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Course Introduction 

This course is created specifically for employees in an occupational safety and health setting.  

You will learn how to classify hazardous chemicals in your workplace and also how you can help 

create the workplace hazardous communications program to protect yourself and your co-

workers.  

There are two different types of hazardous material employees need to worry about: 

flammable and combustible liquids. These liquids are, in short, liquids that can burn.  Personal 

protective equipment (PPE) is essential when working with these types of liquids.  Skin and eye 

contact needs to be avoided.  This course outlines the various types of PPE to protect you, as an 

employee.  

Good housekeeping in your workplace is essential to help prevent slips, trips and falls.  There 

are several components to protect yourself and your co-workers.  You will learn how to plan 

ahead, assign responsibilities and implement a program to keep housekeeping part of the daily 

routine. 

Workplace violence is emerging into a big problem in our society. The Occupational Safety and 

Health Act of 1970 requires employers to provide a safe and healthful working environment.  If 

you recognize violence in your workplace, what can you do?  You need to make sure your 

company has a workplace violence program in place to protect them.  

You, as an employee, also need to be involved in creating a workplace safety and health 

program for your company.  You play a crucial role in this responsibility. You can help review 

and improve the program and you can also volunteer to participate on the safety committee. 

This course is designed to be taken with OSHAcademy’s program, “Occupational Safety and 

Health for the Employee.”   

This is a lot of information!  Let’s get started with the first module! 
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Module 1: Hazard Communications 

More than 30 million workers in the United States are 

potentially exposed to one or more chemical hazards. 

There are an estimated 650,000 existing hazardous 

chemical products, and hundreds of new ones are being 

introduced annually. This poses a serious problem for 

exposed workers and their employers. 

The OSHA Hazard Communication Standard (HCS) - 29 

CFR 1910.1200   

(http://www.osha.gov/dsg/hazcom/index.html) 

provides workers exposed to hazardous chemicals with 

the identities and hazards of those materials, as well as 

appropriate protective measures. When workers have 

such information, they are able to take steps to protect 

themselves from experiencing adverse effects from 

exposure.  

Employees need to be familiar with OSHA's hazard 

communication standards to help save lives and avoid 

OSHA citations.  The graphic to the right lists the top 10 

most cited standards for the FY 2020 (National Safety 

Council). 

Protection under the Hazard Communication Standard 

(HCS) includes all workers exposed to hazardous 

chemicals in all industrial sectors. This standard is based 

on a simple concept - that employees have both a need 

and a right to know the hazards and the identities of the 

chemicals they are exposed to when working. They also 

need to know what protective measures are available to 

prevent adverse effects from occurring. 

Quiz Instructions 

After each section, there is a quiz question.  Make sure to read the material in each section to 

discover the correct answer to these questions. Circle the correct answer.  When you are 

finished go online to take the final exam.  This exam is open book, so you can use this study 

guide. 

http://www.osha.gov/dsg/hazcom/index.html
http://www.osha.gov/dsg/hazcom/index.html
http://www.osha.gov/dsg/hazcom/index.html


Course 601  

Copyright © 2022 Geigle Safety Group, Inc.   Page 10 of 53 

1. How many hazardous chemicals are estimated to exist in the workplace? 

a. 30,000 
b. 65,000 
c. 650,000 
d. 30,000,000 

The Hazard Communication Standard (HCS) 

The Globally Harmonized System (GHS) and our OSHA Hazard Communication Standard (HCS) 

have established uniform requirements to make sure the hazards of all chemicals imported 

into, produced, or used in U.S. workplaces are evaluated and that this hazard information is 

transmitted to affected employers and exposed employees.  

The standard provides necessary hazard information to employees so they can participate in, 

and support, the protective measures in place at their workplaces. 

The Hazard Communication Program (HAZCOM) 

The purpose of the Hazard Communications Program is to make sure:  

• the hazards of all chemicals produced or imported are classified, and 

• information about classified hazards is transmitted to employers and employees. 

To do this, the employer can make sure the Hazard Communications Program is successful by: 

• developing and maintaining a written hazard communication program 

• listing hazardous chemicals present 

• labeling containers of chemicals in the workplace 

• labeling containers of chemicals being shipped to other workplaces 

• preparing and distributing SDSs to employees and downstream employers 

• developing and implementing employee training programs 

https://www.osha.gov/dsg/hazcom/global.html
https://www.osha.gov/dsg/hazcom/index.html
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The HCS 2012 applies to any chemical which is known to be present in the workplace in such a 

manner that employees may be exposed under normal conditions of use or in a foreseeable 

emergency. 

2. The employer can make sure the Hazard Communications Program is successful by 
_____. 

a. listing hazardous chemicals present 
b. enforcing all safety rules 
c. completing OSHA reporting procedures 
d. preparing SDSs and distributing upstream 

The Written Plan 

All workplaces where employees are exposed to hazardous chemicals must have a written plan 

which describes how the standard will be implemented in that facility. The only work 

operations which do not have to comply with the written plan requirements are laboratories 

and work operations where employees only handle chemicals in sealed containers. 

The written plan must reflect what employees are doing in a particular workplace. For example, 

the written plan must include training, list the chemicals present at the site, indicate who is 

responsible for the various aspects of the program in that facility and where written materials 

will be made available to employees.  

The written plan must describe how the requirements for labels and other forms of warning, 

material safety data sheets, and employee information and training are going to be met in the 

facility. 

Click here to review a sample written Hazardous Communication Plan.  

3. When must the employer have a written hazard communication plan? 

a. When employees handle chemicals in sealed containers 
b. When chemicals are used in a laboratory 
c. When consumer chemicals are being stored 
d. When employees are exposed to hazardous chemicals 

Hazardous Chemicals 

Hazard communication requirements apply to any chemical which is known to be present in the 

workplace in such a manner that employees may be exposed under normal conditions of use or 

https://www.oshatrain.org/courses/mods/601/samplehcprogram-walni.pdf
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in a foreseeable emergency. It's important to understand this criterion, so let's take a closer 

look at a couple of key concepts:  

Known to be present. The phrase "known to be present" is important to understand. If a 

hazardous chemical is known to be present by the chemical manufacturer or the employer, it is 

covered by the standard.  

Foreseeable emergency. A "foreseeable emergency" is any potential occurrence such as, but 

not limited to, equipment failure, rupture of containers, or failure of control equipment that 

could result in an uncontrolled release of a hazardous chemical into the workplace. 

An employer may rely upon the hazard determination performed by the chemical 

manufacturer. Normally, the chemical manufacturer possesses knowledge of hazardous 

intermediates, by-products and decomposition products that can be emitted from his chemical 

product. However, if the employer obtains information regarding the hazards from a source 

other than the manufacturer, the employer is responsible for including such information in his 

hazard communication program. 

4. A foreseeable emergency is any potential occurrence that could result in _____. 

a. an emergency that is expected and controllable 
b. a planned event or uncontrolled spill 
c. an uncontrolled release of a hazardous chemical into the workplace 
d. workers being injured or killed 

Chemical Hazards 

Chemicals directly or indirectly affect our lives and are essential to our food, our health, and our 

lifestyle. Having readily available information on the hazardous properties of chemicals, and 

recommended control measures, allows the chemicals to be managed safely.  

Under the GHS, a hazardous chemical may be classified as a substance, product, mixture, 

preparation, or other term that represents a physical hazard or a health hazard. 

Physical hazards: Physical hazards result in injury of some kind and are classified as posing one 

of the following hazardous effects:  

• explosive; 

• flammable (gases, aerosols, liquids, or solids); 

• oxidizer (liquid, solid or gas); 
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• self-reactive; pyrophoric (liquid or solid); 

• self-heating; organic peroxide; 

• corrosive to metal; 

• gas under pressure; or 

• in contact with water emits flammable gas 

Health Hazards. Health hazards result in illness of some kind and are classified as posing one of 

the following hazardous effects: 

• acute toxicity (any route of exposure); 

• skin corrosion or irritation; 

• serious eye damage or eye irritation; 

• respiratory or skin sensitization; 

• germ cell mutagenicity; 

• carcinogenicity; 

• reproductive toxicity; 

• specific target organ toxicity (single or repeated exposure); or 

• aspiration hazard. 

Employees may be exposed to chemicals during normal operations or in a foreseeable 

emergency. Even though an employer is not responsible for the manufacture of the hazardous 

chemical, the employer has the responsibility for transmitting information about the hazardous 

chemical to his or her employees. 

Employees, such as office workers or bank tellers who encounter hazardous chemicals only in 

non-routine, isolated instances are not covered. For example, an office worker who occasionally 

changes the toner in a copying machine would not be covered by the standard. However, an 

employee who operates a copying machine as part of her/his work duties would be covered by 

the provisions of the HCS. 
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5. Which of the following may result in illness of some kind? 

a. Physical hazards 
b. Health hazards 
c. Failure to use fall protection 
d. Defective tools 

Forms of Hazardous Chemicals 

You might think the chemicals which apply to the rule are those in liquid, gas or particulate 

form. However, the standard's definition of "chemical" is much broader than that commonly 

used. According to the HCS, chemicals that apply may exist in one of many forms:  

Dusts: Finely divided particles (Example - wood dust) 

Fumes: Even smaller particles usually formed when solid metal is heated and vaporized, and 

then condenses as tiny particles 

Fibers: Similar to dusts but are of an elongated shape (Examples - asbestos and fiberglass) 

Mists: Liquid droplets that have been sprayed into the atmosphere 

Vapors: Gases formed when liquid evaporates 

Gases: Substances which are normally airborne at room temperature. A vapor is the gaseous 

phase of a substance which is a normally a liquid or solid at room temperature 

Solids: Such as metal, treated wood, plastic 

Liquids: The most common form in the workplace 

Employees, such as office workers or bank tellers who encounter hazardous chemicals only in 

non-routine, isolated instances are not covered. For example, an office worker who occasionally 

changes the toner in a copying machine would not be covered by the standard. However, an 

employee who operates a copying machine as part of her/his work duties would be covered by 

the provisions of the HCS. 

See the list of toxic and reactive highly hazardous chemicals in 1910.119, Appendix A. 

  

https://www.osha.gov/laws-regs/regulations/standardnumber/1910/1910.119AppA
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6. Which of the following are usually formed when solid metal is heated and vaporized, and 
then condenses as tiny particles? 

a. Solids 
b. Fumes 
c. Dusts 
d. Particulates 

Safety Data Sheets 

The Safety Data Sheet (SDS) provides comprehensive information for use in workplace chemical 

management. Employers and workers use the SDS as a source of information about hazards and 

to obtain advice on safety precautions. The SDS is product related and, usually, is not able to 

provide information that is specific for any given workplace where the product may be used. 

SDS information enables the employer to develop an active program of worker protection 

measures, including training, which is specific to the individual workplace and to consider any 

measures that may be necessary to protect the environment.  

Chemical manufacturers and importers must obtain or develop a safety data sheet for each 

hazardous chemical they produce or import. Employers must have a safety data sheet in the 

workplace for each hazardous chemical which they use. 

Chemical manufacturers or importers preparing the safety data sheet must ensure that it is in 

English, and includes at least the following section numbers and headings, and associated 

information under each heading. 

1. Identification; 

2. Hazard(s) identification; 

3. Composition/information on ingredients; 

4. First-aid measures; 

5. Fire-fighting measures; 

6. Accidental release measures; 

7. Handling and storage; 

8. Exposure controls/personal protection; 
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9. Physical and chemical properties; 

10. Stability and reactivity; 

11. Toxicological information. 

12. Ecological information; 

13. Disposal considerations; 

14. Transport information; and 

15. Regulatory information. 

16. Other information, including date of preparation or last revision. 

For more information see Appendix D to 1910.1200--Safety Data Sheets. 

7. Chemical manufacturers and importers must obtain or develop a safety data sheet for 
_____. 

a. each hazardous chemical 
b. classified chemicals 
c. all chemicals 
d. each toxic chemical 

Labeling Requirements 

Labeling is one of the three-part approaches to communicating information downstream. A 

label must be on the immediate container of every hazardous chemical. The label is an 

immediate type of warning since it is present in the work area, right on the actual container of a 

hazardous chemical. It is a snapshot of the hazards and protective information related to the 

chemical, and a summary of the more detailed information available on the SDS.  

When you purchase a hazardous chemical from a supplier, you will receive a container that is 

labeled with the information required under the HCS. All shipped container labels are required 

to have pictograms, a signal word, hazard and precautionary statements, the product identifier, 

and supplier identification. A sample revised HCS label, identifying the required label elements, 

is shown to the right. Supplemental information can also be provided on the label as needed. 

https://www.osha.gov/dsg/hazcom/hazcom-appendix-d.html
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Pictograms. A pictogram is a composition that may include a symbol plus other graphic 

elements, such as a border, background pattern, or color, that is intended to convey specific 

information about the hazards of a chemical. Eight pictograms are designated under this 

standard for application to a hazard category.  

Signal Words. A signal word is a word used to indicate the relative level of severity of hazard 

and alert the reader to a potential hazard on the label. The signal words used in the standard 

are "danger" and "warning." "Danger" is used for the more severe hazards, while "warning" is 

used for the less severe hazards.  

Hazard Statement. A hazard statement is a statement assigned to a hazard class and category 

that describes the nature of the hazard(s) of a chemical, including, where appropriate, the 

degree of hazard. Example: Fatal if swallowed. 

Product Identifier. The product identifier is any chemical, common, or trade name or 

designation that the chemical manufacturer or importer chooses to use on the label. The term 

must also appear on the SDS.  

Precautionary Statement. A precautionary statement is a phrase that describes recommended 

measures that should be taken to minimize or prevent adverse effects resulting from exposure 

to a hazardous chemical, or improper storage or handling. Example: Do not eat, drink, or smoke 

when using this product. 

Some employers use third-party workplace label systems, such as those that have numerical 

ratings to indicate the hazards (e.g., National Fire Protection Association (NFPA) or Hazardous 

Materials Identification System (HMIS)). These may be used in conjunction with the 

supplemental information on the label to ensure that workers have complete information, as 

long as the ratings are consistent with the hazard definitions in OSHA's Hazard Communication 

Standard. 

8. "Fatal if swallowed" is an example of a _____. 

a. signal word 
b. hazard statement 
c. pictogram 
d. precautionary statement 

Hazard Communications Training 

Employers must provide employees with effective information and training on hazardous 

chemicals in their work area:  
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• at the time of their initial assignment, 

• whenever a new chemical hazard is introduced into the work area, and 

• when employees change jobs, which expose them to new hazards. 

Information and training may be designed to cover categories of hazards (e.g., flammability, 

carcinogenicity) or specific chemicals. Chemical-specific information must always be available 

through labels and SDSs. 

While training is not required to be repeated on a regular basis, employers may want to 

consider doing that to be sure that workers remember what they have learned. It is also a good 

opportunity to review the hazard communication program, and make sure that it is still working 

effectively. 

The Hazard Communication training program should provide workers with the following 

information: 

• The requirements of the Hazard Communication Standard; 

• Any operations in the work area where hazardous chemicals are present; and 

• The location and availability of the written hazard communication program. 

In addition to providing this information to workers, they must be trained on the following:  

• Methods and observations that may be used to detect the presence or release of a 

hazardous chemical in the work area. 

• The physical and health hazards of the chemicals in the work area; 

• The measures workers can take to protect themselves from these hazards; and 

• The details of the hazard communication program developed by the employer. 
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9. When must employers provide employees with effective information and training on 
hazardous chemicals in their work area? 

a. When OSHA inspections are expected 
b. At least annually in banks and office environments 
c. At least once a quarter in high hazard industries 
d. When a new chemical hazard is introduced into their work area 
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Module 2: Flammable and Combustible Liquids 

OSHA standard 29 CFR 1920.106 addresses the handling, storage and use of flammable and 

combustible liquids. Flammable and combustible liquids are, in short, liquids that can burn. 

They are classified, or grouped, as either flammable or combustible by their flashpoints. 

• Flammable liquids will catch on fire and burn easily under normal working 

temperatures. 

• Combustible liquids have the ability to burn at temperatures that are usually above 

working temperatures. 

Flash Point 

The flash point of the liquid is the temperature at which it gives off vapor sufficient to form an 

ignitable mixture with the air near the surface of the liquid or within the vessel used as 

determined by appropriate test procedure and apparatus.  

• Flammable liquids have a flashpoint below 100 degrees Fahrenheit. Ethyl ether, 

acetone, benzene and toluene all have flash points below 73 degrees F. Hydrazine and 

styreme have flash points between 73- and 100-degrees F. 

• Combustible liquids have a flashpoint at or above 100 degrees Fahrenheit. Acetic acid, 

Naptha, Cylohexanol, formic acid and nitrobenzene have flashpoints between 100- and 

199-degrees F.  

Flammable Range 

When vapors of a flammable liquid are mixed with air in the proper proportions in the presence 

of a source of ignition, rapid combustion or an explosion can occur. The flammable range 

includes all concentrations of flammable vapor or gas in air, in which a flash will occur, or a 

flame will travel if the mixture is ignited.  

There is a minimum concentration of vapor or gas in air below which propagation of flame does 

not occur on contact with a source of ignition. There is also a maximum proportion of vapor in 

air above which propagation of flame does not occur. These boundary-line mixtures of vapor 

with air are known as the lower and upper flammable limits (LFL or UFL) respectively, and they 

are usually expressed in terms of percentage by volume of vapor in air.  
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1. What is the term used to describe the temperature at which a liquid gives off vapor into 
the air sufficient to form an ignitable mixture? 

a. Flammable Range 
b. Flash Points 
c. Combustion Temperature 
d. Vapor Pressure 

Two Primary Hazards 

The primary hazards associated with flammable and combustible liquids is fire and explosion. 

Flammable and combustible liquids are present in almost every workplace. Fuels and many 

common products like solvents, thinners, cleaners, adhesives, paints, waxes and polishes may 

be flammable or combustible liquids. Everyone who works with these liquids must be aware of 

their hazards and how to work safely with them.  

• Flammable liquids will catch on fire and burn easily under normal working 

temperatures. At normal room temperatures, flammable liquids can give off enough 

vapors to form burnable mixtures with the air. As a result, they can be a serious fire 

hazard. Flammable liquid fires burn very fast. They also give off a lot of heat and often 

clouds of thick, black, toxic smoke. 

• Combustible liquids have the ability to burn at temperatures that are usually above 

working temperatures. Combustible liquids at temperatures above their flashpoint also 

release enough vapor to form burnable mixtures with the air. Hot combustible liquids 

can be as serious a fire hazard as flammable liquids. 

Spray mists of flammable and combustible liquids in the air may burn at any temperature, if an 

ignition source is present. The vapors of flammable and combustible liquids are usually 

invisible. They can also be hard to detect unless special instruments are used. 

Most flammable and combustible liquids flow easily. A small spill can cover a large area of 

workbench or floor. Burning liquids can flow under doors, down stairs and even into nearby 

buildings. Materials like wood, cardboard and cloth can easily absorb flammable and 

combustible liquids. Even after a spill has been cleaned up, a dangerous amount of liquid could 

still remain in surrounding materials or clothing, giving off hazardous vapors. 
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2. Which of the following have the ability to burn at temperatures that are usually above 
working temperatures? 

a. Flammable liquids 
b. Explosive solids 
c. Combustible liquids 
d. Flammable solids 

Safe Use of Flammable and Combustible Liquids 

A good plan for safe use of flammable and combustible liquids contains these components: 

• control of the ignition sources 

• proper storage 

• fire control methods 

• safe handling 

Possible Ignition Sources 

Be sure to take adequate precautions when handling flammable and combustible liquids to 

prevent the ignition of flammable vapors. Some sources of ignition include: 

• sparks from electrical tools and equipment 

• sparks, arcs and hot metal surfaces from welding and cutting 

• tobacco smoking 

• open flames from portable torches and heating units, boilers, pilot lights, ovens, and 

driers 

• hot surfaces such as boilers, furnaces, steam pipes, electric lamps, hot plates, irons, hot 

ducts and flues, electric coils and hot bearings 

• embers and sparks from incinerators, foundry cupolas, fireboxes and furnaces 

• sparks from grinding and crushing operations 
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3. Sparks from grinding and crushing operations may be considered a possible _____ for 
flammable and combustible liquids. 

a. exposure control 
b. ignition source 
c. storage issue 
d. control measure 

Storage and Handling 

Containers 

Proper storage and handling of flammable and combustible liquids will help prevent fires from 

occurring; only approved, closed containers for storage of flammable or combustible liquids 

may be used under OSHA rules. Such containers include safety cans or containers approved by 

the U.S. Department of Transportation. 

A safety can is a container that has a selfclosing lid, internal-pressure relief and flame arrestor 

with a capacity of not more than 5 gallons. Inexpensive, plastic cans are not approved for use in 

roofing operations. However, manufacturers do sell plastic containers that meet the OSHA 

requirements for safety cans. 

Flammable liquids that are extremely viscous, or difficult to pour, like single ply adhesive, can 

be left in their original shipping containers. Similarly, OSHA allows the use of original containers 

of flammable liquids that are in quantities of one gallon or less. 

Cabinets 

Safety cabinets allow for greater quantities of flammable and combustible liquids to be stored 

safely inside buildings. Up to 60 gallons of a flammable liquid or as much as 120 gallons of a 

combustible liquid may be stored indoors in a safety cabinet. Each cabinet must be labeled 

"Flammable-Keep Fire Away." Up to three cabinets may be stored in one room. Without a 

safety cabinet, only 25 gallons of either flammable or combustible liquids are allowed to be 

stored inside a building. 

Static Electricity 

Static electricity may be generated when transferring liquids, gases or solids through pipes or 

hoses. It is important to dissipate this electric charge when handling flammable and 

combustible materials. When transferring flammable or combustible liquids from one container 

to another, the two containers must be "bonded" together. The bonding process involves 
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attaching a wire with alligator clips on each end to both containers. The clips must penetrate 

the container coating and touch metal. You may need to score the paint with the alligator clips. 

To dissipate static electricity, the container receiving the liquid must be in contact with the 

ground and not insulated from contact with the ground. For example, plastic or composite 

pickup truck bed liners prevent the flow of static electricity to ground because the liner does 

not conduct electricity. The receptacle container must have a clear path to ground, by direct 

contact or use of a grounding strap or wire, to effectively eliminate static. 

4. What is the term defined as a container that has a selfclosing lid, internal-pressure relief 
and flame arrestor with a capacity of not more than 5 gallons? 

a. Approved container 
b. GHS vessel 
c. OSHA container 
d. Safety can 

Ventilation 

Well-designed and maintained ventilation systems remove flammable vapors from the 

workplace and reduce the risk of fire and health problems. The amount and type of ventilation 

needed to minimize the hazards of flammable and combustible liquid vapors depend on such 

things as the kind of job, the kind and amount of materials used, and the size and layout of the 

work area. 

An assessment of the specific ways flammable and combustible liquids are stored, handled, 

used and disposed of is the best way to find out if existing ventilation controls (and other 

hazard control methods) are adequate. 

• Some workplaces may need a complete system of hoods and ducts to provide 

acceptable ventilation. If flammable vapors are likely to condense, the ducts should 

have welded joints. Other workplaces may only require a single, well-placed exhaust 

fan.  

• Use non-ferrous fan blades and shrouds, and explosion-proof electrical equipment in 

exhaust fan ventilation systems for these liquids. 

• Regular cleaning of the ventilation system will decrease the severity of any fires and will 

reduce the likelihood of spontaneous combustion if some self-heating material is 

present. 
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• Ventilation equipment used to handle solvent vapors should meet the relevant fire code 

requirements. 

5. Ventilation systems for flammable or combustible liquids should use exhaust fans with 
_____. 

a. painted metal covers and blades 
b. non-ferrous fan blades and shrouds 
c. grounded fan blades and covers 
d. fire-proof equipment 

Personal Protective Equipment (PPE) 

Skin and eye contact should be avoided when working near flammable or combustible liquids. 

To make sure injury to eyes and skin does not occur, wear safety glasses with side shields, 

laboratory coats (coveralls are acceptable in shop settings) and closed-toe shoes. This is only 

minimum protection and must be upgraded if necessary. 

Additional Personal Protective Equipment (PPE) such as chemical goggles, face shields, chemical 

aprons, and chemical resistant gloves and respiratory protection must be worn if there is 

chance of exposure to flammable or combustible liquids above OSHA's Permissible Exposure 

Limit (PEL). The PEL is a legal limit in the United States for exposure of an employee to a 

chemical substance or physical agent such as high-level noise.  

An emergency eyewash and safety shower should be located in all areas where flammable or 

combustible liquids are used. If there is skin or eye contact, then flush the affected area for at 

least 15 minutes and report to your employer for evaluation and treatment. 

6. Which of the following additional PPE may be required when employee exposure to 
flammable or combustible liquids is above OSHA's PEL? 

a. Open-toe shoes 
b. Nose plugs 
c. Dust masks 
d. Respiratory protection 

What about Emergencies? 

Even if employees take all the necessary precautions to protect themselves from hazardous 

material spills, they still need to be ready to handle emergencies safely. In emergencies like 

chemical fires and spills, act fast. 
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• Leave the area at once if you are not trained to handle the problem or if it is clearly 

beyond your control. 

• Alert other people in the area of the emergency. 

• Call the fire department immediately. 

• Report the problem to the people responsible for handling emergencies where you 

work. 

• Obtain first aid if you have been exposed to harmful chemicals and remove all 

contaminated clothes. 

• Emergency eyewash stations and safety showers should be present wherever accidental 

exposure to materials that can damage skin or eyes might occur. 

• Only specially trained people, equipped with the proper tools and protective 

equipment, should handle the emergency. Nobody else should go near the area until it 

is declared safe. 

7. What should the employer have available wherever accidental exposure to materials 
that can damage skin or eyes might occur? 

a. First-aid creams and bandages 
b. Emergency eyewash stations and safety showers 
c. Water hose-down facilities 
d. Emergency phones and oxygen masks 
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Module 3: Slips, Trips, and Falls 

Slips, trips, and falls constitute the majority of general industry accidents. They cause 15% of all 

accidental deaths and are second only to motor vehicles as a cause of death. OSHA addresses 

hazards associated with slips, trips, and falls in its rules for walking/working surfaces and fall 

protection. 

• Walking/working surfaces means any surface, whether horizontal or vertical on which 

an employee walks or works, including, but not limited to, floors, roofs, ramps, bridges, 

runways, formwork and concrete reinforcing steel but not including ladders, vehicles, or 

trailers, on which employees must be located in order to perform their job duties. 

• Fall protection means equipment in four categories such as fall arrest and positioning 

systems, guardrail systems, suspension, retrieval and safety monitoring systems to 

prevent falls from elevated surfaces. 

The Most Common Accident 

According to the National Safety Council, workers are injured from slips, trips, and fall accidents 

more than any other occupational injury. These can often be avoided if proper housekeeping 

procedures are used. It is not uncommon for a worker to trip on a piece of equipment or tool 

that they themselves forgot to put away. 

The solution is reflected in the old adage of "having a place for everything and putting 

everything in its place." Like "safety" itself, good housekeeping is everyone's responsibility. Let's 

discuss this important topic in the next section. 

1. According to the National Safety Council, which of the following accident types 
results in the most occupational injuries? 

a. Impacts 
b. Caught in equipment 
c. Slips, trips, and falls 
d. Struck by falling objects 

Good Housekeeping 

It has often been said that safety and housekeeping go hand in hand. This is very true, 

especially when addressing the serious issue of slips, trips, and falls. 
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• If the facility housekeeping habits are poor, the result may well be employee injuries, 

ever increasing insurance costs, and regulatory citations. 

• If an organization's facilities are noticeably clean and well organized, it is a good 

indication its overall safety program is effective as well. 

Every workplace is subject to either good or bad housekeeping. Construction sites, factories, 

warehouses, laboratories, kitchens, hospitals, and offices: The list is endless. In all of these 

diverse areas, good housekeeping can be achieved by establishing a simple three step program 

to prevent slips, trips and falls. 

1. Plan Ahead - know what needs to be done, who is going to do it, and what the work 

area should look like when they're done. 

2. Assign Responsibilities - if necessary, a person should be specifically assigned to clean 

up (although personal responsibility for cleaning up after him/herself is preferred). 

3. Implement a Program - establish housekeeping as a part of the daily routine (an 

ongoing procedure).  

2. Which of the following is one of the three steps in a program to prevent slips, trips and 
falls? 

a. List of chemicals 
b. Fire those who create hazards 
c. Establish good housekeeping procedures 
d. Perform comprehensive daily inspections 

Wet or slippery surfaces 

Slips and trips on walking surfaces are a significant portion of injuries reported by covered state 

agencies. The specific types of surfaces involved in these injuries vary considerably, but some of 

the more frequently reported are: 

• parking lots;  

• sidewalks (or lack of);  

• food preparation areas and shower stalls in residential dorms; and,  
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• floors in general.  

Traction on outdoor surfaces can change drastically when subjected to environmental factors 

such as rain or sleet or on indoor surfaces when moisture is tracked in by pedestrian traffic.  

Some administrative controls that can be implemented outdoors include the following: 

• Keep areas, such as the parking lots and sidewalks, clean and in good repair condition.  

• If snow or ice are a factor, additional controls can be implemented to either remove the 

snow where feasible or, in the case of ice, to treat the surface with sand or other 

environmentally friendly material. If surfaces are sloped, an additional precaution may 

be used to temporarily suspend use of the area.  

• Use adhesive stripping material or anti-skid paint wherever possible.  

3. What should be used whenever possible to help reduce slips, trips and falls? 

a. Paint with silica particles 
b. Adhesive strips or anti-skid paint 
c. Salt 
d. Sand or small gravel 

A wide variety of surfaces are available indoors. Although most provide some degree of slip 

resistance in their original state, there are some exceptions. Highly polished floors can be 

extremely slippery even when dry and definitely increases the potential for a slip when 

moisture is present. Other types of floors present hazards especially in the presence of 

moisture, liquid spills, or food.  

Control measures that can be implemented indoors to prevent, or minimize as much as 

possible, injuries caused by wet surfaces include the following: 

• Anti-skid adhesive tape is an excellent and economically feasible fix to combat slips or 

trips.  

• During inclement weather conditions, moisture-absorbent mats should be placed in 

entrance areas. Caution: Improper mats can become tripping hazards. 

• Floor mats should have beveled edges, lie flat on the floor, and be made out of material 

or contain a backing that will not slide on the floor.  
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• Have readily available and display wet floor signs. An additional caution: A wet floor sign 

is a valuable tool to attract attention but should not in of itself be a sole control 

technique. It is also important that once the hazard is removed the sign is also removed. 

Otherwise, they become commonplace and lose their intended effectiveness.  

• Have a policy or procedure implemented articulating the appropriate action to be taken 

when someone causes or comes across a food or liquid spill.  

• Proper area rugs or mats should be used in food preparation areas or bathing facilities. 

A more expensive, but effective, measure in these particular areas is chemical treatment 

of the floor surface, which increases the coefficient of friction when moisture is present.  

• Where wet processes are used, maintain adequate drainage, mats, and false floors 

wherever possible.  

4. Why should you take caution when choosing mats for areas with wet floors? 

a. Mats can actually make it more slippery 
b. They can be very expensive 
c. Mats can become tripping hazards 
d. Mats slip if not properly secured 

Obstacles and Clutter 

Injuries can also result from trips caused by reasons other than slippery surfaces, namely 

inadvertent contact with obstacles or other types of material (debris) and/or equipment. For 

example, obstacles could include obstructions across hallways, material stacked or dumped in 

passageways, clutter, and the list can go on.  

As mentioned earlier, good housekeeping in work and walking areas is still the most effective 

control measure in avoiding these types of hazards. This means having policies or procedures in 

place and allowing time for cleaning the area, especially where scrap material or waste is a by-

product of the work operation.  

Keep aisles and corridors clean, clear, and in good repair to the maximum extent possible. This 

is especially true in office environments where there is a common tendency to store or stack 

material, especially boxes, in hallways and corridors. Not only is this an unsafe practice 

conducive to a tripping hazard, but also a source of fuel in the event of a fire. 
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5. What's the best way to prevent slip, trip and fall accidents? 

a. Good housekeeping 
b. OSHA regulations 
c. A zero-tolerance program 
d. Approved foot protection 

Fall Hazard  

A fall hazard is anything in the workplace that could cause an unintended loss of balance or 

bodily support and result in a fall. Fall hazards cause accidents such as the following:  

• A worker walking near an unprotected leading-edge trip over a protruding board.  

• A worker slips while climbing an icy stairway.  

• A makeshift scaffold collapses under the weight of four workers and their equipment.  

• A worker carrying a sheet of plywood on a flat roof steps into a skylight opening.  

Fall hazards are foreseeable. You can identify them and eliminate or control them before they 

cause injuries.  

Identify Hazardous Work Areas  

Determine if tasks could expose you or others to the following fall hazards:  

• Holes in walking/working surfaces that they could step into or fall through.  

• Elevated walking/working surfaces six feet or more above a lower level.  

• Skylights and smoke domes that workers could step into or fall through.  

• Wall openings such as those for windows or doors that workers could fall through.  

• Trenches and other excavations that workers could fall into.  

• Walking/working surfaces from which workers could fall onto dangerous equipment.  

• Hoist areas where guardrails have been removed to receive materials.  
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• Sides and edges of walking/working surfaces such as established floors, mezzanines, 

balconies, and walkways that are 6 feet or more above a lower level and not protected 

by guardrails at least 39 inches high.  

• Ramps and runways that are not protected by guardrails at least 39 inches high.  

• Leading edges - edges of floors, roofs, and decks - that change location as additional 

sections are added.  

• Wells, pits, or shafts not protected with guardrails, fences, barricades, or covers.  

Identify Fall Hazards That You Can Eliminate  

Eliminating a fall hazard is the most effective fall-protection strategy. Ways to eliminate fall 

hazards:  

• Perform construction work on the ground before lifting or tilting it to an elevated 

position.  

• Install permanent stairs early in the project so that workers don't need to use ladders 

between floors.  

• Use tool extensions to perform work from the ground.  

• Identify fall hazards that you can't eliminate. If you can't eliminate fall hazards, you need 

to prevent falls or control them so that workers who may fall are not injured.  

• Ways to prevent falls include covers, guardrails, handrails, perimeter safety cables, and 

personal fall-restraint systems.  

• Ways to control falls include personal fall-arrest systems, positioning-device systems, 

and safety-net systems. Use these fall-protection systems only when you can't eliminate 

fall hazards or prevent falls from occurring.  

Consider Other Factors that Could Increase the Risk of Falls 

When analyzing the workplace and activities for fall hazards, it's important to ask as many 

questions as you can to anticipate potential accidents.  

Here are some questions to ask:  
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• Will tasks expose workers to overhead power lines? 

• Will they need to use scaffolds, ladders, or aerial lifts on unstable or uneven ground? 

• Will they be working during hot, cold, or windy weather? 

• Will workers need to frequently lift, bend, or move in ways that put them off balance? 

• Will they be working extended shifts that could contribute to fatigue? 

6. A fall hazard is anything in the workplace that could _____ and result in a fall. 

a. instigate an unsafe behavior 
b. bring legal judgment against the employer 
c. result in an OSHA accident investigation 
d. cause an unintended loss of balance or bodily support 

Eliminating Fall Hazards 

Eliminating a fall hazard is the most effective fall-protection strategy. Eliminating a fall hazard is 

the most effective fall-protection strategy. Ways to eliminate fall hazards and reduce exposure 

to them include the following: 

• Performing construction work on the ground before lifting or tilting it to an elevated 

position. 

• Installing permanent stairs early in the project so that workers don't need to use ladders 

between floors. 

• Using tool extensions to perform work from the ground. 

• Identifying fall hazards that you can't eliminate. If you can't eliminate fall hazards, you 

need to prevent falls or control them so that workers who may fall are not injured. 

• Installing covers, guardrails, handrails, perimeter safety cables, and personal fall-

restraint systems. 

• Using fall-arrest systems, positioning-device systems, and safety-net systems. Use these 

fall-protection systems only when you can't eliminate fall hazards or prevent falls from 

occurring. 
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7. When is the use of fall-arrest systems necessary? 

a. When it is not possible to eliminate the fall hazard 
b. Anytime when working above 4 feet in height 
c. When safety net systems are not available 
d. When the use of fall-restraint is inconvenient 
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Module 4: Preventing Workplace Violence 

The National Institute for Occupational Safety and Health (NIOSH) defined workplace violence 

as, "...any physical assault, threatening behavior, or verbal abuse occurring in the work setting." 

(NIOSH, 1996)  

Nearly 2 million American workers report having been victims of workplace violence each year. 

Unfortunately, many more cases go unreported. Research has identified factors that may 

increase the risk of violence for some workers at certain worksites. Such factors include 

exchanging money with the public and working with volatile, unstable people. Working alone or 

in isolated areas may also contribute to the potential for violence.  

All too frequently, employees become victims of violent acts that result in substantial physical 

or emotional harm. For injured or threatened employees, workplace violence can lead to 

medical treatment, missed work, lost wages, and decreased productivity. 

For many occupations, workplace violence represents a serious occupational risk. Violence at 

work can take many forms: harassment, intimidation, threats, theft, stalking, assault, arson, 

sabotage, bombing, hostage-taking, kidnapping, extortion, suicide, and homicide. For each 

murder, there are countless other incidents of workplace violence in which victims are 

threatened or injured. 

Here are some recent Bureau of Labor Statistics (BLS) for workplace violence: 

• A total of 749 workplace homicides (shootings and stabbings) and self-inflicted injuries 

were recorded in the United States in 2014. 

• Homicide was the leading cause of death for women at work, accounting for 42% of on-

the-job fatalities.  

• Among the workplace homicides in which women were the victims, the greatest share 

of assailants were relatives or domestic partners (32 percent of those homicides).  

• In workplace homicides involving men, robbers were the most common type of assailant 

(33 percent). 

Source: Workplace Violence. (2012) The National Center for Victims of Crime. Retrieved from http://www.victimsofcrime.org/library/crime-

information-and-statistics/workplace-violence 

  

https://www.cdc.gov/niosh/docs/96-100/
https://www.bls.gov/
http://www.victimsofcrime.org/library/crime-information-and-statistics/workplace-violence
http://www.victimsofcrime.org/library/crime-information-and-statistics/workplace-violence
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1. What is the greatest share of assailants among workplace homicides in which women are 
the victims? 

a. Personal friends 
b. Co-workers 
c. Relatives or domestic partners 
d. Robbers 

Types of Workplace Violence 

Occupational health researchers have classified workplace violence into the following 4 types: 

Type 1: Criminal Intent 

In Type 1 violence, the perpetrator has no legitimate relationship to the business or its 

employees and is usually committing a crime in conjunction with the violence (robbery, 

shoplifting, trespassing).  

Type 2: Customer/Client-on-Worker 

Type 2 violence is common and deals with the customer/client relationship to include clients, 

patients, family members, and visitors, and is referred to as client-on-worker violence. In the 

healthcare industry, research shows that this type of violence occurs most frequently in 

emergency and psychiatric treatment settings, waiting rooms, and geriatric settings, but is by 

no means limited to these.  

Type 3: Worker-on-Worker 

Type 3 violence between coworkers is commonly referred to as lateral or horizontal violence. It 

includes bullying, and frequently manifests as verbal and emotional abuse that is unfair, 

offensive, vindictive, and/or humiliating though it can range all the way to homicide. Worker-

on-worker violence is often directed at persons viewed as being "lower on the food chain" such 

as in a supervisor to employee though incidence of peer to peer violence is also common.  

Type 4: Personal Relationship 

In Type 4 violence, the perpetrator has a relationship to the employee outside of work that 

spills over to the work environment. For example, the husband of an employee follows her to 

work, orders her home and threatens her, with implications for not only this employee but also 

for her coworkers and visitors.  
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2. Which type of violence is most common in healthcare settings? 

a. Type 1: Criminal Intent 
b. Type 2: Customer/Client-on-Worker 
c. Type 3: Worker-on-Worker 
d. Type 4: Personal Relationship 

Training Violence Prevention  

Training is a critical component of any prevention strategy. Training is necessary for employees, 

supervisors, and the staff members of each department who may be involved in responding to 

an incident of workplace violence. Training and instruction on workplace violence ensures that 

all staff is aware of potential hazards and how to protect themselves and their co-workers 

through established prevention and control measures.  While most everyone agrees there are 

clear warning signs before most acts of workplace violence, what action should be taken varies. 

Nevertheless, making information available to employees about the potential for violence in 

the workplace, how to recognize the early warning signs of a troubled or potentially violent 

person, and how to respond to such a person, could save a life.  

Not all individuals who are distraught over services (or lack thereof) or their termination of 

employment will become violent. The primary type of training that may be beneficial to all 

employees is that which concentrates on conflict resolution. 

Supervisor and Manager Training  

Supervisors and managers must be trained to recognize high-risk situations, so they can ensure 

that workers are not placed in assignments that compromise their safety. Such training should 

include encouraging workers to report incidents and to seek the appropriate care after 

experiencing a violent incident. 

3. Which of the following topics must supervisors and managers be trained in violence 
prevention training? 

a. Recognizing high-risk situations 
b. OSHA violence prevention regulations 
c. Zero tolerance program 
d. How to confront perpetrators 
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Training Topics 

In general, training should cover the policies and procedures for a facility as well as de-

escalation and self-defense techniques. Both de-escalation and self-defense training should 

include a hands-on component. The following provides a list of possible training topics:  

• The workplace violence prevention policy; 

• Risk factors that cause or contribute to assaults; 

• Policies and procedures for documenting employee changes in behavior; 

• The location, operation, and coverage of safety devices such as alarm systems, along 

with the required maintenance schedules and procedures; 

• Early recognition of escalating behavior or recognition of warning signs or situations that 

may lead to assaults; 

• Ways to recognize, prevent or diffuse volatile situations or aggressive behavior, and 

manage anger; 

• Ways to deal with hostile people other than employees, such as relatives and visitors; 

• Proper use of safe rooms-areas where staff can find shelter from a violent incident; 

• A standard response action plan for violent situations, including the availability of 

assistance, response to alarm systems and communication procedures; 

• Ways to protect oneself and coworkers, including use of the "buddy system"; 

• Policies and procedures for reporting and recordkeeping; 

• Policies and procedures for obtaining medical care, counseling, workers' compensation 

or legal assistance after a violent episode or injury. 
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4. Which topics in violence prevention training should include a hands-on component? 

a. early recognition of escalating behaviors  
b. proper use of safe rooms-areas  
c. de-escalation and self-defense techniques  
d. safety devices such as alarm systems 

Written Policies 

In most workplaces where risk factors can be identified, the risk of assault can be prevented or 

minimized if employers take appropriate precautions. One of the best protections employers 

can offer their workers is to establish a zero-tolerance policy toward workplace violence. This 

policy should cover all workers, patients, clients, visitors, contractors, and anyone else who may 

come in contact with company personnel. 

It is critical to ensure that all workers know the policy and understand that all claims of 

workplace violence will be investigated and remedied promptly. In addition, OSHA encourages 

employers to develop additional methods as necessary to protect employees in high risk 

industries. 

Company programs can also be implemented without a written policy statement. In these 

companies, employees are often given information about the program (especially whom to call) 

in training sessions, on posters, in newsletter articles, or by other similar methods. Companies 

have an inherent right to take action against employees who engage in disruptive or 

threatening behavior whether or not they have issued a written policy statement. 

A workplace violence policy statement should convey that: 

 

• All employees are responsible for maintaining a safe and healthful work environment; 

• The policy covers not only acts of physical violence, but harassment, intimidation, and 

other disruptive behavior; 

• The policy covers incidents involving all interactions between: 

• supervisor to employee; 

• employee to employee; 
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• employee to supervisor; 

• employee to non-employee; and 

• non-employee to employee; 

• The company will respond appropriately to all reported incidents; 

• The company will act to stop inappropriate behavior; and 

• Supervisors and all of the departments involved in responding to incidents will be 

supported by company management in their efforts to deal with violent and potentially 

violent situations. 

5. What is one of the best protection’s employers can offer their workers in a violence 
protection program? 

a. A no fault disciplinary policy 
b. A "gun free zone" policy 
c. A zero-tolerance policy 
d. A total-allowance policy 
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Module 5: Safety and Health Programs 

A workplace safety and health system includes many programs that describe what people, 

business owners, managers and employees do to prevent injuries and illnesses at their 

workplace. A workplace safety and health program may be just a concept, but it is an important 

one. Effective management of worker safety and health protection is a decisive factor in 

reducing the extent and severity of work-related injuries and illnesses and related costs.  

An effective safety management system includes provisions for the systematic identification, 

evaluation, prevention and control of workplace hazards, and continuous improvement of its 

programs. 

Elements of a Safety Program 

An effective occupational safety and health program will include the following main elements: 

• Management commitment and Leadership 

• Accountability 

• Safety Involvement 

• Safety Communications 

• Hazard Identification and Control 

• Accident Investigation and Analysis 

• Safety Education and Training 

• Continuous Safety Improvement 

Effective programs have clear principles that focus on priorities and guide program design. 

Developing an effective safety management system begins with conducting an initial baseline 

survey and evaluation of existing programs and policies within the company. The information 

gained from the baseline survey and evaluation can be used to improve weak policies, 

programs, processes and procedures.  
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1. Which activity is used to assess, evaluate, and improve the safety management system? 

a. Invite OSHA to inspect 
b. Perform Job Hazard Analyses 
c. Conduct a baseline survey and evaluation 
d. Inspect and conduct interviews 

Management Commitment and Leadership 

Top Management Commitment (TMC) is defined by how much time, money, and concern the 

employer gives to safety. The degree to which managers demonstrate TMC indicates their 

understanding of the benefits derived from an effective safety management system. 

It is essential to the success of your company's safety and health program that top 

management demonstrates not only an interest, but a long-term serious commitment to 

protect every employee from injury and illness on the job. But, if you think you don't have that 

level of commitment, how do you get it? Real commitment doesn't just appear out of thin air. 

What is the secret? 

Here's the secret - management commitment to safety will occur to the extent each manager 

clearly understands the positive benefits derived from their effort. 

Understanding the benefits will create a strong desire on the part of management to improve 

the company's safety culture. Managers will invest serious time and money into effective safety 

management by developing what I call the "6-Ps" within each element in the SMS:  

Leadership  

Every day, employees, supervisors and managers have many opportunities to communicate and 

act in ways that demonstrate safety leadership. Unfortunately, these opportunities go 

unanswered because they are not seen as opportunities. Employers and managers do not 

understand that the simple expression of tough-caring safety leadership can result in enormous 

benefits. The inability to perceive leadership opportunities as they arise limits the company's 

potential to succeed. 

  

https://www.oshatrain.org/courses/mods/601-additional-info-sms-components.php
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2. What is the "secret" in getting top management commitment to safety? 

a. Understanding the benefits 
b. Implementing a strong disciplinary program 
c. Developing a close relationship with OSHA 
d. Continuous inspection process 

Accountability 

It's important that the employer fulfill legal obligations to the law and every employee. 

Effective workplace safety accountability exists if: appropriate behaviors are objectively 

evaluated and result in effective consequences. 

An effective accountability system will include all of the following elements:  

1. Formal (written) standards and expectations. Before employees can be held 

accountable, management must develop and communicate clear standards of employee 

behavior. 

2. Physical resources. Before management can hold employees accountable, they must 

first fulfill their obligation to provide employees with the tools and equipment to 

perform safely. 

3. Psychosocial support. Management must provide the adequate psychosocial support so 

that employees can achieve standards of behavior. 

4. A process to evaluate behaviors. It's important that behaviors, not outcomes, are 

measured and evaluated so that discipline is based on facts, not feelings. Employees 

should be disciplined only for substandard behavior and the safety management system 

has not failed the employee. Punishing an employee for getting hurt is never justified. 

5. Effective Consequences. Consequences should be "progressive" to be effective. 

Effective discipline will change behavior in the desired direction. Discipline that changes 

the behavior of one employee may not change the behavior of another. 

6. Appropriate application of consequences. Appropriate consequences ensure discipline 

is justified and perceived as fair. For discipline to be considered justified and fair, 

supervisors and managers should first conduct a self-evaluation to make sure they are 

meeting their obligations to employees. 
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7. Evaluation of the accountability system. Evaluation is essential in order to continually 

improve the accountability system. Management should analyze the system to 

determine how well it's working, and then evaluate the system to make a judgment 

about its effectiveness. 

3. Effective workplace safety accountability exists if appropriate behaviors are objectively 
_____ and result in effective _____. 

a. analyzed, management 
b. evaluated, consequences 
c. identified, outcomes 
d. determined, data 

Safety Involvement 

The best safety programs occur when everyone shares responsibility for their personal safety. 

For that to happen, all employees must know they are helping to develop a program. 

Employees at all levels should be actively involved in finding and correcting safety and health 

problems. In other words, effective safety and health programs involve the employee who has a 

stake in its success.  

One of the best ways to involve employees is through active participation as a member of a 

safety committee. A safety committee is a group of employees, representing labor and 

management, who are responsible for promoting workplace safety and health. Employees can 

volunteer to be part of the committee or they can be nominated by their co-workers. 

Below is a list of examples of employee involvement in a safety and health program. 

• Employees help review and improve the program. 

• Employees take safety education and training classes. They can identify hazards and 

suggest how to eliminate or control them. 

• Employees volunteer to participate on the safety committee. 

Employee participation means they are encouraged to participate fully in the safety and health 

program. That includes the review and investigation of injuries and illnesses, periodic workplace 

inspections, regular safety and health meetings, and recommendations to the employer with 

respect to the administration of the program elements. Effective employee involvement 
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includes the right of employees to ask for outside opinions and information on safety and 

health questions that are related to the workplace. 

4. What is one of the best ways to involve employees in safety? 

a. Give them positions of responsibility  
b. Ask them to report violations 
c. Regular communication with OSHA 
d. Membership in a safety committee 

Safety Communications 

Effective communication is essential for a successful program. Everyone with a stake in worker 

health should have knowledge of what is being done and why it's important to them and their 

co-workers. Management should also provide periodic updates to employees and needs to 

keep the program visible through data-driven reports.  

Content vs. Relationship Communications 

An important concept in communications is the Two-Level Theory which states that in any 

communications process messages are sent and received on two levels. 

• Content Level - What is said. The first level is called the content level and describes the 

"data" that is being sent. The only information transferred at this level is data, usually in 

the form of informal spoken words or formal written material. 

• Relationship Level - How it is said. The second level of communication is a little more 

abstract. It has greater impact on those who receive the message. It's called the 

relationship level which describes the communication that establishes the relationship 

between the sender and the receiver. It is how the message is sent that sets up the 

relationship. Relationships between sender and receiver are always established with 

every communication. Generally, the tone of voice and body language combine to set 

up relationships.  

It's important to know that a person will be more affected by how you say something 

(relationship level communication), for instance the tone of your voice, than by what you say 

(content level communication). 

If you are a safety committee representative, think about the relationship set up between you 

and your co-workers. What happens when you receive their concerns and suggestions, report 

them to the safety committee, but fail to provide feedback in a timely manner? Aren't you 
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ignoring them? That's the worst of all possible responses. Make sure you get back with your co-

workers as soon as possible to let them know the status of their concerns or suggestions. This is 

probably your most important job as a safety committee representative.  

5. A person will be more affected by the _____, for instance the tone of your voice, than by 
what you say. 

a. relationship level communication 
b. content level communication 
c. data relevance of your message 
d. depth of meaning 

Hazard Identification and Control 

A workplace hazard is any unsafe condition or practice that could cause an injury or illness to an 

employee. Most accidents are ultimately caused by weaknesses in the safety management 

system because those weaknesses affect the effectiveness of the safety program which, in turn, 

affect behaviors and conditions in the workplace.  

Primary Sources of Hazards (MEEPS) 

There are four primary sources of hazards in the workplace: 

1. Materials: Includes flammable/explosive substances, toxics, chemical reactions.  

2. Equipment: Includes unguarded machines, equipment defects, electrical contact, 

ergonomics, high pressure, vibration.  

3. Environment: Includes hazardous atmospheres, radiation, temperature extremes, 

working at elevation, noise levels. 

4. Employees: Includes use and abuse of drugs, alcohol, fatigue, and workplace violence. 

Methods to identify Hazards 

There are four important methods to identify and control hazards in the workplace: 

1. The walkaround inspection - identifies hazards in various work areas so that they can be 

mitigated. 

2. Observation - identifies safe and unsafe behaviors to improve control strategies. 
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3. Job Hazard Analysis (JHA) - identifies hazards and safe work procedures for hazardous 

jobs. 

4. Accident Analysis and Investigation - identifies surface and root causes for accidents so 

that controls can be implemented. 

Methods to Control Hazards 

The "Hierarchy of Controls" includes six strategies used to control hazards and exposure in the 

workplace. The first three strategies eliminate or reduce the hazard, while the last three can 

eliminate or reduce exposure to hazards. The highest priority is to eliminate the hazard because 

if you don't have the hazard, you are much less likely to have an accident. 

Hierarchy of Controls 

This version of the HOC is from ANSI Z10 guidelines. 

1. Elimination: Completely eliminate the hazard to that it cannot cause an accident. This is 

your first priority if feasible. 

2. Substitution: Replace materials, equipment, etc., with something that reduces the 

hazard to acceptable limits. 

3. Engineering controls: Design the environment, materials, tools, equipment and 

machines so that they do not present hazards. 

Exposure Controls 

4. Warnings. Place OSHA signs (Danger, warning, caution, or safety instruction), audible 

alarms (klaxon, whistles, buzzers), or tactile warnings (vibration or fans) that alert 

employees about the presence of hazards. 

5. Administrative controls: Develop policies, programs, processes, procedures, practices, 

rules, and signage to eliminate or reduce exposure to hazards. 

6. Personal Protective Equipment (PPE): PPE and Fall Protection is used in conjunction 

with other controls to eliminate or reduce exposure to hazards. 

  

https://www.assp.org/standards/standards-topics/osh-management-z10
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6. What is the top priority in controlling hazards? 

a. Administrative controls 
b. Engineering controls 
c. Substitution 
d. Elimination 

Accident Analysis and Investigation 

Accident analysis and investigation is a critical process. The purpose of the process is different, 

depending on who conducts it: The employer analyses accidents to fix their safety management 

systems, while OSHA investigates accidents to determine if the employer violated OSHA 

regulations. Do you see the difference?  

An effective employer accident analysis process will include the following steps:  

1. Secure the accident scene to make sure things are not moved or removed. 

2. Collect facts about what happened by conducting interviews, taking photos/videos, 

making sketches, and observations. 

3. Develop a sequence of events to discover how the accident happened. 

4. Analyze each event in the sequence to discover surface and root causes for the 

accident. Surface causes  

5. Develop recommendations for immediate corrective action and long-term system 

improvements. 

6. Write the accident report detailing findings. 

There are three levels of analysis that must be completed to make sure the accident analysis is 

effective:  

1. Injury analysis to discover the direct cause of injury. This always involves the interaction 

between the hazard and employee exposure. For example, a burn injury is the result of 

an employee's hand coming into contact with a flame. 

2. Event analysis to look for hazardous conditions and employee behaviors in each event 

that caused or contributed to the accident. For example, analysis discovered that the 
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burn to the hand was caused by the employee forgetting to wear personal protective 

equipment. 

3. System Analysis to identify related root causes: those underlying management system 

design and implementation weaknesses that contributed to the accident. Look for 

inadequate policies, programs, plans, processes, procedures and practices affecting 

general conditions and behaviors. For instance, analysis uncovered that the employee 

was not wearing PPE because there were inadequate supplies. 

7. Which level of analysis is conducted to look for conditions or behaviors that caused or 
contributed to an accident? 

a. Injury analysis 
b. Event analysis 
c. Program analysis 
d. System analysis 

 

Education and Training 

Safety education "tells why." Education builds the philosophical foundation that establishes 

why safety is important. Education transfers general knowledge and more specifically explains 

natural and system consequences. The goals of safety education are to primarily increase 

knowledge and improve attitudes. Here are some important things to remember about safety 

education: 

• General/Specific information and instruction is presented 

• Knowledge and skills are not measured or evaluated 

• Trainers may write goals for students. Instructional objectives are not required 

• All you have to do is attend to get a certificate 

• Measurement and evaluation focus on student's reaction to the training session rather 

than learning 

• Measurement and evaluation tools include - surveys and evaluation forms 
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Safety training "shows how." Training is one form of education that helps build specific 

knowledge and skills to perform safe procedures and practices. The goals of safety training are 

to primarily increase knowledge and improves skills. On the job training (OJT) is a very effective 

training strategy. Important points to remember about safety training include:  

• Training describes general/specific policies, procedures, practices. 

• Trainers should write goals and learning objectives for students. 

• Knowledge and skills are measured and evaluated immediately after training in the 

learning environment. 

• Trainers measure and evaluate learners using oral/written exams, and skill 

demonstrations. 

• Learners must "pass a test" in class to get a certificate. 

• This level is required for certifying employees are "qualified" to perform hazardous 

procedures and practices.  

Experience can improve skills. Experience is a natural form of education. Experience within a 

supportive safety culture will help to further increase knowledge, skills and attitudes about 

safety in the workplace. It's important to understand how important the safety culture is to safe 

performance. 

Consequences can sustain behavior. Consequences motivate employees to learn. When 

employees understand the natural consequences (hurt or health) of their actions, they're more 

likely to use safe procedures and practices. Employees are also more likely to comply when they 

understand that system consequences (discipline, recognition) will be administered. 

8. Which of the following helps build specific knowledge and skills to perform safe 
procedures and practices? 

a. Instruction 
b. Education 
c. Training 
d. Experience 
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Continuous Safety Improvement 

It's important to think of safety as an important aspect of both product and process quality in 

the workplace. In this course, we'll address those concepts and principles that apply safety 

specifically to process safety. Let's take a brief look at how product and process safety differ.  

Product quality is elusive. The only way you know you have it is by asking those who define it: 

The customer. All the company can do is to try hard to produce a product that fits the 

customer's definition of quality. When the product is designed to prevent injury or illness, the 

customer will define the product as safe. As we all know, customer perceptions about product 

safety are very important these days. Unfortunately, some companies do not take safety into 

consideration when designing their products. Consequently, they may unintentionally design 

unsafe or unhealthful features into their products. 

Process quality and safety are very closely related. Process quality may be considered error-

free work, and safety, as one element of process, can be thought of as injury-free work. When 

an injury occurs, the "event" increases the number of unnecessary and wasted steps in the 

production process. How does safety fit into the continuous quality improvement philosophy? 

 

The Shewhart/Deming Cycle 

After analyzing your safety management system, you may discover that one or more 

improvements to your is necessary, it's important to carefully develop and implement the 

change using a planned method.  

One simple change management technique is to use the Plan-Do-Study-Act (PDSA) Cycle (See 

below). It was first developed by Dr. Walter Shewhart, and later applied by W. Edwards 

Deming, the father of total quality management, to transform the industry of Japan after World 

War II. He promoted the PDSA Cycle that was partly responsible for Japan's meteoric rise in 

manufacturing. He believed that statistics hold the key to improving processes, and that 

management must take responsibility for quality in the workplace because management 

controls the processes. 
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9. Which of the following is closely related to safety and is considered "error-free" work? 

a. Process quality 
b. Product quality 
c. Service quality 
d. Procedural quality 

 


