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Workplace Safety Program
Throughout the following Workplace Safety Program, your organization's name can be  inserted to personalize specific documents.  Please amend this program to fit your needs, and tailor it accordingly.  It is recommended that you save the program to your hard drive so it can be customized.  We encourage you to review the Web sites listed throughout this document for further information as it pertains to your religious organization. 
Once complete, the program is more effective when it is reviewed and discussed regularly with those involved in your safety programs. 
CHURCH MUTUAL INSURANCE COMPANY WISHES TO POINT OUT THAT NO WARRANTY ATTACHES TO THESE DOCUMENTS, AND IN FACT, THESE DOCUMENTS MAY NOT BE APPROPRIATE FOR THE SPECIFIC NEEDS OF A PARTICULAR ENTITY.  THERE IS NO GUARANTEE THAT THESE DOCUMENTS WILL PROTECT ANY FACILITY THAT CHOOSES TO USE THEM.  BEFORE USING THESE DOCUMENTS OR ANY SIMILAR DOCUMENTS, YOU SHOULD CONSULT WITH YOUR OWN ATTORNEY TO MAKE CERTAIN THAT THE DOCUMENT YOU EVENTUALLY USE IS CORRECT AND CURRENT UNDER THE LAW OF YOUR PARTICULAR JURISDICTION AND THAT THE DOCUMENT MEETS YOUR NEEDS FOR YOUR PARTICULAR SITUATION.  
 
SOURCES FOR THIS PROGRAM INCLUDE:  THE OCCUPATIONAL SAFETY & HEALTH ADMINISTRATION; THE NATIONAL INSTITUTE OF OCCUPATIONAL SAFETY AND HEALTH; TEXAS DEPARTMENT OF INSURANCE/DIVISION OF WORKERS' COMPENSATION; THE WISCONSIN SAFETY COUNCIL; ARKANSAS WORKERS' COMPENSATION COMMISSION; CAL/OSHA DIVISION OF OCCUPATIONAL SAFETY AND HEALTH.
Please consider using the following sample program guidelines to assist you in creating  and implementing a Workplace Safety Program at your ministry.  The sample guidelines  are not intended to be inclusive of every safety issue within your organization, but rather  to be used as a general safety program example that can be implemented in whole or  part.   
Church Mutual Insurance Company is providing this information and sample documents  as a resource only.  It is not meant to substitute for legal advice.  It is recommended you  consult legal counsel or other experts when establishing your policies and procedures or when making decisions related to any individual workplace safety situation.  It is  important to note there may be other state and federal laws that also apply.  You will  need to design your program to meet your specific needs. 
The information within this document will assist you in identifying and correcting  hazardous conditions, practices, and procedures throughout your facility.  Within the  context of this document a "worker" can be considered to be any employee, volunteer, or member who works at your facility. 
INTRODUCTION
i
How to Begin 
Developing a Workplace Safety Program does not have to be an expensive process, nor does it  require additional workers.  Workplace safety can be integrated into all functions so that it will  become second nature to workers. 
The success of any Workplace Safety Program depends on careful planning.  This means that  time must be taken to analyze what is to be accomplished and to develop an action plan in order to attain goals. 
A person should be designated to be responsible for the Workplace Safety Program. 
All workers should be involved as much as possible. 
An initial workplace safety survey of the facility should be conducted to identify any  existing or potential workplace safety hazards. 
Documentation should be maintained of what safety improvements have been made. 
A review of your Workplace Safety Program should be conducted annually.  A careful look at each element of the program should be taken to determine what is working and what changes are needed. 
A review of your Workers' Compensation Coverage should be conducted.  Most property, liability, health, and accident insurance policies exclude work-related accidents and injuries, so it is important that you provide workers' compensation insurance for your employees.  For more information, contact your Church Mutual representative at (800) 554-2642, Option 1. 
If you need assistance creating your Workplace Safety Program, please contact Kyle Illbeck,  Risk Control Compliance Coordinator, at (800) 554-2642, Option 4, Extension 4459, or        e-mail at:  riskmanagement@churchmutual.com 
ii
The key to the success of a Workplace Safety Program  is to see it as a part of our day-to-day operations.  No Workplace Safety Program will work without commitment and involvement. 
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CHURCH MUTUAL INSURANCE COMPANY WISHES TO POINT OUT THAT NO WARRANTY ATTACHES TO THESE DOCUMENTS, AND IN FACT, THESE DOCUMENTS MAY NOT BE APPROPRIATE FOR THE SPECIFIC NEEDS OF A PARTICULAR ENTITY.  THERE IS NO GUARANTEE THAT THESE DOCUMENTS WILL PROTECT ANY FACILITY THAT CHOOSES TO USE THEM.  BEFORE USING THESE DOCUMENTS OR ANY SIMILAR DOCUMENTS, YOU SHOULD CONSULT WITH YOUR OWN ATTORNEY TO MAKE CERTAIN THAT THE DOCUMENT YOU EVENTUALLY USE IS CORRECT AND CURRENT UNDER THE LAW OF YOUR PARTICULAR JURISDICTION AND THAT THE DOCUMENT MEETS YOUR NEEDS FOR YOUR PARTICULAR SITUATION.  
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Workplace Safety Program 
Safety Program Elements: 
Additional Information: 
Resources: 
(Requires Internet Access) 
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Workplace Safety Committee
Workplace Inspection
Worker Safety Training
OSHA Requirements
Workplace Safety Program - List of Forms
Accident Investigation
Church Mutual Safety Resources
Management Commitment 
For your Workplace Safety Program to be successful, you must demonstrate the proper attitudes and commitment from all levels of the organization toward workplace safety. 
If you are not interested in preventing employee injury and illness, your employees will not give  safety and health much thought either. 
Therefore, it is essential that you demonstrate, at all times, your personal concern for employee  safety and health, and the priority you place on them in your workplace.  Your policy must be  clear.  Only you can show its importance through your own actions. 
Your commitment to safety and health will show in every decision you make and every action  you take.  You can demonstrate the depth of your commitment by involving your employees in  planning and carrying out your efforts.  Your employees will respond to that commitment. 
If you involve your employees in identifying and resolving safety and health problems, and  provide a means for encouraging them to report unsafe conditions, they will bring their unique  insights and energy to achieving the goals and objectives of your program. 
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  Workers 
  Detecting hazards. 
Accident records will be reviewed for trends in the data that might pinpoint hazards.  Proper  analysis relies on thorough accident investigation and a careful review of incidents and accidents.  Before each new inspection, previous inspection reports and recommendations will be reviewed. 
Scheduled inspections of the workplace will be conducted, which will include discussions with  workers and the detection of unsafe work practices, hazardous conditions, and risky behaviors.   The Workplace Safety Committee will be responsible for establishing appropriate procedures for  periodic workplace inspections.  
Assist in the Management of Safety
The task of assisting with the management of safety will include following through with a  corrective action once a cause has been identified. 
Detecting Hazards
Workplace Safety Committee Members 
  Trustees 
  Pastor(s) 
  Property Committee Members 
  Organization Officers 
  Other Leaders in the Organization 
  Congregational Members 
  Assisting in the continued management of workplace safety. 
  Analyzing and solving problems concerning workplace safety. 
Functions of the                                                                                                                    Workplace Safety Committee include: 
All  workers  of                                                                                         
will be actively involved in the workplace safety efforts.  It will be stressed that workers are free to express their views and commitment to safe work practices. 
                                                                                                                                  recognizes that a Workplace Safety Committee is a key element to achieving continuous improvement in a safety process. 
Workplace Safety Committee 
Workplace Safety Committee members may consist of: 
A member of the Workplace Safety Committee should serve as secretary to keep a record of  what takes place at each monthly meeting in the form of "minutes."  Minutes should include any safety recommendations made by the committee.  A copy of all minutes should be distributed to  management and to all Workplace Safety Committee members for their review and future  reference.  Minutes also should be posted in an area where all workers can see and read them. 
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Analyzing and Solving Problems
Saftey Committee Members Form
Self-Inspection Checklist
Workplace Inspection 
Reports will be filed in a log and maintained.  The documentation will include: 
  Date of inspection. 
  Name of inspector(s). 
  Hazards identified. 
  Estimated date of corrections. 
  Person responsible for corrections. 
For any hazards that cannot be immediately corrected, a target date will be set for correction  based on such considerations as the probability and severity of an injury or illness resulting from  the hazard.  Interim protection will be provided to workers while correction of the hazard is  proceeding. 
Inspections will be conducted by personnel who, through experience or training, are able to  identify actual and potential hazards and understand safe work practices. 
                                                                                                                                  recognizes that a successful Workplace Safety Program depends on accurate identification of all existing and potential hazards in our workplace.  Periodic inspections will be conducted to identify hazards  and  procedures that could potentially be hazardous. 
                                                                                                                                will review written inspection reports.  The review will assist in prioritizing actions and verifying completion of previous  corrective actions.  Overall inspection program results will be reviewed for trends. 
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Hazard Identification and Correction Record
Self-Inspection Checklist
  Attendance roster with workers' signatures. 
  Date of training. 
  Name of trainer. 
  Subject(s) covered. 
Training documentation will include: 
Whenever new substances, processes, procedures, or equipment are introduced which present a new hazard. 
To all workers given new job assignments for which training has not been previously  provided. 
To all new workers.  
To all of our workers when the Workplace Safety Program is first established. 
The safety training will provide instruction: 
Personal protective equipment must be used when and where required, and must  be properly maintained. 
Any work-related injury or illness suffered, however slight, must be reported  immediately to management. 
All unsafe conditions encountered during work are to be reported. 
Mechanical safeguards must be in place and always kept in place when equipment  is operated. 
Each worker needs to understand that: 
Workplace safety training will allow our workers to properly learn their jobs, bring new safety  ideas into the workplace, reinforce existing ideas and practices, and put our program into action. 
                                                                                                                                 recognizes the importance of  educating all personnel about safety rules and their duties and responsibilities in the workplace. 
Worker Safety Training 
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Safety Training Attendance Form
New Worker Orientation Form
Investigations will be conducted as soon as possible, but no later than 24 hours after the accident. 
Prepare a report - Written reports are necessary for study and analysis to determine specific areas in which accidents are occurring and for follow-up action on recommendations.  Share findings with the claims representative. 
Investigate all accidents - Chance is often the sole difference between a trivial  accident and a serious one.  Results cannot be predicted. 
Make recommendations - No investigation is complete unless corrective action is  suggested. 
Check for unsafe conditions and unsafe acts - Both are present in the  majority of accidents. 
Investigate each clue - An apparently reasonable conclusion often will be changed by exploring factors which may not appear to be important. 
Use common sense - Stick to the facts, weigh their value, reach justified conclusions. 
Accident Investigation 
The investigation procedures will include:  
WHY did the accident occur and what steps should be taken to prevent a recurrence? 
HOW did the accident occur? 
WHERE did the accident occur? 
WHAT were the sequence of events and conditions leading to the accident? 
WHEN did the accident occur? 
WHO was involved in the accident? 
To guide in the investigation, the following questions will be answered in this order: 
All accidents and near misses should be investigated as soon after the occurrence as  possible in order to determine the causes and to initiate corrective action. 
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Accident / Incident Investigation Form
OSHA Requirements 
[ The following information was compiled from the Occupational Safety & Health Administration (OSHA) Web site:   www.osha.gov
Religious organizations, as well as any charitable or nonprofit organization that employs one or  more employees, must comply with the Occupational Safety & Health Administration (OSHA)  requirements. 
However, as a matter of enforcement policy, the performance of, or participation in, religious  services (as distinguished from secular or propriety activities whether for charitable or religion-related purposes) will not be considered as employment under OSHA requirements. 
Some examples of OSHA noncoverage in the case of religious organizations would be:   Clergymen while performing or participating in religious services and other participants in religious services, namely choir masters, organists, other musicians, choir members, ushers, and the like. 
Examples of OSHA coverage of religious organizations that are considered as employers would  be: 
A private hospital owned or operated by a religious organization; 
A private school or orphanage owned or operated by a religious organization; 
Commercial establishments of religious organizations engaged in producing or selling  products such as alcoholic beverages, bakery goods, religious goods, etc.; and 
OSHA - Occupational Safety and Health Administration:  Injury / Illness Records
The primary purpose of OSHA-required recordkeeping is to retain information about accidents  that have happened. 
Small businesses with ten (10) or fewer employees throughout the year are exempt from most of the requirements of the OSHA recordkeeping rules except when selected by OSHA or the  Bureau of Labor Statistics to participate in a mandatory data collection. 
Businesses with more than ten (10) employees at any time during the last calendar year must  keep OSHA injury and illness records unless classified as partially exempt under § 1904.2. 
Reporting Fatalities and Multiple Hospitalization Incidents to OSHA
 ] 
 Detailed information about OSHA recordkeeping rules can be found at: 
www.osha.gov/recordkeeping
Fatal heart attacks also must be reported.  Call the nearest OSHA Area Office or the agency's toll free number (800) 321-6742 to provide this information.  The local OSHA Area Office director will decide whether to investigate the incident depending on the circumstances of the heart attack. 
OSHA requires all employers, regardless of size or industry, to report a work-related death of  any employee or hospitalizations of three or more employees within eight (8) hours after the  work-related incident.  A fatality/multiple hospitalization must be reported orally by telephone or  in person to the Area Office of OSHA that is nearest to the site of the incident. 
Administrative, executive, and other office personnel employed by a religious  organization. 
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1. 
2. 
3. 
NO, you do not have to report all of the incidents.  If the motor vehicle accident occurs on a public street or highway, and does not occur in a construction work zone, you do not have to report the incident to OSHA.  However, these injuries must be recorded on your OSHA injury and illness records, if you are required to keep such records. 
4. 
Read about OSHA's reporting requirements at: 
If you do not learn of a reportable incident at the time it occurs and the incident would  otherwise be reportable, you must make the report within eight (8) hours of the time the incident is reported to your or to any of your agent(s) or employee(s). 
What if I do not learn of an incident right away? 
NO, you must only report each fatality or multiple hospitalization incident that occurs  within thirty (30) days of an incident. 
Do I have to report a fatality or hospitalization that occurs long after the accident? 
Do I have to report a fatality or multiple hospitalization incident that occurs on a commercial or public transportation system? 
NO, you do not have to call OSHA to report a fatality or multiple hospitalization incident if it involves a commercial airplane, train, subway, or bus accident.  However, these injuries must be recorded on your OSHA injury and illness records, if you are required to keep such records. 
5. 
6. 
Frequently Asked Questions About Reporting
www.osha.gov
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A brief description of the incident. 
Your contact person and his or her phone number; and 
The names of injured employees; 
The number of fatalities or hospitalized employees; 
The time of the incident; 
The location of the incident; 
The establishment/organization name; 
Do I have to report every fatality or multiple hospitalization incident resulting from a motor vehicle accident? 
What information do I need to give to OSHA about the incident? 
NO, if you cannot talk to a person at the Area Office, you must report the fatality or  multiple hospitalization incident using the 800 number. 
If the OSHA Area Office is closed, may I report the incident by leaving a message on their answering machine, faxing them, or sending an e-mail? 
1. 
2. 
3. 
4. 
5. 
6. 
7. 
Workplace Safety Program 
LIST OF FORMS
NOTE:   These forms are also available in PDF (fillable) format on
              Church Mutual's Safety Program Web page: 
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Safety Committee Members Form
Accident / Incident Investigation Form
New Worker Orientation Form
Safety Training Attendance Form
Hazard Identification and Correction Record
Self-Inspection Checklist
Identified Hazards Log
Workplace Safety Program Forms
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