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6 Tips to Respond to Employee Anxiety 
About COVID-19
With coronavirus (COVID-19) officially a pandemic, 
public fear and anxiety are on the rise. Your 
employees may be experiencing a high degree 
of uncertainty, worry and stress about the health 
and safety of their loved ones, and how this 
pandemic may disrupt their work and personal 
lives. 
While employers are preparing responses to 
safeguard their business operations and protect 
the physical health of their employees during 
this crisis, it’s important to consider everyone’s 
psychological health and safety, too. 
In order to support the psychological health and 
safety of your employees, the CMHA recommends 
employers consider the following six tips:  
1. Have a plan. Let employees know that you are 
thinking and looking ahead, that you will stay 
well-informed and that you can answer the 
questions they already have: What if I get sick? 
How do I take time off work? What if my family 
member contracts the virus? You may want to 
compile frequently asked questions and direct 
employees to them often.

2. Communicate, share and be open. Worry 
and fear grow in the absence of up-to-date 
information. Let your employees know that 
they can expect regular updates from you. 

Communicate even if the situation remains 
unchanged.

3.  Empathize. Share that you know it’s stressful. 
Recognize that it’s okay to be anxious. Remind 
your employees of resources (EAP) that are 
available for those who are experiencing 
stress.

4.  Reassure—as best you can. You can refer 
to reports indicating that most people who 
become infected with the virus will recover.

5. Understand. Recognize when stress has 
become unmanageable for individual 
employees. Stress can lead to anxiety and 
even panic. Some employees may need mental 
health days and medical intervention in order 
to cope. Encourage employees to practice self-
care activities on-the-job and reassure them 
that it’s ok to take steps to manage stress, such 
as relaxation exercises, listening to relaxing 
music or taking regular breaks. 

6. Recognize this is not quite ‘business as 
usual.’ Know that work will likely be impacted—
work will slow down, necessary travel may be 
canceled. Reassure staff that expectations will 
shift accordingly, and that’s ok. We will get 
through this! 
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FOCUS ON EYE SAFETY
20 Years to Protect Your Eyes
INCIDENT
In the early 1990s, Troy Bridgeman worked for Hammond Power 
Solutions on Southgate Drive. It was a fun place to work and he 
made a lot of friends with people in the plant as well as with the 
office staff and managers.
Apart from his job as a transformer coil winder, he was a shop 
steward and a member of the health and safety committee.
The company had recently introduced a rule requiring everyone on 
the shop floor to wear safety glasses. It is a standard policy in most 
manufacturing facilities today, but back then it was met with some 
resistance. 
People argued the glasses were uncomfortable and unflattering 
and that wearing them all the time, even when they weren't brazing 
or doing some other potentially eye-threatening activity, was 
unnecessary. 
They had worked in the plant for years without injuring their eyes, 
so why should they have to start wearing glasses now?
He wasn't a big fan of the new rule either but, as a committee 
member, he was obligated to help implement the policy.
The health and safety manager took his job very seriously and was 
always looking for ways to make the workplace safer.
He called a meeting with all the employees to address their 
concerns and shared a story about a personal experience he had 
regarding eye safety.
He told us that he wore safety glasses whenever he did yard work 

around his home and that he had taken a lot of ribbing from his 
neighbor because of it.
One day, he was mowing his lawn and, sure enough, his neighbor 
started making fun of his glasses. He tried to ignore him and carried 
on mowing the lawn until he heard his neighbor groan in agony. The 
blade from the lawnmower struck a stone, shattering it and sending 
shards in all directions. One of the fragments hit his neighbor 
directly in the eye and nearly blinded him.
The manager told the story with grave seriousness, but something 
about it was funny.
Perhaps it was the irony and the inappropriateness of laughing at 
his neighbor’s misfortune during a serious company meeting. He 
tried to suppress the laughter, the stronger it came bubbling to the 
surface.
The health and safety manager was not impressed and called him 
out.
He finally asked him if he found something funny about the story.
"No," he responded, summoning every bit of will power to stop 
laughing.
It wasn't the first or only time his sense of humor got him in trouble, 
but was the first time it came back to bite him years later.
Troy had a large hedge separating his yard from his neighbors on 
both sides. Twice a year he rented an industrial hedge trimmer to 
cut it back. A dirty, sweaty job and it is also dangerous.
He had never worn safety glasses while cutting the hedge, but this 
year decided to do so. However, when he couldn't find a pair in the 
house, after a short search, he carried on without them. After all, he 
never got injured trimming the hedge before.
Within minutes a rogue piece of shrub shrapnel hit him directly in 
the white of his right eye, cutting it so bad it bled.
The pain was excruciating, and he feared he might have caused 
permanent damage. Luckily, he didn't, but did manage to find a pair 
of glasses after that.
Most of his friends laughed when he told them the story and asked 
why he wasn't wearing safety glasses.
He is embarrassed to admit it took 20 years and the threat of losing 
an eye to learn that valuable lesson and it surely isn't a joking 
matter anymore.
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STATISTICS
Eye Injury Prevention Fact Sheet
 � Each day, an estimated 2,000 workers suffer eye injuries on the 
job, which not only robs many of them of their sight, but also costs 
employers and insurance companies millions of dollars a year. 
These injuries incur more than $924 million annually in workers’ 
compensation, and nearly $4 billion in wage and productivity 
losses, according to the U.S. Bureau of Labor Statistics (BLS). 
No dollar figure can adequately reflect the personal toll these 
accidents take on the injured workers. “Yet 90 percent of all 
workplace eye injuries are preventable with the use of proper 
eyewear and safety measures,” said Daniel D. Garrett, Prevent 
Blindness America (PBA) spokesperson.
 � According to the U.S. Consumer Product Safety Commission, in 
2002, welding equipment contributed to more than 11,000 eye 
injuries treated in U.S. hospital emergency rooms, with power 
grinders and buffers coming in second with nearly 10,000 eye 
injuries.

PREVENTION 
BLS reported that more than 50 percent of workers injured while 
wearing eye protection thought the eyewear had minimized their 
injuries. But nearly half the workers also felt that another type of 
protection could have better prevented or reduced the injuries they 
suffered.
10 ways to prevent an eye injury in your workplace. 
1. ASSESS! Look carefully at plant operations. Inspect all work areas, 
access routes, and equipment for hazards to eyes. Study eye 
accident and injury reports. Identify operations and areas that 
present eye hazards.

2. TEST! Uncorrected vision problems can cause accidents. Provide 
vision testing during routine employee physical exams.

3.  PROTECT! Select protective eyewear that is designed for the 
specific duty or hazard. Protective eyewear must meet the current 
standards from the Occupational Safety and Health Act of 1970 and 
later revisions. 

4. PARTICIPATE! Create a 100 percent mandatory program for eye 
protection in all operation areas of your plant. A broad program 
prevents more injuries and is easier to enforce than one that limits 
eye protection to certain departments, areas, or jobs.

5. FIT! Workers need protective eyewear that fits well and is 
comfortable. Have eyewear fitted by an eye care professional 
or someone trained to do this. Provide repairs for eyewear and 
require each worker to be in charge of his or her own gear.

6. PLAN FOR AN EMERGENCY! Set up first-aid procedures for eye 
injuries. Have eyewash stations that are easy to get to, especially 
where chemicals are used. Train workers in basic first-aid and 
identify those with more advanced training.

7. EDUCATE! Conduct ongoing educational programs to create, keep 
up, and highlight the need for protective eyewear. Add eye safety 
to your regular employee training programs and to new employee 
orientation.

8. SUPPORT! Management support is key to having a successful 
eye safety program. Management can show their support for the 
program by wearing protective eyewear whenever and wherever 
needed.

9. REVIEW! Regularly review and update your accident prevention 
policies. Your goal should be NO eye injuries or accidents!

10. PUT IT IN WRITING! Once your safety program is created, put 
it in writing. Display a copy of the policy in work and employee 
gathering areas. Include a review of the policy in new employee 
orientation.
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12 Steps for Developing a Return-To-Work Policy
Carrying workers compensation coverage may be one the best ways 
to reduce the financial risk but relying on insurance is not enough—
it is also critical to implement a well-executed and carefully tailored 
return-to-work (RTW) policy.
There are multiple benefits to a RTW program. Getting the employee 
back to the office or workplace reduces the amount of money being 
paid out by the carrier, and as a result, your immediate claim costs 
and future insurance rates also go down. For employees, returning to 
work improves their physical and psychological well-being, reduces 
the amount of medication they need, and lowers the risk of addiction 
to substances such as opioids.
With the COVID-19 outbreak, having a formalized return-to-work 
program may be as important as social distancing in helping reduce 
the growth of the viral outbreak. RTW policies will vary from industry 
to industry, so it is important to consider the nature of the work and 
the specific needs of the company. The following 12 steps can serve 
as a guide to creating a successful program:
Step 1: Implement a written RTW policy and review with employees. 
The plan should apply to all employees equally and be handled by one 
individual or team to monitor and ensure even-handed application. Be 
sure to follow the core policy of any well-run HR system: treat all of 
your employees fairly and consistently. Make sure all employees have 
a clear understanding of the policy.
Step 2: Decide what position to offer. You do not need to place the 
employee back in their prior role. Indeed, this is often impossible. 
For example, if you are in the construction industry and an on-site 
employee sustains a burn, avoidance of heat is a common restriction. 
Look to a job far from the heat of power tools, perhaps working within 
the office on administrative tasks. 
Step 3: Ensure clear understanding of the employee’s limitations. 
The injured employee should bring documents clearly stating the 
doctor’s restrictions. For example, if the injured employee is based in 
a packing and shipping department, a back injury may be difficult to 
accommodate due to lifting restrictions. Consider restrictions carefully 
and think creatively to find the best way to keep the employee in the 
facility, perhaps by assigning them labeling or freight tracking duties.
Step 4: Send an official light-duty job offer letter. Legally, you 
must notify the injured employee of the light duty, in writing, and via 
trackable means. A phone call telling your employee to return is not 
an acceptable form of communication. The letter does not need to 
state the job you are offering, the pay or even the shifts. You are only 
required to disclose that you have a position within the restrictions 
and advise the employee when and to whom they should report. If 
the employee refuses the job, notify the claims adjuster immediately.
Step 5: Manage the first day back with care. Once the employee 
reports to work, set forth the details of the assignment and your 
expectations. Ensure the tasks are within the scope of the most 
recent restrictions, and give them the information about the new 
role, the shifts and the pay. If an employee’s restrictions have been 

accommodated with a desk job, ensure that person knows he or 
she has the option to stand to stretch or take a few minutes to walk 
around each hour if needed.
Step 6: Manage co-workers and their reactions. Management must 
not only lead by example but play referee. Do not allow co-workers to 
gossip or spread false rumors. If co-workers are heard talking about 
money the injured worker is supposedly getting through the case, it 
is best to put an end that conversation immediately. 
Step 7: Know what you can and cannot say. Keeping the peace 
is critical and that begins with your executives at the top. Ask the 
employee how he or she is feeling or if they need help. Do not imply 
injuries and pain are fake or exaggerated. Above all, do not broach the 
topic of lawyers and legal cases.
Step 8: Monitor the actual work of the injured employee on light 
duty. It is important to make sure the employee is neither under- nor 
over-performing. Working through pain makes one more prone to re-
injury. Not asking for help due to embarrassment often leads injured 
parties to act outside the restrictions. Take bending for example. 
If bending is a restriction, doing so can increase pain and lead to 
tighter restrictions or a no-work status, which can increase the claim 
costs. Management must watch to ensure the job is being performed 
properly and safely.
Step 9: Accommodate medical appointments as reasonably 
as possible. While you must allow your employees to go to their 
doctor and physical therapy appointments, work schedules may 
not match the standard workday of a doctor. Consider shifting your 
employee’s hours to accommodate appointments or encourage the 
injured employee to make their appointments around their scheduled 
workday.
Step 10: Respond to complaints from the injured worker. If your 
employee says, “This is work I am not allowed to do,” you might want 
to respond, “Let’s go over your most recent restrictions to ensure your 
safety.” The goal is not to create an adversarial relationship between 
the employee and employer.
Step 11: Decide how to pay the employee on light duty. To have the 
best financial outcome for your claim, the goal is to offer work that 
allows the employee to earn 80% of what was being earned pre-
injury. Once you update the insurance adjuster on the RTW plan, the 
adjuster can assist in these calculations.
Step 12: Report earnings to your workers compensation carrier. 
There are circumstances under which the employee will be entitled to 
compensation from the insurance carrier. You are obligated to ensure 
the adjuster has the weekly earnings to ensure benefits are correctly 
and properly administered.
Ultimately, bringing back an injured worker may not be an easy 
task, but the financial benefits can be significant.  Perhaps more 
importantly, however, it will also benefit the physical and mental 
health of your employee.

POLICY
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Gain Control of New Equipment and Machines
What 's At Stake
Every now and then you will come face-to-face with a new piece 
of equipment or new machine at work, or something slightly 
different from what we are trained on and used to using. The areas 
for potential problems will vary significantly with the equipment 
involved, but usually a few basic rules apply.

What ’s the Danger?
Never assume new equipment and machines are just like the old 
ones. Chances are they aren’t. They might be faster, more complex, 
and largely unfamiliar. That’s why training is critical! You need to 
become acquainted with new equipment and machines before you 
can safely use them.
Example: 
The driver of a garbage truck was on a highway, heading to the last 
stop of his shift. He was working overtime, so he was driving one of 
the other trucks in the fleet and had a different route. Investigators 
believe the driver had intended to flick the” open door” switch before 
he arrived at his next stop.
He was used to the switch being in the first position on the panel. 
On this vehicle, however, it was in the third position. The switch in 
the first position on this vehicle raised the garbage box. When the 
garbage box hit the side of a pedestrian overpass, the overpass fell 
onto the cab of the truck. The driver was fatally crushed.

How to Protect Yourself
When you switch machines or get new equipment, you need to 
deal with different control layouts, operating procedures, and other 
design differences. These differences can be significant safety 
concerns if you don’t fully understand new operating instructions 
and all safety precautions.
Here are 10 points to keep in mind when using new machinery:
1. No matter what the piece of equipment or machine is, read the 
operator’s manual.

2. Take advantage of any instruction offered by the manufacturer’s 
representative or a trainer.

3. Be sure you understand both the start-up and shut-down 
procedures. Even if the equipment looks the same, the procedures 
could be radically different from before.

4. Familiarize yourself with the controls and be sure to note how 
they differ from what you’re used to. Do they operate the way you 
expect them to? Are they where you expect them to be?

5. Learn how the guards work and how they should be secured.
6. Identify all energy sources on the new equipment, such as 
electrical, pneumatic or hydraulic. There may be more than one. 
Learn all lockout procedures associated with the new equipment.

7. Learn the new maintenance procedures. When is maintenance 

required/what is the maintenance schedule? What maintenance 
records are you required to keep?

8. Learn about any chemical or atmospheric hazards associated 
with the new equipment and how to protect yourself against 
these hazards. 

9. Learn the signs that might indicate problems in the new machine 
or equipment. Ask for a trouble-shooting checklist and know who 
to call in case of malfunction.

10. Never assume all new machines and equipment are safe. 
Engineers and purchasing managers can make mistakes and 
they likely don’t know your job as well as you do. Your evaluation 
is important in making sure the equipment is right for the job, 
safely assembled, and properly guarded.

Final Word
New equipment and machinery can make your job easier, but it can 
also put you in danger. Follow the 10 tips and always put safety first 
when operating something new or different.

SAFETY TALK MACHINE SAFETY

Quiz
1. If the new equipment is from a reputable company, the 
equipment is safe without any further scrutiny.
True     False

2. If you are an experienced machine operator you do not 
have to read or review manuals relating to the use of new 
machines.
True     False

3.   It is possible to fool your stress response system by thinking 
of something positive.
True     False

4. Which of the following assumptions can you make about 
new equipment?  
a. It is safe and properly guarded.
b. There could be different energy sources and a new LOTO 
procedures.

c. The controls have the same layout as the old equipment.
d. Start-up and shut-down procedures will be the same.

WHAT WOULD YOU DO?  
You have just been given access to a new model of a hydraulic 
machine. You’re familiar with old model but this newer model 
definitely requires training. The machine manufacturer offers 
operator training, but your supervisor told you that it is not in 
the budget and all you need to do is read the manual. What 
would you do?
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How to Conduct a Job Hazard Analysis
What 's At Stake
A job hazard analysis (JHA), sometimes called a job safety analysis 
(JSA), is a systematic method for identifying and evaluating hazards 
associated with a job or task. It’s based on the idea that any job can 
be separated into simple steps, potential hazards associated with 
those steps can be identified, and solutions can be developed to 
control those hazards.
A JSA not only helps to identify hazards but is an excellent training 
tool. It is almost like a how-to guide for you and your co-workers 
because it lists the steps and safety measures for each step of a 
job. It is also useful because it lists the equipment and supplies 
needed to do the job.
You may believe that conducting a JHA is a task best left to your 
supervisor, but you have an important role to play. Your experience 
in doing a job gives you unique knowledge of what can go wrong 
from a safety and health standpoint. Some hazards might be 
obvious, but you probably encounter situations that haven’t been 
considered by others. If you keep that knowledge to yourself, 
someone else might discover the hazard the hard way.

What ’s the Danger?
Consider this example...
A 40-year-old male died from injuries sustained when he fell off a 
ladder. He was part of a crew shoveling snow from a building roof 
overhang. The ladder being used to access the roof did not have 
safety feet.
The victim climbed the ladder to the roof, while a coworker stabilized 
the ladder below. As he readied to step off, the ladder started to 
slide, and the victim’s feet became entangled between the rungs.
He fell to the icy surface below, landing on his back. He later died 
from his injuries. The investigators reported that the potential for 
injury using a ladder without safety feet might have been uncovered 
in a job hazard analysis.

How to Protect Yourself
Look to your employer’s policies for information on the JHA process:
 � Are they done?
 � How to request one be done on your job/task.
 � How often are they done/reviewed?
 � How to be a part of the JHA team, etc.
A JHA is typically done by a team made up of management and 
employees. Employees should be asked to participate because of 
their knowledge and experience performing a task. It’s likely the 
team will include members of the safety committee too if one is 
established.

Once the jobs and tasks for review are identified a JHA the next step. 
Here’s the three-step process of how one is done.
Step 1 Break it Down
First, break the job or task down into basic steps. No step in the 
process is too small when developing a JHA. While an employee 
performs the task a JHA team member, or members, observe and 
note what they are seeing, using words describing actions such as 
“lift the load” or “rinse the bucket.”
 � You want to avoid the steps being too broad or too detailed. Too 
much detail will make the JHA tedious and likely to be ignored. 
Too little detail could omit hazards. A good rule of thumb is to 
focus on key steps and keep the number to about 10.
 � Focus on the action of each step and describing that action. 
Think of it as telling a story of the work. Keep in mind, an action 
can be done but also something that is not done.

Step 2 ID Hazards
Once the steps have been documented the focus turns to 
identifying the hazard or hazards associated with each step. You 
want to uncover:
 � What could go wrong?
 � How could it happen?
 � What are the consequences if it does happen?
 � What are the contributing factors of the hazards?
 � What is the probability and severity of it happening?
Step 3 Prevention
The JHA is almost complete. The last step is to identify ways to 
correct or prevent each hazard.
 � Often referred to as engineering controls, the safest and most 
effective way to prevent and correct a hazard is to find a way 
to eliminate or reduce it. For example substituting a less 
hazardous chemical or; removing the source of excessive noise 
or temperature.
 � If a hazard cannot be eliminated, then try to reduce the level of 
exposure. For example: 
 y Enclosing and ventilating a process that produces a lot of dust 
and fumes.
 y Installing guards or barriers to prevent or restrict access.
 y Wearing PPE.

Final Word
Your input into safety issues is essential. Find out how you can 
participate in the JHA process.

SAFETY TALK INSPECTION
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Learn from Close Calls
What 's At Stake
Have you had a close call at work? Maybe you slipped on a greasy 
step but caught yourself before you bounced to the bottom of the 
stairs. Or you just missed touching an overhead power line with a 
pipe you were moving. What did you do next – just continue on your 
way? Or did you stop to examine how the injury almost happened 
and how a future Injury could be prevented?

What ’s the Danger?
Minor incidents lead to major accidents if not reported and the hazard 
is not removed. Unsafe working conditions, unsafe employee work 
habits, improper use of equipment or use of dangerous equipment 
can all lead to injuries or death in the workplace. 
Example
A co-worker is using a ladder. It seems fine, but as he comes down, 
one of the rungs sags as he steps on it. He notices a crack. He puts 
the ladder back without tagging it as needing repairs. 
The next day you grab the same ladder. As you start to climb you 
put your foot through the rung, lose balance and fall, spraining your 
ankle.

How to Protect Yourself
Set a good example
Act the way you would like co-workers to act.
Protect others
After a close call, stop and examine how the accident almost 
happened and how a future accident could be prevented.
Tag Hazard
Clean up, repair or report the hazard. Tag a defective tool. If you 
slipped on grease, barricade the spot before someone else steps 
in it. If possible, find out where it’s coming from and how to stop it 
in future.
Take Care
Resolve to use safety aids such as stair handrails. Consult your 
supervisor after near misses such as the power line incident. You 
should work with your supervisor and safety department. The team 
can make sure such hazards are anticipated and avoided through 
use of safe procedures.
Report
The first step in this consultation process is the close call report. 
It’s a serious mistake to decide it’s silly to report a minor electrical 
shock from a tool. Your company has good reasons to have a policy 
requiring reporting of unsafe equipment and close calls. The next 
incident involving the tool or the metal item falling from a shelf could 
be more serious.

Final Word
Treat any close call seriously. You might save someone’s life by 
preventing a serious accident.

SAFETY TALK CLOSE CALLS

Quiz
1.  Minor incidents can serve as warnings of major incidents.
True
False

2. Which of the following can lead to injuries or death in the 
workplace?
Unsafe working conditions
Unsafe work habits
Improper use of equipment
All of the above

3. After a close call, it’s wise to stop and examine the incident.
True
False

4. If you slipped on grease, you should barricade the spot until 
is cleaned up.
True
False

What Would You Do?
You narrowly missed ending up the ER after you came upon 
a hazardous situation at work. The hazard has been there for 
weeks and you and your co-workers have even talked about 
it. You can’t understand why nobody is doing anything about 
it. What would you do?

                                                                                                                                   

                                                                                                                             

                                                                                                                         

                                                                                                                         

                                                                                                                         

                                                                                                                         

                                                                                                                         

                                                                                                                         

                                                                                                                         

                                                                                                                         



8   |   ILT.SAFETYNOW.COM   |   MAY 2020

Safety in the Trenches
What 's At Stake
A variety of workers may be involved in new landscaping, plantings 
or playground equipment footings with the aid of a shovel or 
powered digging equipment. Digging also encompasses excavation 
and trenches. The former is a hole left in the ground as a result of 
removing material. The latter is an excavation in which the depth 
exceeds the width.

What ’s the Danger?
All digging whether it is confined to landscaping, plantings or to 
working in a trench has serious health and safety concerns. To 
start with, all digging including trenching and excavation work, is 
inherently dangerous work.
Studies show that excavation work is one of the most hazardous 
types of work done in the construction industry. Injuries from 
excavation work tend to be of a very serious nature and often 
result in fatalities. The risk of trench cave-ins is the most significant 
hazard.
Other hazards to working in excavations and trenches includes:
 � Falling into the excavation or trench.
 � Electrical shock from cable or wire contact.
 � Exposure to gases, from pipeline damage or presence of natural 
gases.

How to Protect Yourself
Follow these safety precautions to protect yourself when doing 
excavation work.
Watch your back.

 � Try not to work bent over and reaching away from your body.
 � Lift with the strength in your legs.
 � Take shovel loads you can handle without back strain.
 � Turn your feet instead of twisting your body when you deposit 
the dirt.

Whenever you are doing physical work outdoors:
 � Drink water frequently to prevent heat stress.
 � Cover up and use sunscreen to prevent sunburn.
 � In cold weather, dress warmly but in layers so you can remove 
clothing if you get too warm.

Locate utilities before you dig.
 � Contact the power and natural gas company so you can avoid 
contact with lines and pipes.
 � Workers have been killed by a shovel touching a buried 
electrical line or a backhoe hitting a natural gas pipe. 

Excavations must be planned for safety.
 � They should be supported and stabilized to prevent cave-ins.
 � This may be sloping the bank, shoring the banks with materials 
such as wood, installing a trench box or making steps in the 
sides of the excavation.
 � The possibility of cave-in depends on the size and depth of the 
hole, the type of soil, water content of the soil and the weather 
conditions of the day, such as wet or freezing weather.
 � Barricade excavations to keep unauthorized persons out.

Gasoline-powered augers are also used for digging jobs.
 � These may be powered by tractors or operated separately.
 � Never refuel while the engine is hot.
 � Keep away from rotating equipment and don’t wear loose-
fitting clothing because of the danger of entanglement.

Operate heavy equipment only if you are trained and authorized 
to do so.

 � Use your seatbelt.
 � Watch for fellow workers on foot.

Watch for overhead power lines when operating digging 
equipment. Many electrocutions have occurred when heavy 
equipment hits a power line.
Check the trench for poisonous spiders, snakes, rats or even 
larger animals each morning before beginning work. If you come 
across something, call your supervisor.

Final Word
Make safety the bedrock of your work when you are digging.

SAFETY TALK TRENCHING

What Would You Do?
You work for a local construction company. Your foreman is 
under a lot of pressure to get this dig going. He wants you 
and the rest of your crew to start digging before the power 
company comes on the scene. He says he is experienced and 
knows there aren’t any utility lines in the area. What would you 
do?
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Shiftwork Safety Checklist
Any supervisor who works in a multiple-shift operation knows there are safety and health issues that go beyond those experienced in a 
daytime shift setting.
The following checklist from Circadian 24/7 Workforce Solutions can help you address some of those issues:

 Periodically supervise a night shift. Doing so will give you more insight into practical ways to improve worker safety 
and wellness.


Evaluate the work environment. Conduct a top-to-bottom review of the workplace in search of factors that contribute 
to fatigue. A dimly lit workplace, poor airflow or temperatures above 70 F (21 C) all increase the odds of people nodding 
off. These conditions are often easily modifiable.

 Put shiftwork on the agenda. You probably already have a safety committee.  Make sure overnight safety is part of its 
mandate, and that people who work night shifts have a seat at the table.


Teach workers about sleep and napping. Getting enough off-duty sleep is the most effective way to maintain 
alertness.  You can’t force workers to sleep, but you can teach them about sleep’s fundamental importance, explain 
the mechanics of sleep stages, and give them tips on how to get quality daytime sleep and make the most of pre-work 
naps.


Permit several short breaks. Many night shift jobs require people to do the same task for long stretches, and this 
monotony often sets the stage for alertness lapses.  Along with one 25 to 35-minute break per shift, people working 
through the overnight hours should get a 10 to 15-minute break every two or three hours.


Assess your schedule. No shift-work schedule is perfect, but some are particularly harsh.  Schedules that require 
workers to rotate backward (i.e., to go from nights to evenings to days) or work five or more consecutive 12-hour shifts 
can exacerbate fatigue levels.


Monitor overtime. People are more likely to make mistakes when they’ve accumulated a “sleep debt” from several days 
of insufficient sleep. This is a common result of excessive overtime. Keep an eye on overall overtime levels, including a 
breakdown of day-versus-night overtime hours and identify individual “overtime hogs” who accrue large amounts of 
extra hours.


Standardize shift change procedures. A large proportion of injury incidents occur during shift changes because of 
the higher human traffic and potential for miscommunication.  Make sure you have procedures in place that ensure a 
smooth transition.


Watch out for “The Wall.” Because of a dip in circadian rhythms, the hours between 4 and 6 a.m. are generally the 
hardest and riskiest hours of the night.  Exercise has been shown to boost alertness, so set up an exercise bike or 
treadmill which interested workers can use for a mini workout.


Don’t forget the drive home. Because of the elevated risk of falling asleep at the wheel, the post-shift commute home 
is the most dangerous part of a shift worker’s day.  Consider providing workers a quiet room in which to take a nap 
before heading home.


Provide shift-work lifestyle training. Whether it’s handing out literature about the health and safety challenges of 
shiftwork or holding live-training sessions on managing a shift-work lifestyle, it’s always wise to provide your shift-
workers with information. This shows them that you understand the special challenges they deal with and it can also 
be a real benefit to your bottom line by reducing absenteeism and turnover.

CHECKLIST SHIFTWORK
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Delivering a Great Safety Meeting
You’ve tested your PowerPoint presentation, arranged for demonstrations and gathered visual aids and props. Your workers know what the topic of 
discussion will be. You’ve come to accept your pre-talk jitters and recognize them as normal. All in all, you’re feeling pretty well prepared for the weekly safety 
talk. Now you have to swing into action and deliver it. Here are tips to ensure that your delivery is as effective as your preparation.

Start the meeting on time. If you run late, they start looking at the clock. 
Such distraction can ruin a carefully prepared presentation.

End the meeting on time. If you promised to keep it brief, keep it brief. If you 
promised to end by a certain time, end at that time. Understand that your 
audience wants to get back to work. Their time and patience is limited.

Observe the KISS rule. Keep it straightforward and simple. Zero in on just a 
few key points and don’t bore your audience by reviewing the whole safety 
manual in a single session. When it comes to safety training sessions, less 
is more!

Stick to your agenda. Control the meeting and don’t let it turn into a social 
hour or a beef session. You should be flexible enough to respond to concerns 
expressed during the session but still keep to the topic.

Encourage questions. Remind participants that there’s no such thing as a 
dumb question. Questions enable you to make important points and get a 
sense of whether your message has gotten through. Repeat questions in 
your own words to make sure you understood and that everybody in the 
audience heard the question.

You don’t have to have all the answers. If a question comes up that you 
can’t answer, don’t fake it. Promise to look into the matter and report back at 
the next safety talk. Better yet, direct the question to your audience to see if 
any of the participants have an answer.

Find ways to involve participants. For example, ask them for examples of 
hazards and safeguards related to the topic. Another good idea is to have 
audience members pick a partner with whom they can take turns practicing 
the safety technique being discussed. Devices like these maintain audience 
interest and promote retention of the discussion.

Use humor. This is another way to keep the attention of your listeners and 

help them remember what’s been discussed.

Show interest in your topic. You can’t keep an audience engaged when the 
speaker appears bored with the topic. So be as animated as you can without 
resorting to acting or behavior that is unnatural for you.

Treat your audience with respect. Keep in mind that your participants may 
include workers who have years of experience on the job. Some of your 
participants might even have developed the safety procedures you’re 
discussing. Draw on the collective wisdom in the room. Invite them to 
comment or demonstrate techniques. If the topic is familiar to your audience, 
treat it as a review. At the same time, guard against complacency. Remind 
participants that even experienced workers develop unsafe habits.

End your meeting on a positive note. Sum up the key points that are outlined 
on your copy of the talk along with any further action that you want workers 
to take to follow up on the safety meeting. Thank the audience for taking the 
time to participate in the session.

Honor your promises. If you promise to follow up on a safety concern for 
an upcoming meeting, make sure that you do. There is no surer way to lose 
credibility and respect than making promises you don’t keep. 
CONCLUSION
Weekly safety talks are an excellent way to keep in touch with current safety 
concerns in your workplace. They’re also an excellent way of emphasizing 
any safety accomplishments that have been gained by the group.

SUPERVISOR TIPS

TIP #1

TIP #2

TIP #3

TIP #4

TIP #5

TIP #6

TIP #7

TIP #8

TIP #9

TIP #10

TIP #11

TIP #12
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Social Distancing in the Workplace — Here's What You Can 
Do Right Now to Make a Difference
For All Employees
All employees should ensure they understand and comply with the 
infection prevention policies/practices in place in their workplaces.
Keep your hands clean
 � Wash your hands often with soap and water for at least 20 
seconds.
 � If soap and water are not available, use an alcohol-based hand 
sanitizer.
 � Avoid touching your eyes, nose and mouth.
 � Cough or sneeze into the bend of your arm.
 � Avoid touching surfaces people touch often.
 � Instead of a handshake, give a friendly wave or elbow bump.
 � Use any necessary personal protective equipment, as directed.
Keep your environment clean
 � Use appropriate products to clean and disinfect items like your 
desk, work surface, phones, keyboards and electronics, cash 
registers, keypads, elevator buttons, customer service counters 
and restaurant tables more often, especially when visibly dirty.
 � If they can withstand the use of liquids for disinfection, frequently 
touched electronics such as phones, computers and other 
devices may be disinfected with 70% alcohol.

Keep your distance
 � Keep a distance of 2 metres/6 feet between you, your coworkers, 
and customers. Increase distance between desks, tables and 
workstations.
 � Reduce activities that require close physical proximity or contact 
with people, such as team meetings.
 � Limit any contacts closer than 2 metres/6 feet to the shortest 
time possible.

If you have a symptom of COVID-19
 � It is critical that, if you have one symptom of COVID-19 (fever, 
cough or difficulty breathing), or even mild symptoms, you 
should stay home to avoid spreading illness to others.
 � If you develop even mild symptoms while at your workplace, 
separate yourself from others and go home, avoiding use of 
public transit if possible.
 � Contact your local Public Health Authority and follow their advice.
 � If you are concerned about your financial stability during this 
time, the Government may be providing assistance.

For All Employers
Establish policies to reduce the spread of COVID-19 in the workplace 
and make sure these are communicated and understood by 
employees:

 � Use the risk-informed decision-making guidelines for 
workplaces/businesses during the COVID-19 pandemic.
 � Increase communication to staff and your customers about 
COVID-19 and measures you are taking for prevention.
 � Post signs asking ill clients or customers to stay away from the 
workplace.
 � Post signs encouraging good respiratory hygiene, hand hygiene, 
and other healthy practices
 � Where feasible, adjust policies and procedures to reduce social 
contact, such as teleworking arrangements, flexible hours, 
staggering start times, use of email and teleconferencing.
 � Cancel or postpone all non-essential meetings or travel.
 � Evaluate the workplace for areas where people have frequent 
contact with each other and share spaces and objects, and 
increase the frequency of cleaning in these areas.
 � Consider ways that employees can practice physical distancing, 
such as increasing distance between desks, people in line-ups 
and workstations.
 � Consider minimizing interactions between customers and your 
employees, such as limiting the number of customers permitted 
in your establishment or serving customers over the phone. 
Ideally, a 2-metre/6 feet separation should be maintained, unless 
there is a physical barrier (e.g. cubicle, Plexiglas window).

Provide the necessary facilities and cleaning products to maintain 
a clean and safe workplace:
 � Provide access to handwashing facilities and place hand 
sanitizing dispensers in prominent locations in the workplace.
 � Ensure that high traffic work areas or frequently touched surfaces 
are cleaned and disinfected more often.
 � Ensure that cleaning supplies are available for employees to 
clean and disinfect their workspaces.
 � Provide employees with any personal protective equipment 
recommended by occupational health and safety guidelines, and 
training to ensure it is used correctly.

Make sure employees know what to do when they have symptoms:
 � Consider relaxing sick leave policies for employees who are ill. 
This includes suspending the need for medical notes to return 
to work, as it reduces the burden on an already stressed health 
care system.
 � If employees must use public transportation to come to work, 
consider flexible hours to allow them to avoid peak travel periods.
 � Consider how employees will return home without using public 
transit if they develop symptoms at work.
 � Prepare for increases in absenteeism due to illness among 
employees and their families or possible school closures.

SUPERVISOR SECRET


