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Safety Meeting Tip
Find and Fix the Hazard

Tell your workers there will be homework 
at the end of this week’s safety meeting. 
Challenge your crew members to find at least 
one hazardous situation and do something to 
correct it over the next week.

Ask your workers to report on 
what they have done to 
remedy the hazards found.

Explain the assignment 
this way:

Find a hazard. This can be 
something such as a greasy 
spill on the floor, a loose rail 
on the catwalk or a dead light 
bulb in the storeroom.

Correct the hazard. If they are authorized and 
trained to take care of the situation, they 
should do so. Otherwise they should report the 
problem to someone who can fix it. They may be 
able to barricade and clean up the spill on the 
floor. They should tell you immediately about 

the loose rail so you can assign the repair. They 
could speak to a maintenance worker about the 
lighting problem.

At the next meeting, have everyone report in. 
Remember, they must have done something 

about the hazard, not just observed it. If 
they have seen a co-worker doing 

something unsafe, they should 
have pointed it out to them 

immediately.

The purpose of this 
assignment is to encourage 
everyone to accept 

responsibility for finding 
hazards and taking action to 

fix them. The action need not be 
hands-on; reporting the problem to 

the proper person is often the correct course of 
action.

This assignment to find and fix hazards should 
generate safety discussion and awareness 
through the coming week and at your next 
safety meeting.

Seven Core Qualities of a Supervisor
There are qualities every workplace health and 
safety supervisor should have to get the most 
our of their workers.

Empathy

The ability to understand others’ viewpoints and 
be a team player.

Assertiveness

Being able to express feelings, beliefs and 
thoughts and defend one’s rights in a non-
destructive way.

Impulse Control

The ability to resist or deny an impulse, drive or 
temptation to act. Those having good impulse 
control can stop and think before making a 
decision they might regret.

Social Responsibility

Being a cooperative, contributing member of 
one’s social group and one’s workplace.

Stress Tolerance

The ability to withstand adverse events and 
stressful situations without falling apart.

Problem Solving

The ability to identify and define problems and 
generate and implement potentially effective 
solutions.

Interpersonal Relationships

Being able to establish mutually-satisfying 
relationships to help build effective 
communication throughout a workplace.

Before you can manage other people, you have 
to be able to manage yourself. Your actions and 
reactions and the example you set are a vital 
part of your supervisory skills.

The more you can control your own feelings and 
behaviors, the more you can control a situation. 
Cultivate the qualities of self-management to 
become a better supervisor.
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Tips for Helping Workers Who Have Arthritis 
Arthritis, which typically occurs between the ages of 35 and 50, is 
a leading cause of disability. That means most of the people who 
develop the disease between those ages are still working.

The Canadian Centre for Occupational Health and Safety 
(CCOHS) says an estimated seven million Canadian adults will 
be diagnosed with arthritis within the next 20 years. In the United 
States, the US Centers for Disease Control and Prevention (CDC) is 
projecting that by the year 2040, an estimated 78 million Americans 
ages 18 and older will have been diagnosed with arthritis.

“Arthritis can affect workers anywhere—in offices, manufacturing 
plants, retail environments and those working outdoors. Common 
symptoms such as pain, fatigue, joint swelling, stiffness and limited 
movement can make it difficult to perform any job,” notes the 
CCOHS.

People with arthritis may experience a variety of symptoms, and 
periods when no symptoms are present. It is common for arthritis 
sufferers to feel frustrated and anxious.

“According to a national study of arthritis in the workplace, many 
Canadians are giving up breaks to complete tasks and using sick 
days and taking vacation time to rest at home in order to continue 
working,” notes the CCOHS.

It adds that modifying the way one performs his or her work and 
making changes to one’s work environment can help reduce the 
adverse effects of arthritis. Share with your workers these tips from 
the CCOHS for reducing some of the debilitating effects of arthritis:

 � Organize your workspace so that frequently used items are 
within easy reach.

 � Stand square to your workstation so you are not bending or 
twisting, and use a footrest to decrease the pressure on your 
lower back if you work in a standing position or at a counter.

 � Use an anti-fatigue mat to help relieve strain on the lower back 
and legs if you stand for long periods of time on hard floors.

 � If you use a chair, use a chair mat to make it easier to slide or turn 
your chair. In some cases it might be beneficial to use a sit/stand 
stool.

 � Use of a telephone headset will reduce the amount of neck side-
bending required to hold the phone receiver.

 � Sit in a proper upright, relaxed position. You should feel no strain 
on your back, neck or limbs. Sit so that your hips, knees, ankles 
and elbows are each at a 90-degree angle. Your armrests should 
be at the right height, with your shoulders and elbows in a relaxed 

position.

 � Make sure your chair is comfortable, that it provides good 
support to your back and legs, and that it is properly adjusted.

 � If you use a computer, use a split keyboard so that your hands, 
wrists and forearms are in a more natural position. The use of a 
specially designed mouse called a trackball mouse can reduce 
the amount of hand and arm movement required to perform 
computer tasks.

 � Make sure that your chair is positioned within a comfortable 
distance from the computer and that your elbows are in a relaxed 
90-degree angle to the keyboard. Your eyes should be about 40 
to 70 centimetres (15 to 27 inches) from the monitor. You should 
be looking straight ahead at the screen, at eye level.

 � If you must move heavy objects as part of your job, use a dolly or 
cart to help reduce strain in your back, arms and legs. Try to roll 
or slide heavy objects if possible. Push, don’t pull. Take your time 
moving objects. Rushing could cause injury to your joints. If you 
need help, ask a co-worker for assistance.

 � Use a step-stool to reach items high on shelves and use a 
briefcase on wheels when taking work home or to a meeting.

 � Wear comfortable footwear that supports your feet and promotes 
good posture. Avoid wearing shoes with high heels. Use insoles 
to help reduce strain on your feet, legs and lower back.

 �  You can help mitigate the effects of arthritis by getting enough 
sleep, eating a healthy diet and exercising regularly.

 �  Work at a moderate pace and plan to get extra rest if you know 
you have an important event coming up at work.

 �  Save those important or more difficult tasks for when you feel 
the most energetic. Switch it up to prevent straining yourself. 
Alternate your position from sitting, standing and walking as 
much as possible and take stretch breaks. Most of all, keep 
moving.

The CCOHS advises employers to provide an ergonomic workplace 
and job accommodation by allowing a flexible work schedule for 
workers with arthritis.

“For example, allow the employee to work from home during 
(arthritis) flares, and accommodate medical appointments. Raise 
awareness so everyone knows what support systems are available, 
including the employee benefits plan, and encourage and maintain 
good two-way communication with employees who live with 
arthritis,” it says.

mailto:sales%40bongarde.com?subject=
mailto:editorial%40bongarde.com?subject=
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SUPERVISOR KIT RESPIRATORY SAFETY
Fatality File 
Worker Dies While Cleaning Vat
Late in the afternoon, a worker at a manufacturing company was 
requested to clean out a vat. It was approximately 5 feet deep and 
5 feet in diameter. He was instructed to use 1,1,1 – Trichloroethane 
to do the cleaning.

When he did not return home from work that evening, his wife 
telephoned a relative who also worked at the same company. The 
missing worker was found lying on his back at the bottom of the 
vat. He was wearing rubber gloves, work boots and a respirator, 
but not one which would have prevented the inhalation of toxic 
vapors. It was also noted that there was no escape ladder for the 
vat. The victim was observed three times while cleaning the vat, 
but no one was assigned to check on a regular basis.

During the inquest the witnesses stated there was quite a bit of 
confusion over which type of respirator they should use for certain 
hazards. It was also stated there were no clearly posted safety 
instructions on or near the vat.

This worker obviously tried to protect himself by wearing a 
respirator, boots and gloves. Unfortunately, he made the wrong 
choice of respirator. 

Regular safety training which addresses these and other concerns 
would have helped prevent this tragedy. Also, a buddy system or a 
regular check would have ensured his safety. Confined spaces call for 
strict procedures, including use of the correct respiratory protection.

Picture This
Is This the Kind of Respiratory Protection You’d Want Your Workers to Use?
Assuming it doesn’t suffocate him first, the makeshift Saran 
wrap face protection leaves the worker in this photo totally 
exposed to hazardous dust. 

What makes the picture especially irksome is that use of Saran 
wrap is an indication that somebody at the site recognized 
that the grinding work exposed the worker to respiratory 
hazards, yet nobody outfitted him with the proper respirator.

Moral: While it may work for sandwiches, Saran wrap is totally 
unsuitable as a means of respiratory and face protection.

Always wear properly-fitting respiratory protection if you 
might be exposed to respiratory hazards.

Choosing the proper equipment and using it correctly is 
critical. If you have not received guidance in picking and fitting 
of respiratory equipment, or are not clear on how to use or 
maintain your respiratory protection equipment correctly, 
immediately ask your supervisor or a manager and ask for 
guidance.

Here are examples of respiratory protective equipment:

 � For protection against mild hazards of airborne particles, 
dust masks are used

 � When there is enough oxygen and the contamination is not 
immediately life-threatening, respirators which capture the 
contaminants and purify the air are used, for example a 
negative- pressure respirator

 � When there is not enough oxygen or when the substance 
is immediately life-threatening, respirators which provide a 
separate air supply are needed, for example a supplied-air 
respirator



4   |   SAFESUPERVISOR.COM   |   AUGUST 2019

Be a Better Supervisor and Reduce Respiratory Hazards
The Risks
Working in environments with respiratory hazards can lead to 
a variety of respiratory illnesses. Common hazards that workers 
may be exposed to on your worksite include but are not limited to 
asbestos, cigarette smoke, automobile exhaust, machine fumes, 
sawdust, and chemical vapors. Many of these hazards can be a 
significant factor in illnesses like these three common and severe 
diseases: asthma, chronic obstructive pulmonary disease, and 
lung cancer. Any of these illnesses can lead to necessary workers’ 
compensation and other benefits, in addition to decreased 
productivity, so it is important to eliminate these hazards.

Be A Better Supervisor
Asthma

Asthma can originate or worsen at work, and according to the 
CDC, 1 in 13 people have asthma. There are many different 
triggers, such as irritants, allergens, and temperature or humidity 
extremes, that cause employees to experience asthma. Common 
symptoms include coughing, difficulty breathing, chest tightness, 
and shortness of breath. Any of these symptoms is likely to stall 
the workday and has the potential to be dangerous for the 
inflicted. 

When someone has work-related asthma, it is important that 
the condition is reported. Once causes are known, there are 
various steps that can be taken. The trigger can be eliminated 
or reduced significantly if possible, then the employee will be 
able to manage the illness easier. As well, the employee can 
be transferred to a more comfortable work area if symptoms 
are severe. It is important to consider all options to provide a 
healthier workplace.

Chronic Obstructive Pulmonary Disease (COPD)

Extreme exposure to mineral dusts, metal fumes, organic dusts, 
diesel exhaust fumes, chemical gases or vapors, and cigarette 

smoke can all lead to COPD. Symptoms of COPD don’t typically 
appear until significant lung damage has occurred and will likely 
worsen over time. Some examples of symptoms include frequent 
respiratory infections, lack of energy, having to clear your throat 
every morning of excess mucus, and swelling in the ankles, feet or 
legs. As well, the disease can cause cancer, high blood pressure, 
heart problems, and depression. Clearly, it is preferable to avoid 
COPD.

The best way to reduce the likelihood of COPD development is 
by reducing workplace respiratory hazards and requiring regular 
medical exams for employees who work in high risk environments. 
COPD is not often visible, but that doesn’t mean it’s not there. 
Most people are at least 40 years of age when symptoms first 
develop, but 15 years of hazardous exposure can do a lot of 
damage, both to the victim and the company.

Lung Cancer

According to Mayo Clinic, lung cancer is the leading cause of 
cancer deaths in the United States, killing more people each year 
than colon, prostate, ovarian, and breast cancers do, combined. 
It is estimated by the Canadian Cancer Society that between 1 
out of 17 to 1 out of 14 people will die from lung cancer in their 
lifetime. There are many risks, some examples include smoking, 
secondhand smoke, radon gas, asbestos, and other carcinogens 
(i.e. chromium, arsenic, nickel). Symptoms of this cancer involve 
shortness of breath, coughing up blood, pain, and often 
spreading to other parts of the body. 

Like COPD, the best ways to reduce lung cancer in the workplace 
is to reduce respiratory hazards and offering regular medical 
exams for employees at higher risks. It is important to supply 
the appropriate protection needed for the job and to create a 
work environment that is safe to breathe in. It saves the company 
money in the long run to protect their employees’ lives. 

SUPERVISOR KIT RESPIRATORY SAFETY
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Fatality File
Unsecured Materials can Secure Your Death!
Materials handling is a fundamental part of any business, whether 
is it simply office supplies or construction materials. When handled 
effectively, materials handling is easy and often unnoticeable, but 
when handled poorly, the action is deadly. At least, this is what 
one Californian construction site discovered. 

The young man had shown up to work like any other day, chipper 
and ready to go. Payday was soon and this construction site had 
been lucrative for the business. They were framing and installing 
the sheer wall of a house under construction. The foreman 
asked the young man to retrieve some plywood from their stack 
downstairs. 

This stack was an unsecured vertical line of plywood leaning 

against each other, nearly 30 pieces to be exact. When the young 
man was taking longer than usual, the foreman went to check on 
him and found his dead body under the plywood.

Investigators reasoned that, while the worker was getting a piece 
of plywood, the other boards tipped other and proceeded to crush 
him. The company failed to follow regulations for securing vertical 
stacks of materials and was properly fined because of that. 

This incident shows the importance of storing plywood, but also 
other material that can tip over. Always store material that can 
tip over horizontally or secure it if vertical. If this company had 
followed this simple rule, then they wouldn’t have cut the young 
man’s life so short. 

SUPERVISOR KIT MATERIAL HANDLING & BACKS

Picture This
Is This How You Want Your Workers to Handle Materials?

These paper rolls weigh about 3,000 pounds. Just imagine 
how much stress it puts on the worker’s back, shoulders, arms 
and wrists to roll these monsters by hand—especially across a 
concrete, sloped floor that’s pocked with holes and latticed with 
roll stand tracks! It’s a musculoskeletal disorder (MSD) just waiting 
to happen.

The Moral: Heavy, bulky and irregularly shaped materials should 
be moved with the aid of mechanical devices across a surface 
that’s smooth, level and even.

What MSDs Are

The things you do at work every day like lifting, moving or rolling 
big and bulky objects put a strain on your muscles, nerves, bones, 
joints, back, shoulders and limbs. If you work your body too hard 
or in the wrong way, you can cause serious damage resulting in 
painful injuries called MSDs.

Some MSDs are “traumatic”—that is, they happen in a single 

incident; many are “cumulative”—that is, they occur gradually as 
a result of repeated stress over a long time. Rolling 3,000 paper 
rolls the way the worker in this photo is a great way to suffer either 
a traumatic or cumulative MSD.

MSDs Don't Kill You... They Just Ruin Your Life 

MSDs are more severe than normal work injuries because they 
can:

 � Sneak up on you

 � Cause you horrible pain that lasts your whole life

 � Keep you from ever working again

 � Make it impossible to do even simple everyday things you take 
for granted like walk, grip a steering wheel or hold a spoon.

4 Ways to Protect Yourself from MSDs

Most MSDs happen because workers have to bend, twist, extend 
and exert their bodies in unnatural ways to perform a job task. 
The key to avoiding, MSDs, is to rethink the task and find a way 
to make it easier and more physically natural to carry out. The 
science of reworking job tasks to fit the human body—and not the 
other way around—is called ergonomics.

There are at least 4 ergonomic measures the worker in the picture 
could use to reshape his task and make it less of an MSD hazard:

1. Use Mechanical Devices to Move the Roll
2. Use a Team to Move the Roll
3. Use Tools that Make it Possible to Move the Roll in a Natural 

Posture
4. Lay Down Planks, Oil Mats or Other Objects to Make the 

Surface of the Floor More Even and Easier to Roll Things Across
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Be A Better Supervisor - Addressing Back Pain Factors
The Risk
Back pain is referred to as one of the most common reasons for 
missed work and is the leading cause of disability worldwide. It is 
also the third most common reason for seeing a doctor, after skin 
and joint disorders. In other words, back pain is likely to be visible 
in every workplace. 
What may not be obvious, is all the potential causes of back pain. 
Back pain can be caused by poor lifting techniques, poor posture, 
psychological stress, or various internal organ diseases. It’s highly 
beneficial for the workplace to prevent back pain as much as 
possible; prevention will increase productivity, efficiency, and the 
duration of time an employee can spend with the company. It’s 
important as a supervisor that you take the steps necessary for 
reducing back pain on the job.

Be A Better Supervisor
Poor Lifting Technique

It can never be repeated too many times about the importance of 
proper lifting technique. Poor lifting technique often feels natural, 
but it strains the lower back. By teaching employees to lift with 
the legs, you can proactively reduce back pain. For more ideas 
on this method, refer to the Workplan on preventing back pain. 

Poor Posture

Related to poor lifting technique, poor posture plays a significant 
role in day-to-day back pain causes. Examples include bending 
over, hunching, slouching, and leaning. Spines have a natural “S” 
like curve to them where they are the strongest and healthiest. 
Flat backs and “C” like curves produce unnecessary strain on 
the lower back muscles, resulting in back pain either over time or 
immediately. 

Watch your employees for a day and it’s likely you will see bending 
over to pick something up, slouching while in a chair, or hunching 
over while walking with their hands in their pockets. It’s difficult to 
correct a bad habit, but you do have some means of encouraging 
proper posture. 

Teaching employees about proper posture and regularly 
refreshing them on the importance of it reminds them to sit and 
stand upright every day. You can’t force someone to change, but 
you can coax them into thinking they should (the person writing 
this may have even switched their chair midway through). Talking 
about the suffering involved in back pain and using things like 
posters around the workplace will do lots to improve workforce 
back strength. 

Psychological Stress

Psychological stress is often unexpected to cause physical pain, 
but unfortunately that assumption is misplaced. Increasingly, 
studies have shown that stress causes muscles to tense up, 
because it is natural for the human body to ready for running 

away or fighting under stressful situations. To learn more about 
why this happens, look up Flight or Fight responses. When you 
combine this unconscious reaction with activities that engage the 
back, this will increase strain. 

There are likely limits to how much psychological stress you can 
reduce in the workplace, especially if the stress comes from home 
or is personal. Nonetheless, the way you engage with employees 
can reduce workplace stress. Encouraging breaks and just being 
kind can create a workplace that employees feel more welcomed 
in. Often, we are skeptical of emotional engagement like this, 
but when you think about it, there is nothing to lose here. Stress 
is proven to make muscles agitated and in pain, so making the 
effort to reduce stress can only result in lowered physical pain. 
This increases the longevity of your workforce, which is a good 
thing.

Diseases

Diseases and illnesses can contribute to or worsen back pain. 
Kidney stones and infections, blood clots, bone loss, and arthritis 
are all examples of such illnesses. In truth, there is not a lot that 
can be done to prevent these illnesses in a general sense (there 
are techniques specific to each one). As a supervisor, you can 
request that employees get regular medical exams and report 
any known illnesses to you. When an illness is identified, you can 
take more steps to be accommodating to the specific employee. 
Some steps available may be reducing the lifting work given to 
that employee, moving said employee to a more appropriate 
position, or supplying equipment that makes the job require less 
effort. Keeping an experienced employee is worthwhile for new 
hires and ensuring a job is done efficiently, and it can also be 
costly to replace them. 

Training

One of the best measures to protect against back injuries related 
to materials handling in your workplace is the proper training. 
Remind your workers of these things to keep them safe on and 
off the job.
1. Don’t rush. Taking the time to assess whether they can safely 

lift an item or if they will need the assistance of a lifting or 
moving aid.

2. Make sure that they have the right equipment for the job. 
Some materials that need to be moved are simply too heavy 
or awkward to for an aid and will require a forklift operator’s 
assistance.

3. Check terrain in terms of stability and ground surface.
4. Check the weight rating on the equipment. Don’t exceed the 

safe working load.
5. Follow the equipment manufacturer’s instructions for safely 

loading and unloading the equipment.

SUPERVISOR KIT MATERIAL HANDLING & BACKS
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Workplan - Reducing Back Pain in the Workplace
According to the American Chiropractic Association (ACA), back pain causes over 264 000 000 lost workdays annually. The health 
care costs are huge, add if you account for lost wages and decreased productivity, ACA estimates that back pain costs over $100 000 
000 000 annually in just the United States. In both Canada and the US, four out of five adults will experience back pain at some time 
in their lives.

Not only does back pain commonly affect workers, it will probably cost you money through productivity and compensation losses. 
However, back pain is something that can be easily reduced and managed in the workplace if preventative actions are taken. 

THREE steps to reduce back pain in the workplace.
For any workplace hazard, 

the most efficient and 
best way to reduce it 

is through engineering 
controls. With back pain, 

engineering controls will aim to reduce the load of materials 
for employees. It is easier on the human body to push a heavy 
object than it is to lift and carry it long distances; therefore, it is 
worthwhile to invest in technology like handcarts, roller boards, 
forklifts, or loadable golf carts. 

In addition to reducing back strain, employees will likely be able 
to do their jobs faster if their loads are lighter. Other trouble areas 
include stairs and ladders, which are hard to carry items up and 
difficult to use wheels on. It may be worthwhile to invest in a lift 
or pulley system, or when that isn’t feasible, storing all heavy 
materials on ground floor. It is important to create and change 
the workplace environment to be friendly for moving materials. 

If people often complain 
about back pain in 
your workplace, they 

may not know how to lift 
properly. Although more people 

are aware about proper lift technique today, it is easy to lift by 
bending the back. Often, it feels more natural to bend over than 
it does to squat down. Nonetheless, this puts a lot of strain on the 
back so it is important that employees are trained on proper lift 
technique. Hold regular refreshers on proper lift technique and 
make sure employees practice it during these exercises. It is easier 
to remember a technique when you physically do it than it is to 

remember a video of it. Workers want to focus pressure on their 
legs, which are adept to take the weight, not their backs.

Back pain can also be 
a product of an 
unhealthy lifestyle. 

While it is not your job 
to watch your employees off 

hours, there are simple things that you can do to encourage 
healthy lifestyles in the workplace. Ahead of starting their 
workday, you can make it mandatory that all employees follow 
a stretch routine. You may get slack for it but keeping a healthy 
back should be important to everyone. A quick stretch greatly 
prepares the muscles for all the lifting during the day.

Another encouragement is offering free or partially paid for gym 
passes to certain gyms for all employees. It may be more costly, 
but it saves a lot of money in workers’ compensation and lost 
productivity to have employees healthy for years to come. Think 
about it, would you rather keep good, experienced employees 
who do the job with the efficiency that comes over time, or 
constantly be facing layoffs once employees hit a certain age? 
Suddenly the cost of a few hundred dollars annually might not 
seem like that much. A gym might even give a discounted rate 
for bulk passes!

The best thing you can do is get employees to keep each other 
in check on back posture and health. Promoting a healthy 
environment can be done through posters, safety talks, and the 
previously mentioned training. If workers are looking out for each 
other, then that burden is lifted from your shoulders. 

SUPERVISOR KIT MATERIAL HANDLING & BACKS

STEP 1
REDUCING THE LOAD

STEP 2
TEACH HOW TO LIFT

STEP 3
ENCOURAGE HEALTHY 
LIFESTYLES

Here are some guidelines for safer lifting:
 � Size up the item before attempting to lift it. Determine its size and shape. Check the 

weight listed on the packaging, or tilt up one corner to estimate the weight. 
 � Read the label to determine if you need any Personal Protective Equipment (PPE) to 

handle the material. Wearing gloves and safety shoes is always a good idea. You 
might also need protective eyewear, chemical-resistant clothing or even respiratory 
protection to move some materials. 

 � Establish firm footing. Place your feet shoulder-width apart with your toes pointed out 
and one foot slightly ahead of the other.

 � Get as close to the load as possible so you do not have to stretch or twist your body to 
reach it.

 � Crouch down. Bend your knees, not your waist or your back.

 � Get a good grip on the object, using the handles if available.
 � Stand up and lift the load by straightening your legs. Keep your stomach muscles tight 

to support your spine.
 � As you carry the item, keep it close to your body.
 � Make sure you can see over or around the load. Be wary of rough or slippery floor 

surfaces.
 � Don’t twist your body. If you must turn, move your feet in the new direction first.
 � When setting the item down, bend your knees and not your back. Also take care to 

protect your hands from being crushed by the load.
 � Get help with heavy or bulky items. When doing a lift as a team, designate one person 

as team leader to tell the others when to lift and when to set down the load.
 � Use a hand cart if necessary, or call for a forklift.
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SUPERVISOR KIT MATERIAL HANDLING & BACKS

Materials Handling Checklist
You need to perform evaluations of your materials handling procedures, equipment and operations  annually or sooner after major 
changes occur in the workplace. This tool will help you keep up-to-date.

Use this Checklist to conduct a general review of materials handling compliance, and ensure you’re free from incidents and citations. 
Any “no” answers should be investigated and corrected. Pay special attention to any materials handling procedures that may indicate 
potential back safety issues concerning lifting or moving.

Materials Handling Checklist

GENERAL YES NO N/A COMMENTS

Has all material handling equipment been 
inspected and the inspection documented?

Is there sufficient room for pedestrians to walk 
around the equipment? Typically, 24-36 in/60-91 
cm or more, depending on building codes and 
regulations.

Are pedestrian walkways permanently marked 
and kept clear of materials and equipment?

In areas of limited height, are clearance level 
signs posted?

STORAGE YES NO N/A COMMENTS

Is the housekeeping in the area generally neat?

Are floors, aisles and work areas free of slip/trip 
hazards or other obstructions

Are piles limited in height to maintain their 
stability and secured against sliding?

Have all hazardous or toxic materials been 
handled, stored and transported in safe manner?

Are all flammable materials stored in approved 
flammables warehouse or flammable cabinets?

Have all compressed gas cylinders been 
transported and stored in upright position; 
properly secured; racked or chained?

Are all tools, equipment and materials properly 
stored when not in use?

Are waste containers provided and are they 
being used?

GUARDING YES NO N/A COMMENTS

Are materials stored above ground level secured 
on the pallet by wrapping or strapping?

Are all flammable materials stored in approved 
flammables warehouse or flammable cabinets?

Are there de-railers or bumper blocks on railroad 
spur tracks to prevent moving stock from hitting 
fixed cars or other structures?
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SUPERVISOR KIT RESPIRATORY SAFETY

Workplan - Fanning Away Respiratory Hazards
There are various hazards in the workplace that can lead to time 
off work, workers compensation claims, and permanent injury 
or even death. The costs of illness are numerous and hefty, this 
is not a matter to be ignored. Your five senses are of little use in 
alerting you to respiratory hazards. You usually can’t see, feel or 
hear them, and they often have no smell or taste.

Respiratory hazards are conditions in the air that can cause you 
harm. Included are substances that can damage the respiratory 
system consisting of the nose, mouth, throat and lungs. Others 
are harmful substances which enter the body through the lungs, 
causing internal damage, poisoning or chronic illnesses. A major 
respiratory hazard is lack of oxygen which can cause immediate 
death.

To stay alive and healthy, everyone needs air which is clean, 
free of toxic gases and other contaminants, and contains the 
right amount of oxygen. Most of the time, the air around you at 
home, on the street and at work fills the bill. But under certain 
circumstances, the air contains hazardous substances or doesn’t 
have enough life sustaining oxygen.

Air can be contaminated by these and other substances:

 � Gases which are toxic or which displace oxygen;

 � Dust created when materials are ground down into small 
particles;

 � Mists created when liquids are sprayed;

 � Fumes created when materials are heated or burned;

 � Vapors given off by volatile liquids.

Use the following workplan to identify and reduce respiratory 
hazards in the workplace.

Step 1: Identifying Hazards
It is important to investigate the workplace to discover what 
respiratory hazards are present during the workday. Common 
ones include cigarette smoke, asbestos, machine fumes, exhaust, 
and chemical vapors, all of which can cause severe respiratory 
illnesses to the human body. Hazards may not be obvious, so it is 
important to inspect the worksite with the correct tools.

Step 2: Build Controls to Reduce Hazards
After identifying the hazards in the workplace, it is important to 
consider how to reduce these hazards. The first step in reducing 
hazards is to implement engineering controls that remove or 
restrict hazard production in the workplace. Depending on 
the hazard, there are various ways to eliminate them, most of 
them involving ventilation or air filtering. What is important is 
that the respiratory hazard is dissipated in the air so that high 
concentrations cannot damage yours and others’ respiratory 
systems. How well the hazard must be dissipated will vary, and 
some will have to be eliminated altogether because of their 

danger. Examples of engineering controls include: building/
designating a smoking area; building a ventilation unit for 
machine debris like sawdust; creating a containment and air 
filtration unit for process fumes; and increasing air circulation in 
the workplace. 

Step 3: Making Policies to Reduce Hazards
Sometimes when it isn’t possible to completely remove a hazard, 
or when funding is short, you should then consider changing 
policies to eliminate respiratory hazards. Things as simple as 
general housekeeping can immediately alleviate the dangers 
of certain hazards. Some examples of policies that you can 
implement include: assigning sweeping duties for the end of the 
day; ensuring windows are always open at the start of shifts; 
prohibiting the continuation of work until a known hazard is 
dealt with; making training on potential hazards mandatory 
for employment; and restricting hazardous areas to employees 
who are equipped to deal with them. Many of these policies can 
carry legal repercussions if they aren’t followed, but it’s still your 
responsibility to make sure everyone in the workplace knows 
what they should do. 

Step 4: Designating Employee Responsibilities
As a last step, you should designate employee responsibilities. 
This step is as important as the earlier two, but the reason why 
it is last one is because employees will not always fulfill their 
responsibilities. Sadly, that is just uncontrollable. Nonetheless, 
after building the workplace to reduce respiratory hazards and 
implementing new policies, giving employees the equipment 
and techniques to deal with hazards allows for them to actively 
reduce their own exposure. Because of their airborne nature, 
respiratory hazards are best dealt with respiratory protection. It 
is your responsibility to supply employees with air filtering masks, 
regular masks, or breathing apparatuses when respiratory 
hazards cannot be reduced effectively in any other way. It is 
important to require employees to wear their protection as well, 
for everyone’s safety. 
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SUPERVISOR KIT RESPIRATORY SAFETY

The Questions You Should Ask About Any Respirator You Are 
Considering Purchasing

 ? What protection (which chemicals and particles, and at what levels) does the escape hood provide?

 ? Is there more than one size?

 ? How do I know if the gas mask or escape hood will fit?

 ? What type of training do I need?

 ? Has the escape hood been tested against claims for protection such as biological agents, chemical warfare agents, toxic 
industrial chemicals, and radioactive dust particles?

 ? Who performed the testing, what were the tested levels, and test durations?

 ? Is the escape hood certified by an independent laboratory or government agency?

 ? Are there any special maintenance or storage conditions?

 ? Will I be able to talk while wearing the respirator?

 ? Does the hood restrict vision or head movement in any way?

 ? Can I carry the device in the trunk of my automobile?

 ? Is a training respirator available?

 ? Can I use the escape hood more than one time?

Source: CDC.gov

By the Numbers
Respiratory Illnesses

The number of workers that are potentially 
exposed to occupational agents capable 

of causing these diseases– including 
nearly 9 million workers occupationally 
exposed to known sensitizers and 

irritants associated with asthma.

The estimated 
yearly costs for 
occupational 

asthma.

The number of 
individuals currently 
affected by asthma 
in the United States 

and is increasing in 
prevalence.

Mesothelioma, an otherwise rare cancer of 
the chest lining, is also caused by asbestos 
exposure. The American Lung Association 
estimates that 2,000 to 3,000 individuals 

are diagnosed with mesothelioma each year.

The percentage of 
coal miners that 
have coal worker's 

pneumoconiosis.

The number of 
workers exposed to 
silica per year.

https://www.cdc.gov/niosh/npptl/topics/respirators/factsheets/respfact.html


AUGUST 2019   |   SAFESUPERVISOR.COM   |   11

Focus On: Records Reviews to Identify & Eliminate 
Ergonomics Hazards
The Who, When, Which, and What of Record 
Reviews
To root out ergonomic injuries you must be proactive. The 
first step is to do a record review and create a “snapshot” 
of worker injuries so you can analyze causes and identify 
trends. Here’s how to do an effective records review.

Who Should Do an Ergonomics Record Review?

Use a team approach. Make the person in charge of safety 
at the site who’s most familiar with the records your team 
leader. Include workers on the team. Consider bringing in 
an outside ergonomics consultant to guide team efforts, 
especially at the beginning stages.

When Should You Do an Ergonomics Record Review?

Do a review right away if you’ve never done one, and at 
least once a year thereafter. More frequent reviews may 
be necessary if you experience a spike in the number of 
ergonomic injuries to workers. You should also do a review 
whenever you make significant operational changes, move 
locations and/or begin implementing different equipment 
or procedures.

Which Records Should You Review?

Review all records from the previous year that might contain 
data on ergonomically-related injuries, including OSHA/
OHS injury logs and summaries; accident reports including 
results of internal investigations; workers’ compensation 
claims; equipment maintenance records; safety committee 
minutes and reports; workplace audit results; and safety-
related complaints by workers and others.

What Should You Look For?

The team should go over the records with an eye to spotting 
patterns or trends in ergonomic injuries, such as:

 � Recurrence of particular kinds of injuries;

 � High incidence of injuries to workers who perform similar 
functions or use the same equipment; and

 � High incidence of injuries to workers in particular locations 
or departments.

What Should You Do With Your Findings?

It’s crucial to document your findings in a clear and organized 
fashion to facilitate analysis and corrective action. That’s 
why ergonomics experts and safety directors familiar in the 
ways of ergonomic record reviews recommend creating a 
special form that team members can use to record their 
findings.

How to Create a Form
There’s no such thing as a one-size-fits-all form. Still, yours 
should list:

Reviewers’ ID: The team leader and individual team members 
who did the review should list their names, phone numbers 
and department so you can follow up directly with them if 
you have any questions or concerns about the findings.

Review Date: This is critical information that enables you to 
verify the accuracy of the data reviewed.

Records’ ID: This should include the name, position and 
department of the injured worker or the record number if 
the record has to be kept confidential. The person filling out 
the form should also list the type of record reviewed.

Injury Information: List the date and type of injury 
(including body part affected) as well as what part of the 
site the injury occurred in, the activity the injured worker 
was engaging in and the kind of device, equipment or 
workstation she was using.

Identifying & Correcting Ergonomic Problems

Now comes the hard part: translating the data into 
corrective action. Here’s how to analyze the data and 
decide on corrective action.

3 Ways a Form Helps
The form is simply a summary of the data from the records 
review. When you finish the records review, have somebody 
from the review team complete the summary form. Fill out 
a summary form for each type of ergonomically-related 
injury suffered by your workers. Using this form will do 3 
things to help you solve ergonomics problems:

1. Organize Injury Data Records reviews yield a vast wealth 
of data on ergonomics injuries. But that data can be 
unwieldy, voluminous and hard to organize. The form helps 
you get a handle on the data by sorting it out according to 
injury type. This facilitates analysis and the identification 
of causes of injury.

2. Determine Appropriate Corrective Action Once you 
identify what’s causing an injury, you can decide what to 
do to correct the problem. Since causes and solutions for 
particular injuries may vary across different parts of your 
workplace or operations, you need to get input from all 
parties affected.

3. Establish Priorities The summary form lays out the key 
information about injury types. This enables you to compare 
injury types side-by-side, determine which problems are the 
most severe and establish priorities for corrective action.
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Safety Training — 10 Reasons Your Trainees Don’t  
Listen to You
A safety supervisor tells a story of taking his very first sailing 
lesson. It was a disaster. The guy was all alone when his boat 
capsized. As he hit the lake, he tried to remember the procedure 
his sailing instructor had told him about for re-boarding the boat 
after it capsized. But he wasn’t listening to the instructor and 
had no idea what to do. To make matters worse, his life jacket 
was too loose and ended up slipping off in the water. By the time 
the instructor came along to fish him out, the guy was totally 
humiliated.

As a safety trainer, the supervisor knew full well the importance 
of listening to instructions and procedures. But when he was on 
the receiving end, he didn’t practice what he had preached. On 
the other hand, the disconnect between the supervisor and the 
sailing instructor wasn’t all the supervisor’s fault.

The Communication Gap between Trainer and 
Trainee
Wouldn’t you hate to have somebody like that supervisor who 
tunes you out as a trainee? Well, guess what? You probably do. 
Chances are, your safety training sessions include at least one or 
two persons who aren’t getting your message.

Why aren’t you getting through? There is no one answer to this 
question. On the contrary, there are a variety of things that can 
cause trainees to tune out their trainers. Here are 10 reasons that 
training messages don’t reach their target:

1. They Really Can’t Hear You

There’s nothing more frustrating than to deliver what you think 
is a clear message only to have it ignored. It’s as if the trainee 
doesn’t hear you. In fact, maybe he doesn’t. Do you mumble? 
Are you dealing with an employee with hearing loss? When 
explaining procedures, speak slowly, loudly and clearly. And 
make sure trainees are literally able to hear them.

2. You’re Speaking Greek

Don’t assume your students understand more than they do. 
Define any words which may be unfamiliar. Give them all the 
information you can. If you’re not sure how much background 
knowledge they have, you can say something like, “This may be 
familiar to you, but let’s go over it again.”

3. They Hear the Message but Don’t Understand the Reason

Many trainees want to know not just what but why. This is 
especially true if you’re trying to get them to adopt a change in 
procedure or technique. Explain the purpose behind the change. 
Otherwise, trainees may not accept the change and do things 
the same way they always have.

4. They Don’t Appreciate the Stakes Involved

Before explaining a safety procedure, point out the hazard 

involved. It makes a lot more sense to wear protective gloves 
when you know about flesh-melting chemicals.

5. Your Jokes Are Garbling the Message

Humor can be an important tool in training. But you don’t want 
to overdo it. If you kid around too much, it may be hard for 
trainees to tell when you are serious. Don’t hide behind jokes 
when delivering difficult messages. Your audience might not get 
the point.

6. You’re Not Listening to their Questions and Concerns

Give your trainees lots of chances to ask questions. You can 
gauge the level of understanding by what they ask. Never 
laugh at questions. Respect your trainees and help bolster their 
confidence. If there are no questions, don’t assume everything 
is understood. Trainees may have nothing to ask because they 
don’t understand what you were talking about.

7. You’re Not Tailoring Your Message to Who They Are

Differences in literacy levels and culture may make it difficult 
for you to communicate with your trainees. Be sensitive to these 
differences and look for ways to bridge them.

8. You’re Not Testing Their Comprehension

A big mistake trainers make is assuming that the message has 
been comprehended without verifying it. Ask the group to repeat 
the message back to you. “Okay, now what is the procedure for 
disposing of oily rags?”

9. You’re Relying Too Heavily on the Spoken Word

Different people have different learning styles. Some need to 
hear. Some need to see. Others need to experiment hands-on 
under your supervision. Still others won’t learn a thing until they 
get their hands on a training manual. Most need a combination 
of these methods.

10. You’re Not Anticipating Obstacles

There may be roadblocks to following your instructions. Force 
of habit and uncertainty about what is expected are common 
ones. Maybe the trainee doesn’t have the tools, equipment or 
procedures to follow through on what you said. Look at things 
through the trainee’s eyes and try to anticipate these difficulties.

Conclusion

Of the 10 errors listed above, the supervisor’s sailing instructor was 
guilty of at least one: the last one—failure to anticipate obstacles. 
He overlooked the fact that his trainee’s lifejacket wasn’t fitting 
properly. To be fair, as a safety person, the supervisor should 
have known better than to wear such a lifejacket. But he’s not the 
first trainee to make a mistake.  Hopefully, all of you do a better 
job than this sailing instructor in catching mistakes.


