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The City of Stacy is an equal opportunity provider and employer 

City AWAIR Personnel 
The following city personnel are in charge of the Safety and Health Programs for the City  

City Clerk Sharon Payne 

Public Works Supervisor Tanner Jones 

Maintenance Worker 1 Eaun Smith 

Stacy Wine & Spirits Manager Rod Olson 

Stacy Wine & Spirits Assist. Manager Christian Sten 

Stacy Sports Grill Manager John Wicklander 

Stacy Sports Grill Assist. Manager Dennis Tran 
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Introduction 
In 1990, the State of Minnesota amended the Occupational Safety and Health Act.  Minnesota Statutes 
Chapter 182, to require employers in certain industries to develop written, comprehensive workplace 
safety and health programs.  This legislation M.S. §182.653, subd. 8,  This legislation is known as A 
Workplace Accident and Injury Reduction (AWAIR) Act.  Programs developed to comply with the act 
are known as AWAIR programs. The requirements of the legislation that are addressed and complied 
with in our program are as follows: 
 

1. How managers, supervisors and employees are responsible for implementing the program and 
how continued participation of management will be established, measured and maintained; 

2. The methods used to identify, analyze and control new or existing hazards, conditions and 
operations; 

3. How the plan will be communicated to all affected employees so that they are informed of work-
related hazards and controls;  

4. How workplace accidents will be investigated and corrective action implemented; and  
5. How safe work practices and rules will be enforced  

 

Safety Policy Statement 
The safety of our employees is the foremost consideration in the operations of the City of Stacy 
(“City”).       Accidents and injuries are not only costly to the city and the individual workers, but are 
often disastrous to the future of their families. The City endeavors to provide our employees with a 
work place free of recognized health and safety hazards in an effort to conserve our human and 
financial resources. It is our city policy that everything within reason will be done to maintain a safe 
workplace for all employees.  The City supports the concept of returning injured employees to work in 
a productive position within our city at the earliest, medically possible opportunity. We believe that 
each employee has a place in our accident prevention program and is expected to cooperate fully in 
all measures taken to control and prevent losses. 
 

Approval/Revision of Program 
The approval of this AWAIR Program is so recorded as such in the minutes of the Stacy City Council dated 
___________.   

The Safety Committee will annually review this program and may make necessary revisions.  The City Council 
will approve any revision to the program. 

Application 
This AWAIR program is intended to serve as an overview of all currently applicable Safety and Health 
programs.   This program outlines the philosophy by which the City of Stacy will develop, implement and 
maintain all other safety and health programs. Commented [SP2]: Mark Ness Comment:  
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While compliance with the law and OSHA standards is an important objective, an effective AWAIR program 
must be tailored to the city’s particular needs.  This program shall look beyond specific legal requirements to 
identify and analyze existing hazards.  It shall seek to prevent injuries and illnesses, even when compliance 
is not an issue.  Ultimately, the program’s effectiveness in practice is what is important. 

Goals and Objectives 
Central to our AWAIR program are the goals and objectives we, as an organization, have set for our 
overall safety and health program. The goals establish the direction for our program and state what 
we are attempting to achieve through this program. The goals are specific to the City. Our objectives 
are specific actions that we will be taking to attempt to achieve those goals. Our objectives can either 
be measured or demonstrated.  
 

Goal Statement 1: 
To reduce our injury rate to zero, based on one injury in 2019. 

Objective: 
1. We will address all employee safety concerns in a timely manner.  For example, hazards that 

potentially pose an imminent danger of death or serious physical injury will be initially addressed 
within one shift and all other hazards will be initially dealt within one week. 

2. We will perform a monthly safety inspection for all departments and take corrective action or 
investigate long-term solutions for hazards identified during the inspection within one week. 

3. We will investigate all accidents and near-miss events and take corrective action within 24 hours 
to prevent recurrence. 

Goal Statement 2: 
We will establish and maintain a company culture that is committed to workplace safety and health. 

Objective: 
1. We will conduct regular safety meetings on a quarterly basis to inform employees about specific 

workplace safety and health issues, and to build an overall awareness of employee safety and 
health.  

2. New employees will be informed about their departments and city’s safety policies. 

3. We will actively enforce all safety rules throughout the city. 

4. Assign responsibilities for safety and health programs. 

5. Establish a system for identifying, analyzing, and controlling hazards. 

6. Communicate program effectively and encourage employee participation. 
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Safety Committee 
The City of Stacy has established a safety committee pursuant to Minnesota Statutes. 

The safety committee will hold monthly meetings and additionally as necessary. 

Members of the committee will be comprised of: 
   City Clerk 
   Maintenance Supervisor 
   Sports Grill Manager 
   Wine & Spirits Manager 
   An employee from each department 

City Council member, if the council so desires 

Safety Committee members will be able to perform their duties without fear discrimination or retaliation by 
management or the governing body. 

Roles and Responsibilities 
For Everyone in the Organization: 
 
All employees, including managers/supervisors, must follow all safety rules at all times.  
 
For Employees: 
 

1. Must promptly report any safety and health hazards they observe to their supervisor or safety 
committee representative.  

2. An employee’s first priority is to perform each job task safely. If an employee is unsure how to 
perform the task safely, he or she must consult with their supervisor.  

3. Must wear personal protective equipment as required for their protection and maintain the 
equipment in a sanitary manner.  

4. Must report all accidents and near misses to their supervisor immediately upon occurrence.  
 
For Managers/Supervisors: 
 

1. Discuss any current safety issues with their employees at staff meetings.  
2. Address all safety concerns raised by staff by initially investigating the issue, determining if the 

concern is valid and taking appropriate corrective action whenever necessary. Corrective action 
can include ordering new equipment, issuing maintenance work orders or consulting with the 
safety committee. 

3. Immediately upon learning of an accident or near miss the supervisor must initiate an 
investigation and submit the completed accident investigation report to the safety director.  

4. Actively and positively participate in all safety committee inspections of their assigned areas.  
5. Communicate to all employees the importance of worker safety and health throughout the 

organization.  
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6. Review safety concerns brought forward by the safety director, or the safety committee and 
take appropriate action.  

7. Review the AWAIR program and any recommended revisions from the safety committee at least 
annually, make the appropriate revisions and work with the safety director, and the safety 
committee to communicate the revisions throughout the city. 

8. Establishe the importance of the AWAIR program, both by the priority they give workplace safety 
and health issues and by the example they set by initiating safety and health improvements, 
correcting hazards, enforcing safety rules, and by following all safety rules.  

 
For Safety Directors: 
 

1. Will serve as the lead person in the organization for safety and health issues and will serve as 
an ex officio member of the safety committee.  

2. Must review all First Reports of Injury and Accident Investigation Reports with the safety 
committee and take appropriate action to prevent recurrence.  

3. Coordinate safety training 
4. Report to the City Council recommendations from the Safety Committee 

 
For Safety Committees: 
 

1. Conduct monthly meetings and conduct area inspections to review accident reports, identify 
hazards and address any and all safety concerns raised by employees, first-line supervision or 
the safety director.  

2. The safety committee chair can call a meeting, as necessary, at a time other than the regularly 
scheduled meeting to address an incident or respond to a safety concern and/or recommend 
appropriate actions to prevent the occurrence or recurrence of an accident or safety hazard. 

3. Review the AWAIR program at least annually and make recommendations concerning updates 
and revisions to the program to the City Council.  

4. Members each represent their particular work area and, therefore, should address all safety 
concerns brought to them by their coworkers. These concerns should be handled by initially 
investigating the issue with the area supervisor to determine if the concern is valid and then, as 
necessary and appropriate, bring the issue to safety committee.  

 
For Elected/Appointed Officials:  
 

1. Communicate to all Managerial/Administrative personnel the importance of safety and health 
throughout the city/utility. 

2. Provide the resources to improve safety and health throughout the entire organization. This 
includes providing employees and supervisors with the authority to identify and correct hazards, 
the budget to purchase new equipment or make repairs, the training necessary to work safely 
and to recognize hazards, and the systems to get repairs made, materials ordered and other 
improvements accomplished. 
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Enforcement of Safety and Health Programs 
Enforcement of safe work practices should be fair, consistent throughout the city, and based on 
established policy. Management and supervision should be conscious of the examples they set for the 
workplace and should obey the same rules as the rest of the workforce. 
 
Unsafe or unhealthy work action by all employees shall be corrected in a timely manner based on the 
severity of the hazards.  The enforcement of the program is laid out in the City’s Personnel Policy 
“Discipline.” 
 
Not only should negative behavior be discouraged, but positive behavior should be reinforced as well. 
Exceptional performance or efforts in workplace safety and health should be recognized by the 
organization. 

Hazard Identification, Analysis and Control  
 
The City of Stacy will use the following steps to Identify, Analyze and Control hazards: 
 
 The City will conduct safety surveys of all departments and work sites on a quarterly basis to 

determine potential hazards which may be encountered in the normal course of duty. 
 Periodic follow-up safety surveys when it is believed employees may have been exposed to 

hazardous materials. 
 Employees are encouraged to report potential hazards and unsafe conditions to their 

manager/supervisor. 
 Inspections should be done on a regular basis to identify both newly developed hazards and 

those previously missed  
 Job hazard identification checklists  
 Employee hazard abatement suggestions 
 Preventative maintenance inspections 
 Engineering controls 
 Administrative controls  
 Personal Protective Equipment 
 Management and Employee Training 

 
Engineering Controls: 

 Elimination/minimization of hazard – Designing the facility, equipment, or process to remove 
the hazard, or substituting processes, equipment, materials, or other factors to lessen the 
hazard. 

 Enclosure of the hazard using enclosed cabinents, enclosures for noisy equipment, or other 
means. 

 Isolation of the hazard with interlocks, machine guards, blast shields, welding curtains, or 
other means. 
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 Removal or redirection of the hazard such as with local and exhaust ventilation. 

Administrative Controls 
 Written operating procedures, work permits, and safe work practices. 

 Exposure time limitations (used most commonly to control temperature extremes and 
ergonomic hazards). 

 Monitoring the use of highly hazardous materials. 

 Alarms signs, and warnings. 

 Buddy Syste 

 Training 

Personal Protective Equipment 
 Such as respirators, hearing protection, protective clothing, safety glasses, and hardhates – 

is acceptable control method in the following circumstances: 

o When engineering controls are not feasible or do not totally eliminate the hazard. 

o While engineering controls are being developed. 

o When safe work practices do not provide sufficient additional protection. 

o During emergencies when engineering controls may not be feasible. 

Job Hazard Analsysis 
See Attached OSHA Publication “Job Hazard Analysis.” 

Communication 
All managers/supervisors are responsible for communicating with all workers about occupational safety 
and health in a form readily understandable by all workers. Our communication system encourages all 
workers to inform their managers and supervisors about workplace hazards without fear of reprisal. 
 
Our communication system may include one or more of the following items: 
 

 New worker orientation including a discussion of safety and health policies and procedures 
through the new employee orientation process. 

 Training programs 
 Regularly scheduled safety meetings 
 Posted or distributed safety information 
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 A system for workers to anonymously inform management about workplace hazards 

Contractor Duties 
All contractors shall follow any and all Minnesota OSHA, Federal OSHA, MN DOT, MPCA and other 
regulatory agencies rules that pertain to their work sites in the State of Minnesota. All contractors shall 
be responsible for initiating, maintaining and supervising safety and health related policies, programs 
and work practices in connection with the performance of contractual work.  
 
Duties to Subcontractors 
Contractors that use sub-contractors shall be responsible for communicating any and all safety and 
health related information to those subcontractors and shall ensure that subcontractors initiate, maintain 
and supervise safety and health related polices, programs and work practices while performing 
subcontracted work. 
 
Imminent Danger 
In the event of an imminent danger situation, the city reserves that right to suspend contracted work if 
said work exposes the employees of either employer to imminent danger. 

Imminent Danger Definition per MNOSHA: 
Imminent danger situations are given top priority. An imminent danger is any condition or practice that 
presents a substantial probability that death or serious physical harm could occur immediately or before 
the danger can be eliminated through normal enforcement procedures. MNOSHA becomes aware of 
these situations through reports received from employees, the general public or direct observation by 
an investigator. 

If an imminent danger situation is identified, the safety and health investigator will ask the employer to 
voluntarily eliminate the hazard and to remove the endangered employees from exposure. If the 
employer fails to do this, MN OSHA may "red tag" the equipment or job site for 72 hours. 

Accident Investigation 
The city recognizes that accidents do not "just happen"; rather they are caused by a series of actions, 
steps or failures. Once these steps are identified, they can be eliminated or controlled. The purpose of 
accident investigations is not to place blame, but rather to determine the cause of the accident or 
"near miss" and eliminate the causative factors. Accident investigations begin with prompt reporting 
of accidents by employees to their manager/supervisors. It is then the responsibility of the 
manager/supervisor to ensure that employee receives prompt medical attention as required.  
 
The ultimate goal of the investigation is to determine the basic and root causes and to determine 
appropriate corrective action so the incident does not happen again. To simply attribute an accident 
to “employee error,” without further consideration of the basic causes, deprives the organization of 
the opportunity to take real preventive action. Possible use of engineering controls, improved work 
practices and administrative controls should be considered to help employees do their jobs safely. 
Management practices may also be considered as a possible basic factor. For example, if there is 
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managerial or supervisory pressure to increase production or cut costs, employees may take unsafe 
shortcuts in work procedures or necessary preventive maintenance may be delayed or skipped. 
 
Basic information collected at the scene of the accident should be entered on the city’s accident report 
form. Managers/Supervisors have access to copies of these forms. Upon completion of the form it 
should be sent to the safety director and safety committee to review and corrective actions should be 
taken to prevent a reoccurrence. 
 
All workplace injuries and illnesses will be monitored by the safety director. These injuries and 
illnesses will be recorded on the OSHA 200 log which will be posted on city bulletin boards each 
February. 
 
The safety director, managers/supervisors, and insurance staff will be responsible for monitoring 
these records to identify trends that may indicate previously unidentified hazards or additional training 
that may be required. 
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Accident and Injury FlowChart 
 

 
  

DID ACCIDENT/INJURY RESULT FROM AN UNSAFE ACT OR AN UNSAFE CONDITION? 

UNSAFE ACT

WHAT CAUSED THE UNSAFE ACT? 

HAVE PROCEDURES AND PRACTICES 
BEEN ESTABLISHED?  (INCLUDING 
PPE) 

IF YES 
DID THE EMPLOYEE FOLLOW 
ESTABLISHED PROCEDURES 
/PRACTICES? (INCLUDING PPE) 

IF NO  
DEVELOP PROCEDURES/PRACTICES 
(INCLUDING PPE) AND PROVIDE 
TRAINING TO EMPLOYEES 

IF NO 
DETERMINE WHY ESTABLISHED 
PROCEDURES/PRACTICES WERE NOT 
FOLLOWED? 

IF NO 
DETERMINE WHY EMPLOYEE VIOLATED 
ESTABLSIHED 
PROCEDURES/PRACTICES 

DID WORK PLACE ENVIRONMENT 
PREVENT EMPLOYEE FROM 
FOLLOWING ESTABLISHED 
PROCEDURES/PRACTICES? 

DID INJURY RESULT FROM 
SKILL/KNOWLEDGE DEFICIENCY? 

IF YES 
PROVIDE TRAINING INSRUCTION 

IF YES 
REVIEW/REVISE 
PROCEDURES/PRACTICES AND 
PROVIDE TRAINING/INSTRUCTION 

IF NO 
EID INJURY RESULT FROM EMPLOYEE 
NEGLIGENCE? 

IF YES 
UNSAFE ACT RESULTED FROM AN 
UNSAFE CONDITION GO TO UNSAFE 
CONDITION 

IF YES 
AS APPROPRIATE 
COUNSEL/DISCIPLINE EMPLOYEE 
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UNSAFE CONDITION 

HOW CAN THE UNSAFE CONDITION 
BE CORRECTED? 

CAN HAZARD BE ELIMINATED? 

IF NO 
CAN ENGINEERING CONTROL BE USED 
TO CONTROL/REDUCE HAZARD? 

IF YES 
ELIMINATE HAZARD 

IF NO 
CAN ADMINISTRATIVE CONTROLS BE 
USED TO ELIMINATE/REDUCE 
EMPLOYEE EXPOSURE TO HAZARD? 

IF NO 
CAN PERSONAL PROTECTIVE 
EQUIPMENT BE USED TO PROTECT 
EMPLOYEES FROM THE HAZARD? 

IF YES 
INSTITUTE ADMINISTRATIVE 
CONTROLS 

IF YES 
INSTITUTE ENGINEERING CONTROLS 
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Program Evaluation 
The AWAIR Act requires employers to review the entire program at least annually and document the 
findings. Program review is vital, because it serves as a check to see if the organization is making 
progress towards its goal of creating a safer, healthier workplace for all employees.  The annual review 
keeps the program fresh, accurate and an integral part of the organization. 
 
The AWAIR Program Audit Form (Form SP 9) shall be used as a tool and record of the annual audit. 
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WORK LOCATION SAFETY INSPECTION CHECKLIST 
 

This checklist provides general guidance for the identification and correction of common work 
place hazards.  It is not all inclusive.   
 
 

Department:  ☐Maintenance  ☐Clerk  ☐Wine & Spirits  ☐Sports Gril 
Date:  ___________________ 
Inspection performed by:  __________________________ 
Provide the completed checklist to the Safety Committee. 
 

 
 
Postings  
OSHA POSTER ☐YES  ☐NO   ☐NA 
OSHA 300 & 300A ☐YES  ☐NO   ☐NA 
HAZARDS IDENTIFIED BY SIGNAGE ☐YES  ☐NO   ☐NA 
NON-POTABLE WATER IDENTIFIED BY SIGNAGE ☐YES  ☐NO   ☐NA 
NO SMOKING AREAS IDENTIFIED BY SIGNAGE ☐YES  ☐NO   ☐NA 
EMERGENCY TELEPHONE NUMBERS POSTED ☐YES  ☐NO   ☐NA 
ESCAPE ROUTES/EXITS IDENTIFIED BY SIGNAGE ☐YES  ☐NO   ☐NA 
EMERGENCY EQUIPMENT IDENTIFIED BY SIGNAGE ☐YES  ☐NO   ☐NA 
NFPA 704 SINGS POSTED ☐YES  ☐NO   ☐NA 
  
Written Programs: Available to Employees  
HAZARD COMMUNICATION PROGRAM ☐YES  ☐NO   ☐NA 
EMPLOYEE RIGHT-TO-KNOW PROGRAM ☐YES  ☐NO   ☐NA 
PERSONAL PROTECTIVE EQUIPMENT PROGRAM ☐YES  ☐NO   ☐NA 
  

Tools/Equipment  

CONDITION OF ELECTRICAL CORDS ☐YES  ☐NO   ☐NA 
CONDITION OF HAND/POWER TOOLS ☐YES  ☐NO   ☐NA 
AIR NOZZELS – PRESSURE REDUCED TO 30psi ☐YES  ☐NO   ☐NA 
POWER TOOLS – POINTS OF OPERATION GUARDED ☐YES  ☐NO   ☐NA 
  

Electrical  

BREAKERS/PANELS IDENTIFIED ☐YES  ☐NO   ☐NA 
BOXES/PANELS CLOSED/COVERED ☐YES  ☐NO   ☐NA 
EXPOSED CONDUCTORS GUARDED ☐YES  ☐NO   ☐NA 
LIGHTS GUARDED/PROTECTED ☐YES  ☐NO   ☐NA 
CONDITION OF EXTENSION CORDS ☐YES  ☐NO   ☐NA 
CIRCUITS PROPERLY GROUNDED ☐YES  ☐NO   ☐NA 
  

Fixed Machinery/Equipment ☐YES  ☐NO   ☐NA 
GENERAL MAINTENANCE ☐YES  ☐NO   ☐NA 
DISCONNECTS PROVIDED/IDENTIFIED ☐YES  ☐NO   ☐NA 
EQUIPMENT PROPERLY GROUNDED ☐YES  ☐NO   ☐NA 
  

Material Storage ☐YES  ☐NO   ☐NA 
MATERIAL NEATLY STACKED AND STABLE ☐YES  ☐NO   ☐NA 
SHELVES ORGANIZED – NO FALLING OBJECT HAZARD ☐YES  ☐NO   ☐NA 
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ACCUMULATION OF CLASS A COMBUSTIBLES (WOOD/PAPER/TRASH) ☐YES  ☐NO   ☐NA 
AISLE CLEAR AND FREE FROM OBSTRUCTIONS ☐YES  ☐NO   ☐NA 
GENERAL HOUSEKEEPING ☐YES  ☐NO   ☐NA 
  

Hazardous Materials ☐YES  ☐NO   ☐NA 
PROPER CONTAINERS ☐YES  ☐NO   ☐NA 
CONTAINERS LABELED ☐YES  ☐NO   ☐NA 
SDS AVAILABLE ☐YES  ☐NO   ☐NA 
PROPER STORAGE ☐YES  ☐NO   ☐NA 
FLAMMABLES STORED IN APRPOVED CABINETS ☐YES  ☐NO   ☐NA 
INCOMPATIBLES SEPERATED ☐YES  ☐NO   ☐NA 
PROPER STORAGE OF COMPRESSED GAS CYLINDERS ☐YES  ☐NO   ☐NA 
FLAMMABLE WASTE  - CONTAINERS EMPTIED DAILY ☐YES  ☐NO   ☐NA 
  

Working Surfaces/Housekeeping/Sanitation ☐YES  ☐NO   ☐NA 
AISLE/FLOORS/STAIRS KEPT CLEAR/CLEAN/DRY ☐YES  ☐NO   ☐NA 
GENERAL HOUSEKEEPING ☐YES  ☐NO   ☐NA 
FLOOR OPENINGS GUARDED/COVERED ☐YES  ☐NO   ☐NA 
PLATFORMS/STAIRS GUARDED BY RAILING ☐YES  ☐NO   ☐NA 
PROPER WASTE DISPOSAL ☐YES  ☐NO   ☐NA 
RESTROOMS – CLEAN AND SANITARY ☐YES  ☐NO   ☐NA 
EATING AREAS – CLEAN AND SANITARY ☐YES  ☐NO   ☐NA 
  

Ladders/Scaffolds ☐YES  ☐NO   ☐NA 
LADDERS – CONDITION/PROPER USE ☐YES  ☐NO   ☐NA 
  

Confined Space Entry Equipment ☐YES  ☐NO   ☐NA 
PERSON MONITORS – AVAILABILITY/CALIBRATION ☐YES  ☐NO   ☐NA 
RETRIEVAL EQUIPMENT – ABAILABILITY/CONDITION ☐YES  ☐NO   ☐NA 
  

Emergency Equipment ☐YES  ☐NO   ☐NA 
FIRST AID KIT – IN PLACE/COMPLETELY STOCKED ☐YES  ☐NO   ☐NA 
AVAILABILITY OF PERSONS TRAINED IN FIRST AID/CPR ☐YES  ☐NO   ☐NA 
FIRE EXTINGUISHERS – IN PLACE/CHARGED ☐YES  ☐NO   ☐NA 
FIRE ALARM OPERATIONAL ☐YES  ☐NO   ☐NA 
EYE WASH/SHOWERS – ACCESSIBLE/FUNCTIONAL ☐YES  ☐NO   ☐NA 
EMERGENCY LIGHTS – PROPER OPERATION ☐YES  ☐NO   ☐NA 
EXITS – ACCESSIBLE/NOT BLOCKED ☐YES  ☐NO   ☐NA 
PPE’S – AVAILABILITY/CONDITION ☐YES  ☐NO   ☐NA 
  

PPE:  Condition/Storage ☐YES  ☐NO   ☐NA 
RESPIRATORS ☐YES  ☐NO   ☐NA 
HARD HATS ☐YES  ☐NO   ☐NA 
FACE/EYE PROTECTORS ☐YES  ☐NO   ☐NA 
GLOVES ☐YES  ☐NO   ☐NA 
PROTECTIVE FOOTWEAR ☐YES  ☐NO   ☐NA 
PROTECTIVE CLOTHING ☐YES  ☐NO   ☐NA 
PERSONAL FALL PROTECTIVE EQUIPMENT ☐YES  ☐NO   ☐NA 
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Safe Work Practices:  Employees ☐YES  ☐NO   ☐NA 
USE PROPER LOGOUT/TAGOUT PROCEDURES ☐YES  ☐NO   ☐NA 
USE PROPER CONFINED SPACE ENTRY PROCEDURES ☐YES  ☐NO   ☐NA 
USE SUITABLE PERSONAL PROTECTIVE EQUIPMENT (PPE) ☐YES  ☐NO   ☐NA 
BARICADE HAZARDOUS WORK AREAS ☐YES  ☐NO   ☐NA 
GUARD TEMPORARY FLOOR OPENINGS ☐YES  ☐NO   ☐NA 
USE PERSON FALL PROTECTIVE EQUIPMENT ☐YES  ☐NO   ☐NA 
  

Vehicles/Mobile Equipment ☐YES  ☐NO   ☐NA 
TIRES/BRAKES/STEERING/LIGHTS ☐YES  ☐NO   ☐NA 
GENERAL MAINTENANCE ☐YES  ☐NO   ☐NA 
PROPER OPEATION OF SPECIAL EQUIPMENT ☐YES  ☐NO   ☐NA 
FIRST AID KIT – IN PLACE/COMPLETELY STOCKED ☐YES  ☐NO   ☐NA 
FIRE EXTINGUISHERS – IN PLACE/CHARGED ☐YES  ☐NO   ☐NA 

 
 

Summary of Unsatisfactory Items that Need Further Action 
 

 

Item 
 

Location 
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REPORT OF AN UNSAFE CONDITION 
 
Instructions to employees:  Briefly describe the location and nature of the unsafe condition.  
Identify any suggested corrective actions.  Sign/date the report.  Submit report to your 
immediate manager/supervisor. 
 

To be completed by the Employee reporting the unsafe condition 
  
Location:  
Describe Unsafe Condition:  
  
  
  
Suggested Corrective Actions:  
  
  
  
Reported by:  
Date:  
  
  

To be Completed by the Manager/Supervisor: 
  
Received by:  
Date:  
☐Suggested corrective actions taken  
☐Referred to the Safety Committee  
Comments Action Taken:  
  
  
  
  

To be completed by the Safety Committee: 
  
Date reviewed/acted upon:  
Recommendation of Safety Committee:  
  
  
  
  
☐Corrective actions initiated by the safety committee 
☐Corrective actions referred to work unity manager/supervisor for 
review/initiation 
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JOB HAZARD ANALYSIS 

Job Title Job Location Analyst Date 
    

Task Description    
    
    
    
    
    
    
    
    

Hazard Description    
    
    
    
    
    
    
    
    
    

Hazard Controls    
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CERTIFICATION OF EMPLOYEE TRAINING 
       Retain a copy of this form in employee’s file, and in the main training files. 
 

Title of Training Session:  
Topics Covered:  
  
  
  
  
  
Date:  
Time:  
Format in which the Material was presented: ☐Paper  ☐Video  ☐Speaker  ☐Other (identify)  

 
Effectiveness of Training, 1 Being the Worst: ☐1 ☐ 2  ☐3  ☐4  ☐5 
  
Name of Facilitator:  
  
  
Location of Training:  
  
Employees that Attended:  
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SURVEY OF TRAINING EFFECTIVENESS 
Please complete and provide to your supervisor 

 
Title of Training Session:  
Topics Covered:  
  
  
  
  
  
Date:  
Time:  
Format in which the Material was presented: ☐Paper  ☐Video  ☐Speaker  ☐Other (identify)  

 
Effectiveness of Training, 1 Being the Worst: ☐1 ☐ 2  ☐3  ☐4  ☐5 
  
What can we do differently?  
  
  
  
  
Comments:  
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SAFETY AND HEALTH PROGRAM AUDIT WORKSHEET 

 
This worksheet provides general guidance for evaluating safety and health program 
effectiveness. It is not all inclusive.  Customize the form for the specific work place. 
 
 

Consider each program element to: 1) determine whether or not the element is in place; 2) 
estimate the element’s overall effectiveness; and 3) identify specific deficiencies and actions to 
improve deficiencies and effectiveness of the element. 
 

 

Program Element 
 

In Place 

Effectiveness 
Scale 

1=Worst 
5=Best 

 

Identify Specific 
Deficiencies and 

Action(s) to Improve 
Deficiencies and 

Effectiveness of the 
Element 

  

Yes 
 

No   

1.  Employer Commitment 
Employer has adopted and endorsed an 
effective and proactive written safety and 
health program that encourages employee 
participation. 

  

  

Employer has adopted a safety and health 
related vision (or policy) statement. Vision 
(or policy) statement has been 
communicated to managers, supervisors and 
employees. 

  

  

Employer has adopted safety and health 
related policies, procedures and practices. 
Safety related policies, procedures and 
practices have been communicated to 
managers, supervisors and employees. 

  

  

Employer has committed those human and 
material resources necessary to implement 
and manage the safety and health program.   
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INJURY/ACCIDENT INVESTIGATION WORKSHEET 
 
This worksheet provides general guidance for the investigation of injuries/accidents.  It is not all-inclusive.   
 
Use this worksheet to collect relevant information.  Determine root cause and contributing factors. Identify means 
and methods that can be used to prevent a similar injury/accident. 
 

   
REPORT TAKE BY  DATE AND TIME 

   
NAME OF EMPLOYEE EMPLOYEE HIRE DATE POSITION TITLE 

   
DATE AND TIME OF INCIDENT WHERE INCIDENT OCCURED 

   
   
   
DESCRIBE WORK BEING PERFORMED WHEN INCIDENT OCCURED 

   
   
   
DESCRIBE NATURE OF INJURY   

   
   
   
WHAT CAUSED THE INCIDENT   
   
WAS EMPLOYEE TRAINED ON THE PROCESS/PROCEDURE ☐YES  ☐NO 
WAS PPE USED  ☐YES  ☐NO 

WHAT PPE WAS USED   
   
   
   
WHAT WILL OCCUR TO ADDRESSED AN INCIDENT LIKE THIS FROM RECURRING? 
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