedures. To protect their health and safety, workers must receive .
adequate specific work task training.

2.3 Every employes must protect his or her health and safety and the health
and safety of other workers by working in compliance with legislation
and established workplace practices and procedures. Contractors will be
required to operate according to legislative requirements using best
practises and following Setsoto Mumicipality policies and procedures
regarding health and safety. .

2.2.4 Health and safety is an integral part of this organisation’s everyday
business. Tt is in the best interest of all to join together and put into
practice health and safety principles in all work activities.

2.2.5 This policy must therefore be regarded as binding to all members of the
Setsoto Mumicipality. The Municipality will monitor and review the
5
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implementatiors of the ;;o]jcy on an annual basis in order to ensure that
the policy objectives are achieved.

22.6 SIgNEd.ceeieacrsinerreameemes e snn s Municipal Manager ~
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CHAPTER 3

CO_MI‘N[ENT TO HEALTH & SAFETY OF WORKERS e

311

312

3.1.3

3.14

The health and well-being of our employees and host communities
are of prime importance. We believe that all occupational illnesses,
workplace injuries, and environmental incidents are preventable
and will therefore never compromise Health and Safety standards
and procedures in the quest for other business priorities.

1t is the policy of Setsofo Municipality that accident prevention and
bealth promotion shall be considered of primary importance in all
phases of operation and administration. Our aim is Zzero
occupational illnesses, injuries and incidents’

At Setsoto Municipality, no job is jmportant and no service so
urgent that we capnot fake time 0 perform our work safely and in
an environmentally conscientious manner. Each. line manager and
each employee is responsible for assuring that all activities result in
an acceptable level of risk to themselves, 0 others present, to the
general population and to the environment .

Management of Setsoto Municipality recognizes and accepts its
legislative responsibilities, and furthermore, is committed fo
establishing and maintaining a consultative environment in which
management and staff work together to continually improve safety
and health in the erganisation. Our occupational Health and Safety
programme will follow the principles contained within the
International Labour Organisation’s safety management guidelines
as the means of ensuring that the highest standards of Occupational
‘Health and Safety integrate with improved work performance.

PURPOSE OF THE OCCUPATIONAL HEALTH AND SAFETY
POLICY _~

:32.1

The policy aims to:

a)  Establish mules and consistent standards for safe places of
work;

b) Promote awareness and understanding of hazards that can
result in harm;

¢) Promote good health and safety practises at all levels in all
. organisations;

d) provide information and training standards so that every
employee is able to prevent harm to themselves or others at
the point of action;

. €) Demonstrate managements full commitment to their

employees health and safety;

7
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A
CEE A
fy  Show employees {hat safety performance and organisational
performance are compatible;

g) Members of the Setsoto Municipality are urged to take
commitment to health and safety beyond merely reading the
policy. They have to translate the policy into effective action.

STRATEGY d |

a) To integrate health and safety responsibilities into everyday
working practices and managetial responsibilities

1:,:) To assess Work activities by identifying hazards and
evaluating risks

c) To reduce risks through the regular assessment of risks and
subsequent provision and maintenance of safe machinery,
buildings, facilities, equipment and systems of worlg

d) To minimize unavoidable risks through the use of physical
comtrol

&)  Measures including provision of personal protective
equipment. ‘

) To provide safe amrangements for the use, handling, storage
and transport of articles and substances;

g) To provide necessary information, instruction, training and
supervision to ensure the health and safety of staff and
others : :

h) To consult with health and safety commitiees and employee
representatives on. health and safety matters

1) To- jmplement a- monitoring, mspection and anditing
procedure to ensure effective management of health and
safety throughout the Municipality. .

i) To make arrangements for coordination and cooperation
with and dissemination of information to, employees of
other employers and contractors who may be required to
work in the Municipality.

o

AUTHORITY

The Act holds the Municipal Manager of Setsoto Municipality
accountable for the hesith and safety of the Municipality
employees. He has in tum delegated operational responsibility and
authority for health and safety implementation to the Director of
Corporate Services and, through this office, to line managers of

departments and units for their areas of responsibility

- 8



4.1

4.2

_ CHAPTER 4

RESPONSIBILITIES OF THE EMPLOYER

4.1.1

412

413

414

4.1.5

416

4.1.7

4138

4.1.9

Identify potential hazards which maybe present while work is being
done, and any, equipment is being used.

Ensure that- plant, fools, equipment and machinery are safe,
maintained in good working order and those materials and
operational processes are without risk to health.

Establish the precautionary measures that are necessary o protect
his or her workers against the identified hazards and provide means
to implement these precautionary measuies in order to reduce or
remove the risks associated with the hazards

Provide the mecessary imformation, instractions, training, =nd
supervision.

Not permit anyone to cay on with any task unless the necessary
pre measures have been taken.

Teke steps to ensure that every person under his control complies
with the requirements of the act. :

Enforce the necessary control measures in the interest of health and
safety.

See fo it that work being done and equipment being used is under
the general supervision of a worker who has been trained fo
understand the hazards associated with the work and such a worker
must ensure that the precautionary measures are implemented and
maintained.

Delegate responsibilities to 16.2 employees.

4.1.10 Decide if 16.2 appointee may sub-delepate responsibilities.

4.1.11 Provide 162 appointee with appropriate information, training,

facil_itics and fime to execute.

DUTIES OF THE CORPORATE SERVICES DIRECTOR

42.1

42.2

423

Easure full compliance with the OHS Act.

Mzake written appointments indicating duties, functions and
responsibilities

Document all agree:mcn’és relevant to OHS
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424

-42.5

Report all deviations , deficiencies and concerns to Municipal
Manager for authorisation, action, and implementation within
reasanable timeframes.

Em;uring that all aspects of the programme are identified, assessed, .
smtzble risk control measuzes are implemented, maintained,
evaluated and reviewed for efficiency and compliance.

DUTIES OF SHE O¥FICERS

431
432
433

434

435
436
437

4338

Tncident Investigations

Internal Audits

Monitoriﬁg of legal compliance

Training, development and facilitation of cmpinyeeé, Teps,
awareness, information, formal and iuformal training. Committee
meetings, remedial actions, Contractor coutrol, '
Support structures for reps and commitices

Mamtam OHS information, records and database

Supervise COID Act execution and compliznce

Report on incidents, trends, risks

_~

DUTIES OF EMPLOYEES

441

442

443

444

445

446

AAT

Take care of his or her own health and safely, as well as that of
other persons who may be affected by his or her actions or
negligence to act.

Foﬁawﬂlﬁaeh&dﬂiaﬁdsafctynﬂesandpmwdmthatam

- provided and communicated by the employer or anyone avrthorised

or competent to do so.

Wear the prescribed safety clothing or use the prescribed safety
equipment where it is required

Cooperate with an employer or any person who has been
authorised by the employer to carry out duties in terms of the act. .

Enform the employet or their health and safety representative of any
unhealthy or acts that they are aware of.

Give information to an inspector from the Department of Labour if
he or she should require it '

Formally report any incideat that they were involved in or aware of
that could canse a health problem or that resulted in an injury.

10



4.5

448 Not to interfers with, damage or misuse anything that is provided

in the interest of health or safety. This applies to intentional and or
careless or irresponsible actions. } :

RIGHTS OF EMPLOYEES

-45.1

452

453

454

455

455

457

A workplace that is safe and without tisk to health.

A copy of the OHS Act and Regulations must be made avaiiabic in
the workplace and easily accessible.

Kpow and understand the full meaning, purpose and benefits of the
health and safety rules and procedures of the workplace.

Know mé health and safety hazards, poteptial exposure risks and
possible effects. _

Know what precautiopaty measires must be teken to preveat
uncontrolled exposure to self and or athers.

Eanow the routine operational and emergency procedures fhat must

be followed if an employee is exposed to hazardous substances-
Comment on the legislaﬁcﬁ and make represeptations to the

advisory eouncil and or other appropriate body on any regulation or
safety standard published under the OHS Act.

[
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There are 2 main aims of this training:

1. To provide appointed Health & Safety Reps with an overview of the 0.H.5 Act.
This includes knowing what the act says about the duties and responsibilities of
employers and their employees and what it requires of them.

2. To provide Health & Safety Representatives with an understanding of their
role as such. This includes knowing what their duties and responsibilities are and
how they should carry them out.

The training is broken down into 4 seciions:
OHS Act and Regufations

Hazard Identification
Incident Investigation

-
o

)
Q.’

AR
4.0 Q..

Satety, Health and Environmental [spections
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OHS ACT AND REGULATIONS

1, INTRODUCTION

2o NI RSTAIET0s T 2 2

The Occupational Health and Safety Act, Act 85 of 1993, requires the
employer to bring about and maintain, as far as possible, a safe work
environment that is without risk to the health of the workers. The employer
must ensure that the workplace Is free of hazardous substances that may
cause injury, damage or disease. Where this is not possible, the employer

- gust inform workers of these dangers, how they may be prevented, and how

to work safely, and provide other protective measures for a safe workplace.

The employer, however, cannot take this responsibility alone. The workers
and employers must share on the responsibility for health and safety in the
workplace because the Act is based on the principie that dangers in the
workplace must be addressed by communication and cooperation between
the workers and the employer. Both parties must identify dangers and
develop control measures to make the workplace safe.

Siatistics
s 1.2 million workers killed on the job per year
» 1.6 million workers fall ill every year
» 6000 - 7000 incidents reported in G.A. each year



. THE ACT AND REGULATIONS

The Occupational Health and Safety Act of 1993 ( Act 85 of 1993 ) consists of
£0 sections promulgated by Pariiament.

Purpose of the Act:

To provide for the health and safety of persons at work or in connection with
the use of plant and machinery. It further provides for the protection of
persons other than persons ot work from hazards arising out of or in

connection with the activities of persons at work.

Scope of the Act:
o Implemented in South Africa in 1993

o Makes provision for the handling of occupational health risk exposure
threats.

o Covers all types of occupational health and safety hazards and risks

o Requires compliance of Employers, Employees, self employed persons,
contractors, piece workers, casual & temp labour, designers,
manufacturers, distributors, suppliers, part time workers and visitors.

Aim of the Act

To provide for the health and safety of persons at work and for the health
and safety of persons in connection with the use of plant and machinery; the
protection of persons other than persons at work against hazards to health
and safety arising out of or in connection with the activities of persons at

work; to establish an advisory council for occupational health and safety and
to provide for matters connected thereto.

Contents of the OHS Act Regulations
A. General Regulations

B. Health Regulations

C. Mechanical Regulations

D. Electrical Regulations
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3, OCCUPATIONAL HEALTH AND SAFETY POLICY

A health and Safety policy is a written statement by an employer stating the
company’s commitment for the protection of the health and safety of
employees and to the pubtic. It is an endorsed commitment by management

to its employees regarding their health and safety.

Purposé of the Occupational Health and Safety Policy
Some of the reasons why workplaces need a health and safety policy are:
« To demonstrate management’s full commitment to their employees’
health and safety;
. To show employees that safety performance and business
performance are compatibie; -
« To state the company’s safe beliefs, principles, objectives; strategies
and processes fo build buy- in through all levels of the company;
. To outline employer and employee accountability and responsibility for

WorKpiace Kealtiy and salety;
« To comply with the Occupational Health and Safety Act

. To set out safe work practices and procedures to be followed to0
prevent workplace injuries and illnesses.



4, DEPARTMENT OF LABOUR

4, DEPARITMEN] 271 20522~

The Act was drawn up in consultation with representatives from employer and
employee organizations, trade unions and the public and private sectors.

The Chief Directorate of Occupational Health and Safety of the Department of
Labour, administers the OHS Act. :

In order to ensure the health and safety of workers, provincial offices have been
established in all the provinces . _
Inspectors from these provindal offices carry out inspections and investigations
at workplaces.

pepartment of Labour Inspections

Inspections.are usualty planned on the basis of the accident statistics ; the .
presence of hazardous substances; the use of dangerous machinery in the
workplace; and following reports of the accidents. \

Unplanned inspections usually arise from requests or complaints by workers,

employers, or members of the public. All complaints or requests are treated
confidentially.

powers of inspectors

If an inspector finds dangerous or poor conditions at the workplace sf he may
serve one of the following notices.

A prohibition notice to stop further high-risk actions, processes or the use ofa
particular machine or piece of the equipment

A contravention notice may be served on workers or employer. A
contravention of the Act can result in immediate prosecution. The employer may

be given an opportunity to correct a contravention of a Regulation within a time
limit specified in the notice.

"An improvement notice may be served on the employer when the inspector

requires the employee to implement more effective prevention or risk contro!
measures.

Other powers

The inspector may enter any workplace or premises where machinery or
hazardous substances are being used and question or serve a SUMMONS on
person/s to appear at an interview or formal inquiry. The inspector may

o Request that any documents be submitted to him or her,
o Investigate and make copies of the documents, and
o Demand an explanation about any entries in any documents,



o The inspector may also inspect any condition or article and take samples
or it, and seize any article that may serve as evidence.

NOTE: The inspector must provide a receipt for any evidence removed from the
workplace. :

The above powers of inspectors are not absolute. Any person who disagrees with
any decision taken by an inspector, may appeal against that decision by writing
to:

The Chief Inspector

Occupational Health and Safety

pDepartment of Labour

Private Bag X 117,

Pretoria

001

Any person aggrieved by any decision-faken by an inspector may- appeal against
such dedision to the chief inspector, but appeal must be within 60 days after the
inspector's decision was made known. Any person aggrieved by the decision

iakén‘b‘y‘ﬁm‘ch’ref’insp'edm*m'ayappeai*a'gair:s’fsuch—decisicn—ta—theindtis‘iﬁa%

court.



5, GENERAL DUTIES OF EMPLOYERS

The employer must seé all the following general duties are carried out properly.
Tt is practical to designate these duties and make sure that the appointees are
competent -

and equipped o execute them properly.

GENERAL DUTIES OF EMPLOYER:

. To provide and maintain a working environment that is safe and without

risk to the health and safety of employees.

Eliminate or mitigate hazards before resorting to personal protective
equipment. :

Ensure that production processing, use handling, storage or transportation
of any article or substance < done safely and without risk to health
Establish the hazards 10 health and safety of persons in their activities in
the business, establish what precautionary measures are necessary and
provide such measues

THuods

provide information, instruction, fraining and supervision as may be
necessary o ensure health and safety of employees.

NOT to permit any employee to work unless precautionary measures have
been taken.

ensure that this Act is complied with by every person in his employment
or on the premises under his control.

Enforce such measures as may ba necessary in the interest of health and
safety (discipline) _

ensure that work is performed and plant or machinery is used under
general supervision of a person trained to understand the hazards
associated with it an who have the authority to ensure that precautionary
measures taken bythe employer are implemented

Ensure that employees now and understand what is expected of them
and why, as well as what actions they should take while carrying out their
duties and tasks. '
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6. GENERAL DUTIES OF EMPLOYEES

. Take care not to harm yourself or other people around you. (Acts or
- Omissions)

« Co-operate with your employer or other persons on the premises o
ensure that all comply with legal requirements.

« Carry out any lawful order given o you.

. Ensure that all health and safety related instructions given to you and all
health and safely procedures laid down for the workplace are obeyed.

. Report'.any hazardous situations or conditions to the Health and Safety
Representative or employer.

« Report any incident which may affect your health or safety tothe H & 5
rep for your area or {o the employer before the end of the shift.
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. 7.DUTIES OF EMPLOYERS TO HEALTH & SAFETY REPS:
. Pprovide training required forthe H& SRep T perform his duties
. Make time available for inspections during working hours.

. Inform Health & Safety Reps of steps teken to minimize hazards.

. Inform Health & Safety Reps of the Occupational Hygiene programme,

biological monitoring and medical surveillance to monitor the H & S of
employees.

. Inform Health & Safety Reps beforehand of planned inspections,
. investigations or formal inquiries by inspectors.

iy

. Inform the Health & Safety reps of any incidents/accidents that occurred
in his seciion of the workplace. :

10




8. FUNCTIONS OF SAFETY REPS

Investigate any Health & Séfety matters that are brought fo their
attention by another employee.

Report such Health & Safety matter to the employer

Investigate sccidentsfincidents in his/her workplace

Identify hazards in the workplace by doing regular inspections.

Reporting such hazards in the correct manner.

Attend Health & Safety Committee meetings.-and advise them on matters

affecting Health & Safety of employees at work and causes of
accidents/incidents .

J.{eview—the—eﬁedjxeness_oiith&Héalth.& Gafety measures

o

Consult with inspectors at the workplace and accompany them on
inspections of workplace.

Attend any investigation or formal inquiry.

May inspect any documents that the employer is compelled o keep in
terms of the O.H.AS.A

May accompany a technical advisor on an inspection after galning
approval of his employer.

Participate in any Health & Safety audit.

i1



9, MEMBERS OF HEALTH & SAFETY COMMITTEES?

. Al designated H & S Reps
.- Persons nominated by the employer in writing.
The number of nominees shall not exceed the number of H &5 Reps nominated.

10. DUTIES OF HEALTH & SAFETY COMMITTEES

. Hold meetings at least once every three months

» Monthly meetings areé recommended.

» Inspector may direct the health & safety committee to hold a meefing it
more than 10% of the employees at spedific workplace hand a written

f'equest to him.
. Note corrective action taken by the employer arising from reports received
'- from Health & Safety Reps .

. . Make recommendations to the employer on matters affecting the Health &
i Safety of employees.

Ja‘:se:sss—i-ﬂsident-s,laseidents-ma_-or:__ur.red_at.ﬂa.e_wor,kp!ace,and_

recommend corrective action
May also report to an inspector
Keep minutes of meetings and recommendations made to the employer.

12
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HAZARD IDENTIFICATION AND RISK ASSESSMENT

The term HIRA (Hazard Identification and Risk Assessment ) describes a process,
which involves the identification of hazards and the assessment or measurement
of potential workplace risks that can be linked to hazards and prevent incidents.
HIRA is the first step in the preparetion for a rick assessment. It provides a

documented baseline step in the preparation for the rsk contro! evaluations and

reviews.

Incidents are the results of poorly managed risks and all employers and
employees have to have a responsible attitude towards feliow workers,
neighbours, the community and anyone outside of the company who may be
exposed to potential harmful GHE risks. A responsible attitude means the
employer and employee need to look at all operations and work materials and

— X e Py B Y T P e e LY L 0] a . ¥
procedures, a and-ake duecare~to-see that-anyone-who-comes-inte: conekwith————

[Tt kNN W

produds is not exposed o any health, safety, or environmental risks and
therefore reduce incidents. .

HIRA is a structured approach used to identify all the hazards that have the
ability to cause harm to people, tools, equipment, machines and the
environment. 1t also acts as a driver to make us look at the conditions and
circumstances that may make a hazard a high risk.

Once the hazards are known or clarified, conditions and other changing factors
can be assessed and ranked according to this risk or clarified, conditions and
other changing factors assessed and ranked according to this risk or likelihood of

harm or damage. HIRA provides us with a system of checks and balances so that
high-risk issues are not overlooked.

1. MOTIVATION FOR HIRA

Firstly, every country has legistation, which lays down certain minimum SHE
steps or standards that must be followed to reduce risks and occupational
incidents. These standards are generic and are only indicators of the absolute

minimum controls that we can expect to be in place. Each industry and

13
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Organisation must also look at their own particular risks and make sure that alt
those” exira risks” that are specific to their operations are also taken care of ina

responsible way. In South Africa, as well as in many other countries, the fact

that every citizen isentiled to a healthy' and safe environment.

Secondly, millions are wasted every year due to industrial incidents. Incidents
result in physical harm and disablernent, medical costs, loss of earnings, and
worker rehabilitation costs. The loss of plant, equipment, materials and product
spotling results in further losses. 1f incidents are prevented, the company and the
community at large. If profits increase, more money can be re-invested in the

business and'émpioyment figures would aiso improve.

Everyone 15 EXpo5ed 10 | rTa’z‘aTdS‘Eiﬁd‘riskS‘every'daTa'ﬂd'in-evew—en\-rimnmel i
« In the home overloaded electricity circuits cause many fires. These result
in deaths, bad burns, loss of furnishings and personal possessions and

property;

« Work incidents cost the country millions in lost production, insurance
claims and human injury, iliness and rehabilitation.;

« Road traffic accidents effect individuals, families, and communities and in
many instances, also sffect the environment.

« Contaminated fitter that finds its way into the community results in health
risks and disease, and involves very high curative medicine and clean up
costs.

« In the environment the irresistible dumpihg of toxic materials on
unticensed dumpsites pollutes water supplies, or close to or in rivers and
storm water drains.

Once you get into the habit of looking at hazards and assessing the risk that they
pose, you find that you are a more responsible citizen, worker and family

member. Most accidents need not happen- ail you need is a good knowledge of

14



how hazards can be dangerous, and then apply a bitof forward thinking.
Knowledge is a powerful tool when used in the right context. With a bit of
practice it becomes automatic to see potential dangers and take steps to advise

others or avoid an incident or loss whether this is at home, at work, in schools or

even in recreation areas.

2. POLICYIN CONTEXT

With good planning, management systems, and teamwork, most incidénts can
be prevented. The employer needs to anticipate and/or identify all the hazards.
This is done by surveying the workplace and getting information form both
employees and specialists who are famniliar with those hazards. People with the |
nPrecqaw_competence_ﬁknmwjg_dg_ej_nd_skiils) are appointed to carry out these

tacks. On completion of this module you shoutd be able to help with basic risk
assessments in the workplace. As ycu will be able to see an impact of these
risks, you will be in a position to act as a leader, and coach and inform others of;

(a) The risks they are exposed to; '

(b) Unnecessary risks that their attitude and habits expose others to;

(c) And the positive contribution that risk controls will make to everyone

concerned.

HIRA (Hazard Identification and Risk Assessment) is:

« Tt is asimple but effed:ive procedure that is only one part of the incident
management programme;

= Tt supports moral, legal and finandial planning;

= TItis a useful tool to identify employee training needs;

. Ttis tool that can be used by all employees to reduce incidents;

It is the foundation for GHE risk assessment- in other words it is the first

step in a risk assessment process;

15



» Tt provides muilti-disciplinary team members with the opportunity to
initiate cost effective and integrated planning and/ or remedial action
plans. . '

HIRA (Hazard Identification and Risk Assessment) is not:

It is not the final solution;
Tt is not an isolated “one of” activity;

Tt is not a “desk driven” proCess;

n

Tt is not a “top down” exercise.

__3. THE HIRA PROCESS

Figure 1 depicts the HIRA process

Define objectives

System descriptions

Hazard
1dentification:

Identify hazards and

Risk
analysis:
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\ira!yza hpazards and \

Risk :

Assessment:

Consolidate and prioritize
Decision making:
pevelop an action plan

Validation of control:

Modify system
o process

Evaluate results forfurther J

RISK MANAGEMENT

4. THE PURPOSE OF HIRA

HIRA is a proactive incident prevention tool. We are surrounded by hazards
every day of our lives. Under controlled and ysual” dircumstances and
conditions, these hazards do not put us at risk. With a change in conditons and
circumnstances theses hazards can become the cause of death and with HIRA,

SHE deficlencies can be identified systematically and followed by action to
archive measurable performance outcomes.

All employees should be trained to apply basic HIRA principles in all their
designated tasks and job areas. Correct information, general awareness, and
informed dedision making is the key to good management.

. SCOPE OF HIRA
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HIRA helps us to determine how simple or complex a risk assessment needs to
be. An effective HIRA study shoﬁld be structured, practical and encourage
participation.

Tt should address the following:

Actual practice and not written or verbal instructions.

All areas, processes, work groups, and individuals
. All aspedts of the work activity.

«  All impacts that could be sffected either singly or in an inter-related way-
safety, heaith and environment.

« Routine and non-routine activities and processes.

Planned and possible emergency linked changes to the work environment.

HIRA looks further than ctatic conditions and raw materials, or finished goods. It
also looks at changing processes and circumstances and conditions. People who

carry out effective HIRA exercises also consider engineering factors and designs,
and human abilities, capacities and general behaviour. These need to be

evaluated in the context of specific processes and work activities.
6. TERMINOLOGY OF HAZARD IDENTIFICATION AND RISK ASSESSMENT.

There are many definitions for the terms used in the risk management field. It
is ifnportant to use common terminology to prevent contradiction and
confusion when applying the risk management process. Fro the purpose of

this module an explanation of terms is given below.

= Conseguence — Consequence is known as the outcome of an event. There
may be or more consequences from an event. Consequence may be

expressed qualitatively or guantitavely and range from positive to
negative. '

= Degree of harm- means severity (always negative)

18
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Exposure- How often and for how long employees are exposed to a
hazard. ‘

Frequency—Occurrénca per unit time, (usually per year). May be
expressed qualitatively or quantitatively).

Probability/Likelihood- Means the chance of an event occurring;

Severity- Severity is the measurable negative impact of the incident that
has occurred. 7

Harm- Harm may be classified as injuries, occupational diseases or
josses. Harm may alsd be c'onned:ed to damage to facilities (e.q.
buildings, equipment, vehicles).

Hazard-A hazard can be described as conditions, circumstances or - - |
objects with the potential to cause harm. 1t implies a source off or

expc;sure to danger. (Sub-standard act or conﬂition).

ons-will

=

occur. However in general Risk Assessment there may be risk of
production l0ss without injury. Then one locks at the combined effect
of the probability or frequency of occurrence of an undesirable
occurrence and the probability of the conseauence of the occurrence.
Due diligence- Taking all reasonable care to protect the health and
safety of all employees. Provide equipment, maintain the equipment,
use equipment as prescribed, provide information relating to the
equipment; and provide competent supervision.

Incident — An incident is an undesired event that results in harm to
people, damage to property or loss to process

Danger- Danger can be viewed as chance o harm or loss.

Safety — According to the Oxford dictionary safety is freedom of dangers
(unacceptable risk). Safety is a state of mind by which employees are
constantly aware of the possibility of injury at all imes.

Risk estimation — this is the process used to assign values to the
frequency and severity of a risk. May be derived qualitatively or
quantitatively.

Hazard identification — Process to find elements of risk.
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« Risk Maﬁagement — Procass to protect the organization, and resources
and profits against the adverse consequencgs of risk, by reducing the
frequency of occurrence and [ or the consequence of exposure:

« Risk assessment — the overall process of risk identification, analysis and
risk evaluation.

« Risk analysis — the systematic use of information to estimate the risk.

= Risk evaluation — Process of comparing estimated risk against given risk

criteria to determine the significance of the risk.

« Pprioritisation of ranked risks — — prioritisation of the ranked risks is the
listing of risks in order from high impacts to low impacts

« Risk treatment - process of selection and |mplementatton of measures to
reduce the severity and/or frequency [ probablllty of risks occurring.

« Risk Avoidance — Decision no t to become in a risk situation.

associated with risk-

- Toleratable risk — risk that is accepteble in a given context based on the
current values of society. _

«  Significant risk — those risks that are not accepted, in any given context
based on the current value of society.

= Risk Control — those actions taken to reduce loss from the business.

Outcome of HIRA — Continuous SHE system improvement

Frequency — the number of incidents that occur within a given time period.

An accurate analysis would need you to look at:
« Major incidents;
« “Near misses” or warnings:

« Incidents involving damage to materials, plant and equipment only.

Depending on the nature and impact of an incident you may want to have an

even more diagnostic indicator to use for remedial action. In thatcasea more

focused analysis could include —

« Geographic location;
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.= Specific operations and processes;
» Different shifts; or

« Different employee’s responsibility areas.

Severity — the negative impact of the incidents that have occurred, examples
include
« The number of days lost;
« Cost of medical treatment, health care and rehabilitation
« Cost of repairing;, replacing material, equipment etc.;
= The number (and monetary value) of spoilt products;
. « The number of hours of downtime; ) |
' « The umber of man-hours used to get back to normal production levels

(investigation, interviews, reports, etc,);

-
e
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. Insurance premium rates and payment of indirect costs.

7. CAUSES AND EFFECTS OF INCIDENTS
pact incidents have been investigated and it was found that the causes could |
be divided into three groups:
« 88% HUMAN FACTORS — Unsafe acts which were caused by human error
of deficiency;
«  10% ENGINEERING FACTORS — Unsafe conditions that were caused by
_ inadequate design or work procedures; '

» 2% INEVITABLE — Unavoidable events which were caused by acts of
God

(e.g. floods;, lightning) or happened after all steps have been taken to
anticipate and cater for such an event.
In a study by Frank Bird, more than 1.7million incidents were investigated in
all types of industries. All of these incidents showed the same pattern wheﬁ
they were analysed. For every 600 incidences where no loss or harm to
people occurred, there are '

. 30 incidents that cause property damage

21



« "10% incidents that cause minor injuries or occupational fllnesses; and
« 1 incidentthatendsina major injury or occupational disease, or a
fatality.

Looking at these percentages, suggests that we can control about 98% of

causative factors and that only 2% are inevitable!

Controls are systems and measures that ensure a certain standard or

direction is maintained at all times.

Controls start with the w_ork environment, and move on to include tooling,
processing, work methods, safe operating procedures, communication,

selection and placement, training, job observation and coaching.

8. LOSS CAUSATION MODEL

Fundamental features

« Incidents do not just happen. There's a sequence of events that leads
up to an incidence.

- We need to address and control the first three “causative factors” of
the domino sequence to prevent incidents and their effects;

= There are tested solutions and methods that we can use to address
lack fo control, personal factors, job factors uns;afe acts and unsafe
conditions;

« The effects of incidents are seldom confined to one area or SHE
discipline. '

« Indirect costs often far exceed direct costs.
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« Long term effects are often experienced for many years or even a

lifetime.

Basic causes of incidents could range from inadequate safety awareness or
training, inadequate safety standards and a lack of enforcements of these

standards. HIRA is an excellent tool to check that standards are correct,

available and used in practice and not just left in a file.

Many theories have been researched and developed in an attempt to givea
ratinal interpretation of the causes of incidents. For purpose of this module
we will compare the sequence of events leading to an incident to a row of six

dominoes, each one representing one factor in the chain. When one Domino

_'DéthﬁES'mTSﬁ'ﬁiEEﬁﬁ‘faﬂsﬁi“SE‘iS"ff"a' chain reachon; ana-C

remaining dominos to fall.

9. LACK OF CONTROL

Management control means managing the SHE proéramme in its totality.
Control implies identifying hazards; assessing and ranking risks,
implementing the standards, planning, organising, setting and measuring

objectives, evaluating results and needs, correcting deviations.

Without control, no SHE programme can succeed. A lack of control sets off a
chain of events that will lead to incidents, injuries and costs. The end resultis

loss of health or fitness, property plantor equipment, damage and all the
associated costs.

Causes of poor controls:
. Lack of commitment from management (no policy, training,
appointments; inspection, etc.)

« Inadequate SHE programme (no continu.ous monitoring);
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« Inadequate SHE standards (not available or not followed);
= Inadequate compliance with standards (no checks, remedial action,

follow up)
Examples of lack of control

New employees do not attend an induction module or on the job training
before starting work or when fransferring to a new job in the same company.
« There are no written safe wc;rk procedures or work instructions
available or accessible. '
» No medical screening is carried out to identify existing health problems
or disease before being placed in an environment that has hazardous

substances.

10. BASIC CAUSES — PERSONAL AND JOB FACTORS

These are often referred to as the basic causes, root causes; real causes, and
indirect causes, underlying or contributing causes. Here we look &t why

people perform unsafe acts and why unsafe conditions exist.

11. IMMEDIATE CAUSES — UNSAFE ACTS AND CONDITIONS UNSAFE ACTS

Unsafe acts

Different people act and respond in different ways in similar environment or
situation. Every- person’s activities have some effect on at least one other
person. In the work environment people act and respond in different ways
when faced with a situation. While one employee will act responsibly and

safely, another person in a similar situation or under similar conditions will
perform an unsafe act.
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Bxamples —

= Working at unsafe speeds

.r

3 :
1

l‘ﬁ&’éﬁ‘fiﬂﬁf&i‘“ﬁaﬁh&‘fespﬁi‘ bility-to-ensure that -iho workplace-and-all-the

Ignoring safety | maintenance procedures;
Failure to use guards '
playing in the workplace

Arranging [ placing objects unsafely
Taking chances;

Failing to weat personal protective;
Ignoring signs/notices;

Failure to wear personal protective equipment.

3 Unsafe condition

equipment are made safe abd free from risks. All designs, installations and

operations i must be surveyed and the suitability of equipment and procedures
checked.

Examples of unsafe conditions —

Inadequate guards or barriers, inadequate or improper PPE

pefective tools, equipment or materizals, congestion or restricted
action, inadequate warning systems — fire and explosion hazards, poor
housekeeping;

Hazardous environmernt conditions — gasses, dusts, smokes, fuhes;
Noise exposure; '

High / low temperatures / humidity / air quality;

Inadequate or excessive illumination;

Inadequate ventilation.

12, THE INCIDENT
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Incidents are unplanned events. They do not conform to the normal or
expected mode of operation. The severity and outcome may vary, but this
depends largely on luck. Incidents resultin a rhgasurab[e {oss due to physical

injury, property damage, and material loss or business interruption.
Injury andfor damage and losses

The outcome of an incident is not easy o prédict. 1t will vary according to the
existing conditions and circumstances at that specific time. It could resultin
no measurable loss (“near miss") or it could lead to business interruption, or

a catastrophe.

‘The same situation with different prevailing circumstances present at the

e it e

- T T P S ~c
Smemay resuit inan ncueEnt =l there-is paysica

(occupational illness), or eve a fatality.

13. COSTS

All unplanned events cost money. Insurarice covers some losses, but premises
have to be paid. Uninsured costs are insured or obvious costs.

The following senses are applied when identifying workplace hazards: -

« Memory: The individual identifying hazards within a specific area may
have read or heard accounts of incidents that have caused accidents
and thus recognise similar factors.

« Experience: Exposure to work areas and elements thereof for long
periods of time presents the individual with a certain working
knowledge and therefore he might have an advantage over novices in
recognising hazards. The individual may have been involved with
accidents or accident investigations and recognise similar factors.

« Imagination: Accidents often happen as a result of several factors

coming together to form an unsafe condition.
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14. ISSMEC- PRINCIPLE TO IDENTIFYING HAZARDS

Using ISSMEC as a tool, follow a series of logical and practical steps to
control hazards and reduce incidents. It provides a ~quick check” process,
to assess conditions and activities in the workplace. Checks can be applied
o a single task — high focus; a job, a department or process; or the whole

SHE system — broad focus.

Every employee should be able to apply ISSMEC in the work situation on a
daily basis in order to identify and evaluate problems and areas that .
require improvement. Both ISSMEC and HIRA act as basic stabilisers for

the six cause and effect dominos.

= Identify possible causes of incldents:
o Identify hazards and risks:
o Report and record all incidents, including near misses:
o Conductincident investigations:
o Carryout workplace inspections, surveys and audits:
o Use job safety analysis & work proced‘ures' for job
observations:
o Asses critical risk areas: .
o Review and evaluate procedures:

o Observe the actual égainst “the theory of practice”

. Set standards of practice and procedure:
o Comply to legislative requirements:
o Verify minimum SHE system standards if necessary:
o Develop or update existing standards if necessary:
o Verify validity of J5A ] WSWPs and update if necessary:

= Set standards of responsibility and accountability:
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o Meet legal appointment requirements:

o Meet minimum SHE System requireménts:

o Provide suitable subject specific training and verify
competence — set up appropriate monitoring structure:

Measure performance against standards:

o Measure conformance to legal standards (e.g- occupational
hygiene and environmental surveys):

o Do daily pre work checks; and planned inspections:

o Benchmark against system standards

o Measure against local and international standards — ISO, ILO;,
WHO, Codes OF Practice, Bureau of Standards, etc.

o Measure against company standards:

o Measuré against industry specific standards.

Evaluate compliance with standards
Task observation (formal and informal)
Verify the actual activities match written safe work procedures:
Contro! deviations operating procedures
o Review processes and operating procedures;
o Review engineering controls .
o Revise standards where indicated;
o Communicate strengths and weaknesses;
o Formulate recommendations and remedial action
requirement (consult with others):
o Provide resources and training implementation - follow up

changes and re-evaluate.

15. HAZARD CLASSIFICATION

The identification of hazards are grouped into the foliowing broad categories:

o Workplace structures and general design hazards:
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o Fixed and portable tiachinery and equipment hazards (manual or
poweréd by energy squrceé) ;

o Fire hazards:

o Workplace environments hazards:

o Chemical hazards:

o Biological hazards:

o Ergonomic factors:

o Environmental hazards:

o Psychological and behavioural factors;

o Organizatiorial hazards;

Workplace structures and general design hazards

The workplace environment can in itself be hazardous if the desugn, location

or‘bﬁiiﬁiﬁg-iﬁateﬁais-ﬁsad-ar--n“t~sa:tab!e-for—the—purpcse-am'-na

activities carried out there.

Examples of Workplace structures are huildings, structures and fixed
installations

(materials, design, stability, fit-for-purpose; access and egress; ease of

movement or people and materials; emergency equipment, and procedures).

Fixed and portable machinery and equipment hazards (manual or powered by energy
sources)

The use of any equipment that is incorrectly designed, not guarded property,
pr not handled correctly will create a risk of injury or harm.
» Manually operated equipment (trolieys, drum jo'ckeys, decanting
hoists);
« Energised equipment (compressors, mixers,; pneumatic drills, jigs,
cranes, forklifts, presses, lathes, cutting and welding equipment,

guillotines, chain saws, CONVeYyors, compactors).

Fire Hazards
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Fire damages and damages material; equipment; plant and product, can

result in loss of life. Minor changes in conditions or operational and process

' sequencing, oF failure to follow safe operating procedures can result in a fire.

Examples of causative factors include

)

o

o]

—Wdﬁqs'raceemi-ronmenta‘rh-ﬁrdb

o)

o]

o

Aisle obstruction

stacking and storing

pemarcation and signs:
Ccombustibles and flammables
Poor waste controls and systems
Uncontrolled electricity discharges

Chemical reactions

Radiation (ionising and non-iodising):

Noise; '

Lighting (natural and artificial)

Air quality (natural and chemical ventilation)
Temperature and humidity levels;

Mechanical vibration.

Chemical Hazards

Chemicals can be hazardous in their ‘pure state’ or they can become

hazardous when their state is altered due to changing conditions or chemical

reactions.

Chemicals can be broadly grouped as:

o

o]

e}

Corrosives (acids and alkalis) -

Explosives (gases and powders)

Flammable liquids (petroleum hased substances);

Toxic substances (liquids, dusts, gases; mist, fumes, vapours)

Dangeroﬁs gases (cyanide)

30



L]

Chemicals enter the body via the skin; the mouth, throat and intestinal tract

(digestive system); and the nose, throat and lung respiratory system).

Biological Hazards

Exposure is caused by human contact with organic materials that have a

negative reaction on the body’'s autoimmune system.

Examples include:
o Insecks:
o Animal proteins:
o Moulds:

o Fungi:

5 Parasitess

o Larvae:
o Spores:
o Viruses and bacteria:

o Protein from natural fibres and other organic particles:

Ergonomic Factors

Here the focus is on human heings and their interactions gith products,
equipment, facilities, procedures and environments used in work and
everyday living. Ergonomic conttjols aim to best match the capabilities,

[imitations and needs of people to the articles that people use, and the

environment they use them in.

All work activities should allow the worker freedom of movent and
comfortable and postures. Where muscular force is neede, the largest
appropriate muscle groups should be used. Work activities should be
performed with the joints at mid point of their range of movement. (This

applies particularly to head and neck, shouiders and trunk, the legs and
arms).
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Ergtb:nomics hazard studies include:

o Workplace design (ease of movement and access and egress —
materials and people, energy consum[:;tion): _

o Workflows and workstations, (heights;, visibility, mental demands);

o Hand held tools (design and use of)

o Seating and general body posture (support, comfort, natural body
position) )

o Manual material handling, (facilities, job design, equipment; inherent
human factors)

o Repetitive motion rask demands (motor skills co-ordination)

Environmental Hazards

En_vironmental hazards are all those hazards that have a direct, indirect or
cumulative effect on the physical, chemical, biolegical and social entities;
conditions and dynamics that surround us.
Epvironmental hazards should include studying the effects of acticns on:
o Resource conservation:
o Water pollution:
o Soil pollution:
o Air pollution:
o Plants:

o Animals:

Psychological and behavioural factors

‘The World Health Organisation defines health as “the Balance of mental,
physical and social well being and not merely the absence of illnesses. The
employee should be recognised and treated as a “whole entity”. Employee
attitude and behaviour is directly influenced (positively or negatively) by

corporate culture, mental attitude and personal coping mechanisms.
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Work environment factors

Dissenticn between fellow workers, supervisory and management
staff, and inter-departmental differences:

Lack of clear direction, recognition and reward:

Action or messages that are ambiguous Or contradict corporate values
and culture strategy and policy-

Organlsatlonal restructuring and job insecurity:

Lack of structured opportunities to participate in decision-making and
the change process. l

Unexplained chianges, poor communication systems and uncertainty.

Job factors

Mentally demanding jobs that require high levels of concentration and

pﬁaﬁsmﬁ—ﬁmpuu. ST EXampiesin clﬁde-ai.-—trafﬁc—wn‘.:rc‘.lersrﬁn&..and
eye co-ordinating skills; that a re inherently dangerous s by nature:

critical d ecision-making; operalors W ~orking at high precisicn ackivities

where no margin of error is possible without excessive financial loss
human harm (undergmund blasting, air traffic control, etc. new Or
unusual task lack of skills;

Lack of standards; ,

poor general working of work environment conditions;

Poor ergonomic conditions which lead to physical discomfort, pain,
fatigue and exhaustion:

Unreasonable output or performance expectations and demands:
Repetitive work without stlmulatlon of decision making; or the
opportunity to use intellect or innovation;

Excessive overtime;

Work overload / shift work;

Lack of recognition or inequality in treatment

Tension due to unresolved interpersonal differences

Cultural misunderstandings or misconceptions;

perceived (or actual) favouritism or victimisation;
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« Shift patterns.

personal factors
Mental health and attitude has a marked effect on safe behaviour and should
be included in general risk assessment activities. (There are those who are
willing and able; willing but unable; and able but unwilling)

« Job dissatisfaction;

poor self esteem, self: confidence; and ill health — personai or loved ones; financial and

security concerns;

-

—probiems Withr family relationsiipsy
« Unreasonable family expectations or demands

« pPhysical, mental or substance abuse — self of dependents;

« Chronic depression — — mental or chemical causes * “Burn out”

= Single parent pressures— — financial and time constraints.

Organisational Hazards
This area is critical to the overall success of any SHE management system;
however it is often the area that receives the least active work on a
continuous basis.
- SHE policy, strategic goalsi and business plans (including financial
forecasts)
~ Appointment of competent staff to provide subject expertise on multi
faceted and cross-field risk related areas; Delegation of duties and
responsibilities.
« Use of historical data and the accessing of best practice methodology
to follow up to date ‘technology and management principles.
« Corporate awareness; information dissemination, communicating and

training systems and standards, safe systems at work.
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‘Effective SHE committees input and contributions
Multi disciplinary coordination systems and methods, legal compliance

measurements;
ongoing inspections, coaching, mentoring and performance

measurement;
Managerial level audits, evaluations performance reviews and revised

action plans.
Financial and prégramme impacts — including corporate governance

and duty of care issues;

Attention fo socio-economic impacts and continuous improvement

measurements

16. THE HIRA PROCESS

The

foliowing general pr‘mcipies should be s-fﬁematicaﬂ-i addressed;
The aim of risk assessments is to identify the major risks in the

werkplace and nct ohscure those risks with excess of information or by

concertrating on minor risks;

. consider aspects of the work such as the substances or equipment

used, and the work process, which could cause harm.

« Take into account what safety controls and other measures already

exist. The effectiveness ot these controls needs to be carefully

reviewed;

= Be systematicin looking at hazards and risks, remember that risk

assessment is a process;

. = It should be ensured that all aspects of the work activity are reviewed.

The risk assessment should address what actually happens in the workplace

during the work activity;

« Actual practice may differ from whatis supposed to happen in written
instructions, procedures. Etc. This is frequently the way risk creeps into

an operation unnoticed.
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« Especially considered non-routine operations. For example,
maintenance operations and changes in-methods of work.

« Pay attention to interruptions or changes to the workplace
gequipment, substances or methods work and people) as these are
frequent causes of accidents. Canges need to be carefully managed.

« Alf employees and those who may be a_ffected must be considered,

including maintenance staff, security guards, visitors and contractors.
The risk assessmenf should highlight those groups and individuals who may
particularly be at risk, such as the young and inexperienced, and those who

are required to ‘work alone or have disabilities.

The risk assessment process should take into account the existing safety

measure-aﬁﬁ—mﬁi:—fais,—faraﬁmple,— cades—pf'pracﬁm,—prceedures;—guards,
special instructions and so on. These may be adequate to reduce the risk
sufficiently so that the law €an Le complied with, but they may net be

working properly. It is particularly important that this is objectively assassed.

The level of detail on the risk assessment should match the level of risk. The
purpose is not fo deal with every minor hazard. A suitable and sufficient risk
assessment reflects what employees might foresee in terms of hazards in

their workplaces.

In most cases it is better to first make a rough assessment to prioritise the
risk. Then, in the second assessment more sophisticated techniques can be

used to deal with the major risks.

17. THE SCOPE OF RISK ASSESSMENT
Risk assessments are scoped taking the following into consideration;

= Geographically based, such as localized work practises e.g. elevated work

positions, workshops, etc.

36



L

= Especially considered non-routine operations. For example,
maintenance operations and changes in-methods of work.

« Pay attention to interruptions or changes to the workplace
gequipment; substances or methods work and people) as these are
frequent causes of accidents. Canges need to be carefully managed.

« Ali employees and those who may be affected must be considered,

including maintenance staff, security guards, yisitors and contractors.
The risk assessmen!é should highlight those groups and individuals who may
particularly be at risk, such as the young and inexperienced, and those who

are required to work alone or have disahilities.

The risk assessment process should take into account the existing safety

nTEESHTe and controisy T :cxre-ir:mpi‘,—cad-s*f-pr—cticn proceduresyglia

ag-guardsy
special instructions and so on. These may be adequate to reduce the risk
sufficiently so that the law can Le complied with, but they may netbe

working properly. It is particularly important that this is objectively assessed.

The level of detail on the risk assessment should match the level of risk. The
purpose is not to deal with every minor hazard. A suitable and sufficient risk

assessment reflects what employees might foresee in terms of hazards in

their workplaces.

In most cases it is better to first make a rough assessment to prioritise the
risk. Then, in the second assessment more sophisticated techniques can be
used to deal with the major risks.

17. THE SCOPE OF RISK ASSESSMENT
Risk assessments are scoped taking the following into consideration;

« Geographically based, such as localized work practises e.g- elevated work

positions; workshops, etc.
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Funchonality based, such as types of activities, jobs; duties,

responsibilities etc.

Hazards or issue based, wall, electricity, machinery

such as the hanging

etc.
Discipline based, such as mechanical engineering, electrical engineering,

environmental management etc.

Legal compliance, requirements you have to comply to-
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ACCIDENT/INCIDENT INVESTIGATIONS.

WHY ARE INCIDENTS INVESTIGATED?
« To preventor control recurrence of a similar incident.
« To take prompt and effective action (corrective action ) to prevent
recurrence, with incident prevention in mind '
« Not to place blame

WHAT IS AN ACCCIDENT

An accident is an undesired and unplanned event mainly caused by human error
and/or high risk conditions that resuits in or has the potential for physical harm

to persons and/or damage to property and/or interruption of business

WHAT INCIDEN'-I'S SHOULD BE INVEST IGATED?

All Tnu“dEﬁE‘WiﬁTﬁ?potenﬁaiforibssshauid-be'iﬁves‘figated

WHAT IS AN INCIDENT INVEST IGATION?

An analysis, evaluation, and report of an incident, based on information gathered
by an investigator.

A complete investigation includes the objective evaluation of all the facts,
opinions, ctatements, and related information, as well as an action plan, or steps
to prevent or control a similar recurrence.

The Investigation should:
o ascertain both immediate and root (underlying) causes
Support the development of mitigation measures to prevent a recurrence
reappraise existing risk assessments
review control standards and Success in meeting them
Tdentify activities or jobs causing the greatest number of incidents of
particular large value in larger firms and groups
Identify system failures in an organization contributing the greatest
number of incidents of particular value :
Refer corrective action back to system failure and to rectify the system
Satisfy legal reporting and recording duties and
o Obtain details which might be needed if the incident becomes a subject to
an insurance claim or legal action.

o o 0 0O

o 0
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When an incident has occurred, managers should adhere to the following:
> - Legal Requirements
> Taking control of the incident scene
> Identify preventative measures
» Gather information
» Manage incident investigation process
s Coordinate internal and external communication
» Manage report wrifing
» Manage onsite closeout
» Manage post investigation activities

TAKING CONTROL OF THE INCIDENT SCENE
« - Arrange for first aid treatment / medical care / ambuiance
. . Isolate the scene: Isolate the incident sceng, with barriers and
signs where appropriate, to keep people out if:
i 3 o Fatality ’
' o Lost fime incident

5 Major injury incident
o Dangerous occurrence
. Non employee taken straight to hospital: This will protect evidence until
the investigation is over. Only allow access 0 the scene by the Emergency
Services, Law “Enforcement agencies and investigators
« Evacuate and make safe the incident scene

Before arriving at the site, the responsible person communicates with the point
of contact or the appropriate site readiness designee to assure that the scene
and evidence are properly secured, preserved, and documented and that
preliminary withess information has been gathered. For example:

| ‘ o Turn off powered eequipment
| o o Impose ano smoking rule
| ' o Ensure people stand up wind of spillages of hazardous materials

LEGAL REQUIREMENTS

Occupational Health and Safety Act (Act no 85 of 1993)

Section 24: Report to inspector regarding certain incidents.

Section 24.1: Each incident occurring at work or arising out of or in connection

with the activities of persons at work, or in connection with the use of plant or

machinery, in which, or in consequerice of which-

a) any person dies, becomes unconscious, suffers the loss of a limb or part

of a limb or is otherwise injured or becomes jll to such a degree that he is
likely either to die or to suffer a permanent ph ysical defect or likely to be
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upable for a period of at Jeast 14 days either 10 work.or to continue with
the activity for which he was employed or s usually employed;
p) a major incident occurred; or
¢} the health or safety of any person was endangered and where -
I a dangerous substance Was spilled;
Im fthe uncontrolled refease of any substance under pressure took
place;
III) machinery or any part thereof fractured or failed resulting in
fiying, falling or yncontrolled moving objects; or
1v)  machinery ian out of control;
shall, within the prescribed period and in the prescribed manner, be
reported to an inspector by the employer or the user of the plant or machinery
. concerned, as the case may be.

General Administrative Regulation under the Occupational Health and
Safety Act '
ea

Section_8: Reporting of incidents and occupational diseases: -
Section e.1: An employer or user, as the case may be, shall -

) within seven 0dys of any Incigent Tererred to in. Saetionm 241 of e
Occupational Health and Safety Act (Act no 85 of 1993) give notice

thereof to the provincial director in the form of wcll or Wal2; and

b} where a persoiy, in conseguences of such an incident, dfes, becomes
unconscious, suffers the loss of a limb or part of @ limb, or Is otherwise
[njured or becomes il to such a degree that fie or she is likely to die or to
suffer a permanent physical defect, cuch incident, indluding any other
incident contemplated in section 24.1b and ¢ of the Act, shall forthwith
also report to the provincial director by telephone, fascmife or similar

means of communication.

Section 8.2: If an injured person dies after notice of the incident in which he
or she was injured was given in terms of sub regulation 1. the employer or
user, as the case may be, shall forthwith notify the provincial director of his
or her deatfi. :

(3) Whenever an jncident arising out of or in connection with the activities of
persons 8t work occur to persons other than employees, the USET, employer or
self-employed person, 85 the case may be chall forthwith notify the provincial
director by facsimile or similar means of communication as to the —

() name of the injured person;

()  address of the injured person;

(c)  name of the user, employer or self-emplo ved person;

(d) address of the user, employer or self-employed person;

(e) telephone number of the user, employer or self-employed person;
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(H name of contact person;
(g) detalls of incident:
(@)  What happened;
(i) wherelt happened (place);
(i) when it happened (date and time);
(vv) howit happened;
(v) whyit happened;; and
(h)  names of witnesses.

# Ay registered medical practitioner shall, within 14 days of the examination or
treatment of a person for a disease contemplated in section 25 of the Act, give notice
thereof to the chief inspector and the employer in the form of WCL 22.

(5) Any other person not contemplated in this regulation may in writing give
notice of any disease contemplated in section 25 of the Act. to the employer and

chief inspector.

Sectioﬁ g: Recerding and investigation of incidents

9.(1) An employer or USer shall keep at a workplace or section of a workplace,
as the case may be, a record in the form of Annexure 1 for a period of at least
three years, which record shall be open for inspection by an inspector, of all
incidents which he or she is required to report in terms of section 24 of the Act
and also of any other incident which resulted in the person concerned having had
to receive medical treatment other than first aid.

(2) An employer or user chall cause every incident which must be recorded in
terms of subregufation (1), 0 pe investigated by the employer, @ person
appointed by him or per, by a health and safety representative or 8 member of a
pealth and safety committee within 7 days from the date of the incident and
finalised as soon as Is reasonably practicable, or within the contracted period in
the case of contracted workers.

(3) The employer or user shall cause the findings of the investigation
confemplated in subregulation (2) to be entered in Annexure 1 immediately after

- completion of such investigation.

(4) Anemployer chall cause every record contemplated in subreguiation (1) to
pe examined by the health and safely committee for that workplace or section of
the workplace at fts next meeting and shall ensure that necessary actions, as may
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pe reasonable practicable, are implemented and followed up to prevent the -
recurrence of such incident.

Section 10: Witness at ingyf:_-_v

10.(1) When an inspector Is aﬂf'rected to hold a formal inqguiry jnfp an incident in
terms of section’ 32(1) of the A, he or she shall notify the employer or user
concerned of the date, time and place of such inquiry.

(2) The employer or user shall forthwith advise in writing those persons who
witnessed an incident, the union recognised by him or her and any other person
specified by the inspector, of such date, time and place, and that their presence
<hall be required at the inquiry.

(3) The employer or user concerned shall ascertain which of the persons he or

she T ’Viseuﬁh‘femmfsnbregafaﬁan—(-z-‘—are-:’fkef- ~to-refuse-toatEend-tie
inquiry, and shall forthwith advise the inspector of the names and addresses of
such persons in for the inspector to subpoena such persons.

(4) A subpoena jssued in terms of section 32(2) of the Act shall be in the form
of Annexure 2: Provided that, when a subpoenad is served personally on a persor,

the service of such subpoena may be affected by any person guthorised thereto
by the inspector who bas signed It.
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INVESTIGATION _
The investigation should focus on the hazard identification and immediate causes
of the incident.
An immediate cause is either:
& An unsafe act by the individual or 3™ party
« An unsafe condition (either eguipment or environment or both)
& Or both an unsafe act and an unsafe condition

what are unsafe acts???

. Working at unsafe speed
Working without authority
Failure to secure machinery/material
Rendering safety devices inoperative

Arranging or placing object unsafely

Using equipment unsafely or imbs instead of equipment supplied

. Fooling, teasing abusing workmates
> AdfﬁSﬁ"ﬁTﬁFWOT’ﬁﬂ"Q’OTﬁﬂan‘gTﬂathiﬁEW_
. Taking up unsafe positions
- Failure to use personal protective equipment.
What are unsafe Conditions???
Unsafe conditions:

. Unsafe construction
. Lack of machine guards
. Inadequate guarding
. Defective working conditions
. Poor layout

Overcrowding in workplace

No personal protective equipment
Unsafe lighting

Storage of hazardous substance
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THE INCIDENT INVEST IGATION PROCESS

1. Decide on the fype of incident that has occurred and identify its

severity
Near miss and minor incidents do not require overly detalled investigation.

Detailed investigation will be required for:
Fatality :

Lost time incidents

Major injury incidents

Industrial deseases

Dangerous OCCUTences

Non employee taken straight to hospital

600000

2. Get an overview .

Identfy and separate any witnesses o

Get a brief overview of the situation from witriesses and victims
Decide whether the incident falls within one of the categories
For serious incidents, contact the relevant Senior Manager and

o0 0O0

ﬁepari:mta‘ntai"orCorpcrate-s—afety“ﬁdviserfor-srjpport

3. Interview the injured person or witnesses:

. put the person at ease.

. Interview on-the-spot.

. Interviews should be private.

«  Get the individual’s version.

. Ask necessary questions at the right time.
. Repeat the story, once you have heard it.
. End each interview on a positive note.

. Record critical information quickly.

. Drawings and photos sometimes helps.

4, Record the facts

« Document the incident scene before any changes are made
- Take photographs
- Draw sketches
- Record measurements

« List all equipment and substances used

« Gather all supporting documents such as procedure notes, training

records, equipment maintenance records.
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BASIC CAUSES OF ACCIDENTS:

BASIU LAUSTS LT AlAs2 Tt

Personal factors:

- Lack of knowledge or skill
« Mental or physical defecis
. Improper attitude

Job factors:
« Unsafe conditions
« Poor work standards

Basic remediest

. Educate, train, motivate

. Personnel placements and adjustments
- Discipline

» Engineering revision

. Job safety analysis

i\c‘citierit';irweﬁtiﬁﬁ'rﬁ'ethﬁﬁ's

Evaldation procedures
- Engineering revision
Fducation & training
Employment practises
Example setting
Enthusiasm
Enforcement

No excuses

4 *, -+ +, ¥, +, *,
0’0 4’0 Q'Q » 9.! 1'.0 R

Ly
4.0
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HOW DO WE ELIMINATE UNSAFE ACTS AND UNSAFE CONDITIONS?

. Identify personal and job factors
. Use inspection lists tp identify deviations and take corrective action.

pefinition of disabling injury

. Any injury on duty where: .

. The person does not return to work for normal work on his next shift.
. Fractured any bone - also hairline fractures

. Loss of limbor part of limb

. Unconsciousness

pefinition of minor injury : :
. Any injury on duty where the worker is injured today - he might or might
not go for medical treatment - but he returns to work the same Shift or

. next shift!

Occupational disease
. Specific signs and symptoms

s Target*speciﬁc*orgaﬁsiwstemb
. Usually results i permanent damage

COSTS OF INCIDENTS
The real costs of accidents €an be measured and controlled

indirect costs:

Items such as

. Hiring and training replacements,
. TInvestigations.

. Wages paid to injured

. Over time costs,

. Exira supervisor fime

. Decreased output of

. Injured worker on refurn

. Clerical ime

. Buildinglequipment damage
. Pproduct damage

. Pproduct delays
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PREVENTIVE MEASURES'AND CORRECTIV E ACTION

The following praventive measures and corrective action can be taken in order o
minimize and avoid Incidents:

1. Engineering Controls
Engineering controls are based on the following broad principles:
If feasible, design the facility, equipment, or process to remove the hazard and
or substitute something that is not hazardous or is less hazardous.
« Redisigning, changing, or substituting equipment to remove the
source of excessive temperatures, noise Or pressure;
« " Redesiigning a process to use less toxic chemicals
Redesigning a work station to relieve physical stress and remove
ergonomic hazards; or
« Designing general ventilation with sufficient fresh outdoor air to
improve indoor air quality and generally to provide a safe, healthful
atmosphere, '
Tf removal is not feasible, enclose the hazard to prevent exposure in normal

OpEratons.
Where complete enclosure is not feasible, establish barriers or local ventilation fo
reduce exposure to the hazard in normal opetations. Examples include

. Ventilation hoods in laboratory work

. Machine guatding, including electronic barriers; .

. Isolation of a process in an area away from workers, except for

maintenance work;
. Baffles used as noise absorbing barriers

2. Management Controls

Any procedure which significantly fimits daily exposure by control or
manipulation of the work schedule or manner in which work is performed is
considered a means of management control.

. Management controls may result in a reduction of exposure through such
methods as changing work habits, improving sanitation and hygiene
practices, or making other change in the way the employee performs the job.
The use of personal protective equipment is not considered a means of
management control. Examples of management controls are:

o Removal of tripping, blocking and slipping hazards;
o Removal of accumulated toxic dust on surfaces; and
o Wetting down surfaces to keep toxic dust out of the air
o Measures aimed at reducing employee exposure to hazard by changing
work schedules, these measures in clued: '
- Lengthened rest breaks;
- Additional relief workers;
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- Exercise breaks to vary body motions; and
- Rotation of workers through different jobs

3. Personal Protective Equipment (PPE)
When exposure to hazards cannot be engineered completely out of normal
operations or maintenance work, and when safe work practices and
administrative controls cannot provide sufficient additional protection from '
exposure, personal protective clothing and or equipment may be required.
PPE includes itemns such as:

» Face shields

« Steel - toed shoes

. Safety glasses

- Hard hats

- Knee guards

« Leather aprons

+ Mesh gloves

- Life jackets

» Respirators

—Earmufis
. Safety goggles
» Harnesses

P.P.E. compliance

. Awareness and understanding

» Report concerns

+ Setan example

« Encourage correct use

« Assist with maintenance

. Investigate complaints

- Training participants

« “duty to inform”

It is the responsibility of the employee, Supervisor and Health and
safety representative to ensure that personal protective equipment
is correctly checked, stored and maintained!
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WORKPLACE INSPECTIONS

WURRIEAE L3570 =t o

1. THE INSPECTION PROCESS _

. All risks present at the workplace must be managed

» Top management to introduce a formal management system

. Identified hazards must be checked regularly against set standards

(Legal, Best practice, Company standards)

« Deviations need to be reported to various role players {supervisors and
SHE Committee) and corrective action steps to be implemented after
discussions at commitiee meetings.

Employee involvement on all levels is critical for success

5. DEFINITION OF AN INSPECTION:

An inspection is a methodical observation process for performing close,
critical examination of structures, materials equipment, practices and
conditions.

-(""

3. ADEQUATE INSPECT IONS
During the process of an inspection SHE Representatives must focus on the
following:
« Identifying and correcting improper practices or conditions which
may lead to loss
Confirmation of equipment adequacy
Identifying planned and ad-hoc changes
Tdentifying ergonomic needs
Identifying environmental impact of operations
Demonstrating concern for employee welfare
Identifying and reinforcing proper activities
Identifying the effectiveness of corrective action

' 4. INSPECTION STEPS
« Identify workplace hazards
« Analyze the risk of those hazards
. Identify the causes which allow the hazard or reduce it to a level of
consistent with the needs of the organization
Assign responsibifity for implementing corrective action
Establish target dates for completion
Tmplement corrective action )
Monitor the progress of implementation -
Determine effectiveness of corrective actions taken
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5. KEY ACTIVITIES

1. Preparation:

o Adeguate knowledge

o Inspectors must have adequate knowledge of the
operation, the equipment and the work being performed

o Knowledge of regulations, standards and procedures
applicable to work area

o Knowledge of what to look for and where to ook

o Inspectors must be prepared to be objective

II. Planning:

o

o

O

Define the area to be covered during the inspection and the
type of hazards in area identified

Area covered, should include basements and out-of-the-way
places: - . .
Familiarization with location of equipment, production flow,
raw material used and stored, mobile equipment, potential
to generate hazards

IIY. Use of Checklists:

o

o]
o]
o
o
o

Manufacturers provided checklists

Internally developed checklists

Checklists to provide

Specific detail of area

Reminder of what to look for

Provide space for record keeping during inspections

IV. Equipment needed:

O
o

(o}

Obtain and use correct personal protective equipment
Record keeping equipment: clipboards, checklists, report
forms, pencils, pens

Validation equipment used for measurements: Measuring
tape, or camera )

V. Conducting the Inspection

o

O 0 0 0

0

Stick to the inspecton plan

Use the checklist as a reminder

Use an internal classification plan

Commend proper performance by employees

Record all conditions and practices which do no meet
comp[any standards, regulations or codes

If life or health Is endangered, ensure that immediate action
is taken
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VI. Developing Corrective Actions:

o

o)
8]
o]
o

O

Analyze conditions and acks to identify their underlying
causes and the systems that allow them to exist

Requires knowledge of the causes of incidents
Consider: :

The severity of loss from the hazard

The frequency at which loss could occur

The cost to implement recommended control actions or
alternative methods

Which controf actions should be implemented

VII. Assigning responsibilities for Corrective Actions

o)
o

O.

Normally immediate supervisor

Knowledge of staff :

Persons (S) assigned must have necessary authority 1o make
corrections happen

Sometimes even CEO e.q. policy changes, high cost major

modifications-to-plant-or machinery

VIIL. Effective follow - up

o]
o)

Q

List all required corrections

List names of corresponding responsible persons, target
dates, actual completion dates

Review and note progress if not complete

Verify whether signed off by responsible employee
Update the list regularly
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