
(2) Responsibilities 
 

(2.1) Management Responsibilities 

The management team at [Your Company Name] plays a crucial role in ensuring a safe and 

healthy work environment. We have a legal and ethical obligation to prioritize safety in our 

operations. 

 

• Establishing and Implementing Safety Policies 

Management is responsible for developing, implementing, and enforcing workplace 

safety and health policies and procedures. These policies should be comprehensive, up-

to-date, and in compliance with OSHA regulations. 

 

• Providing Training and Resources 

Management must ensure all employees have adequate training on safety procedures, 

hazard recognition, and emergency responses. This training should be regularly 

updated, and refresher sessions provided as necessary. 

Moreover, management is responsible for providing the necessary resources, including 

personal protective equipment (PPE) and other safety tools, to employees at no cost. 

 

• Regular Safety Inspections and Hazard Assessments 

Management should conduct regular safety inspections and hazard assessments to 

identify potential risks and determine appropriate control measures. Necessary 

corrective actions should be taken promptly to eliminate or mitigate identified hazards. 

 

• Maintaining Communication 

Management is responsible for maintaining clear lines of communication about safety 

and health in the workplace. This includes encouraging employees to report hazards 

without fear of retaliation, addressing safety concerns promptly, and providing regular 

updates about safety measures. 

• Record Keeping 

Management should maintain accurate records of workplace injuries, illnesses, 

inspections, incident investigations, and employee training as per OSHA regulations. 

These records should be readily available for review by employees and OSHA officials. 

• Promoting a Safety Culture 

Finally, it is the responsibility of management to promote a culture of safety 

throughout the organization. This means demonstrating a strong commitment to 

safety in their actions and decisions, and fostering an environment where safety 

is considered a shared responsibility. 



 

 

(2.2) Employee Responsibilities 

At [Your Company Name], safety is everyone’s responsibility. Each employee plays a critical 

role in maintaining a safe and healthy work environment. Here are the key responsibilities for 

employees: 

 

• Comply with Safety Rules and Procedures 

Every employee is expected to comply with all safety rules, follow prescribed 

safety procedures, and wear the required personal protective equipment (PPE) 

for their specific tasks. 

• Report Hazards and Unsafe Conditions 

If you identify a hazard or unsafe condition, report it immediately to your 

supervisor or the person responsible for workplace safety. This includes unsafe 

actions by coworkers, unsafe conditions, or faulty equipment. 

• Attend Safety Training 

Employees are required to attend all mandated safety training sessions. This will 

help you understand potential workplace hazards and how to protect yourself and 

others. 

• Use Equipment Correctly 

Always use tools and equipment in the manner they were designed to be used. 

Never modify tools or equipment without authorization. 

• Participate in Safety Inspections 

When requested, employees are expected to participate in safety inspections 

and provide honest feedback about workplace conditions and safety procedures. 

• Seek Guidance 

If you are uncertain about how to perform a task safely, ask for guidance from 

your supervisor. Never proceed with a task if you feel it may be unsafe or if you 

are unsure about the correct procedure. 

• Report Injuries and Illnesses 

If you become injured or ill as a result of your work, report it immediately to your 

supervisor. Even minor injuries should be reported so appropriate action can be 

taken to prevent further incidents. 

Maintaining a safe work environment is a shared responsibility. Your cooperation 

and proactive involvement in safety matters are key to a safe and healthy 

workplace at [Your Company Name]. 



 

 

(2.3) Safety Committee 

The Safety Committee at [Your Company Name] is an integral part of our commitment to 

workplace safety. The committee is composed of employees from various departments 

and levels of the company, with representation from both management and non-

management personnel. 

 

Responsibilities 

The Safety Committee is responsible for: 

• Identifying potential hazards and recommending solutions. 

• Reviewing incident and injury reports to understand trends and prevention strategies. 

• Conducting regular safety inspections of the workplace. 

• Assisting in the development and review of safety policies and procedures. 

• Organizing and promoting safety training and awareness programs. 

• Serving as a communication link between employees and management on issues 

related to workplace safety. 

Meetings 

The Safety Committee meets on a regular basis, such as monthly or quarterly. Meeting 

agendas may include safety inspection results, incident review, policy discussions, and 

planning for safety training events. Minutes are recorded for each meeting and made 

available to all employees. 

Safety Inspection Form 

A Safety Inspection Form will be used by the Safety Committee during their regular safety 

inspections. The form will include fields for: 

• Date of inspection 

• Name of the person conducting the inspection 

• Location/area of the inspection 

• Identified hazards. 

• Recommended corrective actions. 

• Date for re-inspection to ensure the corrective action was implemented. 

 

Incident Review Form 



The Incident Review Form helps the committee to analyze workplace incidents and identify 

preventative measures. This form will include fields for: 

• Date and time of the incident 

• Description of the incident 

• Root cause analysis 

• Recommended preventative measures. 

• Follow-up actions and their implementation dates 

Being a part of the Safety Committee is a significant responsibility and requires 

commitment to our company’s safety culture. Together, we can create a safer and 

healthier work environment at [Your Company Name]. 

 

 

 

 


