
 

 

Safety Responsibilities 

 
Subject:   Safety Responsibilities  
Organization:  Any  
Example of:  Standard Safety Policy 
 
The Safety Committee will: 
 

• Study safety records to identify the causes of accidents and to suggest solutions. 
• Make periodic inspections to locate hazards or unsafe conditions, and then make sure that those hazards are eliminated.  
• Review work rules when new equipment is installed. 
• Request insurance carriers or workers’ compensation agencies to inspect the workplace. 
• Provide safety training. 
• Encourage the prompt and accurate reporting of accidents. 
• Hold regular monthly meetings: 

° Review minutes from last meeting. 
° Determine those areas that continue to present a safety hazard. 
° Review building inspection reports and where unfavorable, unsafe, or potentially unsafe conditions exist and 

recommending actions to be taken in order to eliminate such conditions. 
° Review those work-related injuries and illnesses and workers’ compensation cases that have arisen since the last 

meeting and recommend actions to reduce the possibility of further injuries. (These data are to be de-identified to 
protect the privacy of individuals.) 

° Review OSHA violations and/or citations (if any) and recommend steps for prompt compliance. 
•  Recommend procedures covering the safety programs. 
•  Distribute the inspection procedure and checklist. 

 
The safety committee shall consist of supervisors and employees selected by management. The committee is to make 
recommendations and forward information it gathers. The committee is not to discuss terms and conditions of employment, which 
can be a violation of the National Labor Relations Act. 
 
Employees will be paid for the time they spend participating in safety committee matters. 
 
The Safety Manager/Department will: 
 

• Support the safety committee. 
• Maintain OSHA logs and any records required by state laws. 
• Require periodic medical examinations required by law (e.g., hearing tests). 
• Identify needed personal protective equipment and require that personal protective equipment be used regularly. 
• Ensure the company’s compliance with its OSHA obligation to pay for personal protective equipment. 
• Coordinate the use of meetings, contests, DVDs, discussion groups, communications, and other activities to train selected 

groups and educate all employees for awareness of safety and housekeeping problems. 
• Maintain facilities for first aid, fire extinguishers, emergency exits, walkways, parking lots, control panels, air temperature, 

cleanliness, lavatories, lighting, and other environmental factors. 
• Inspect facilities regularly to ensure compliance with safety standards. 
• Conduct periodic safety drills (e.g., fire evacuations). 
• Act on recommendations from the safety committee. 

 

Having set policies and procedures, especially in the area of safety is a critical component to keeping employees safe, 
productive, and wrangling expenses. 



 

 

 
 
Supervisors will: 
 

• See that there is complete safety in his or her area at all times Employee safety on the job is the primary responsibility of 
every supervisor.  

• Take the initiative to make corrections where he or she has such authority. Lacking direct authority, he or she must report 
any condition or employee practice that is likely to cause an accident. The contributing factor in over 60 percent of all 
accidents involves both the employee and his or her environment. 

• Complete accident investigation forms as soon as possible and return to the safety manager. Instructions on the form 
should be followed explicitly. 

• Be constantly on the alert for incidents of human error and mechanical failure.  
 
General Responsibilities of Management 
 
To make the program effective, every member of management will ensure that: 
 

1. Work is not assigned that is hazardous or located in a hazardous area until all steps have been taken to provide for 
employee safety, e.g., employees are provided with personal protective equipment.  

2. All employees receive proper job instruction and are familiar with safety and health rules and regulations. Supervisors 
shall make sure that new employees know all safety, health, and housekeeping rules to which their jobs are subject.  

3. Work areas are frequently examined to ascertain that the work environment is safe and that employees are working in a 
safe manner. 

4. All safety and health deficiencies are corrected immediately and not repeated. 
5. Accidents are investigated and corrective action is initiated where necessary.  
6. All safety procedures are followed consistently. 

 
General Responsibilities of Employees 
 

1. Every employee has a specific role in preventing lost-time accidents. 
2. Each employee is expected to participate actively in the Safety Program and observe all safety measures. 
3. Each employee is to report every accident. 
4. Each employee is to correct or report any safety hazard in his or her work area. 
5. Each employee is to wear the proper personal protective equipment. 
6. Each employee is to lockout or tag out equipment that is unsafe to operate or use and immediately notify a supervisor 

about any unsafe equipment. 
 

 
 
 


