Using the Four-Point Workplace Program
The following program was developed to assist managers with the implementation of safety and health programs designed to minimize occupational workplace hazards, injuries and illnesses.  Brentwood Services Loss Control Department is available to assist you with the elements outlined in this program.  

Point One:  Management Commitment and Employee Involvement

As the manager, your attitude toward job safety and health will be reflected by your employees.  If you are not interested in preventing employee injuries, nobody else is likely to be.

· Demonstrate your personal concern for employee safety and health and the priority you place on them in your workplace.  YOUR POLICY MUST BE CLEARLY SET

· Demonstrate your commitment to the employees by involving them in the planning and carrying out of your efforts.

· Consider a joint employee-management safety organization.  The goal is everyone taking an active part in the safety program.

You have advantages:

1. Close contact with your employees

2. Specific acquaintance with the problems of the whole business

3. Usually a low worker turnover

4. With most, you have already developed a personal relationship

Actions to take:

· Post your own policy.

· Hold a meeting to communicate that policy to the employees and discuss your objectives.

· Make sure that support from the top is visible by taking an active part – review inspection records and accident reports and ensure follow up when needed.

· Ensure that all management and supervision follow all safety requirements that employees must follow.

· Use your employees’ special knowledge and experience – ask them for input, have them conduct inspections, safety training or assist in accident investigations.

· Make clear assignments of responsibility for every part of the program that you develop – assign safety and health responsibilities in the same way you assign production responsibilities.

· Give those with responsibility the resources they need to get the job done – people, training, money, time and authority

· Don’t forget about the assignments you’ve made – make sure personally that they get the job done.

· At least annually, review what you have accomplished – communicate successes and areas to improve

Point Two:  Worksite Analysis

It is your responsibility to know what you have in your workplace that can cause harm to your employees.  Inspecting the workplace for hazards and evaluating past losses is key to accomplishing this step.

Actions to take:

· Call your Brentwood Services Loss Control Consultant or another safety professional to assist in identifying workplace hazards.

· Make sure you (and whomever is providing you technical assistance) evaluate any changes you make in your processes to ensure new hazards aren’t being introduced with your changes.

· Set up a system to check for hazards – you can complete this by using the department checklists available to you.  If necessary, modify the checklists to reflect issues specific to your dealership.

· Provide a way for you employees to let you or another member of management know when they see things that look harmful to them and encourage them to use it.

· Learn how to conduct a thorough investigation when incidents do occur to help find ways to prevent recurrences.

· Review past loss experience to identify any trends that may be present.

Point Three:  Hazard Prevention and Control

Once you know what your hazards (and potential hazards) are, you are ready to put in place the systems that prevent or control those hazards.  Whenever possible, you will want to eliminate those hazards – substitution of a less hazardous material or through engineering controls that can be built in.

Actions to take:

· Set up safe work procedures based on the analysis of the hazards in the workplace.  Make sure employees understand the job procedures and follow them.

· Be ready, if necessary, to enforce the rules for safe work procedures by asking your employees to assist you in setting up a disciplinary policy that will be fair and understood by everyone.

· Where necessary to protect your employees, provide personal protective equipment (PPE).  Be sure employees know why they need it, how to use it, and how to maintain it.

· Provide for regular equipment maintenance and inspections to prevent breakdowns that can create hazards – lifts, jacks, hoists, etc.

· Plan for emergencies so everyone will know what to do under stressful and confusing conditions.  Post emergency numbers and review employees’ responsibilities during an emergency.

· Ensure the ready availability of medical personnel fro advice and consultation on matters of employee health.  If possible, make sure your medical providers are familiar with the nature of your business and the possible injuries and illnesses that can occur.

· If your business is remote from medical facilities, you are required to ensure that one or more people be adequately trained and available to render first aid.

· Ensure you have a procedure for reporting injuries and illnesses that is understood by all employees.

Point Four:  Training for Employees, Supervisors and Managers

As an owner or a manager, you must ensure that all employees know about the materials and equipment they work with, what known hazards are in the operation, and how you are controlling the hazards.

Each employee needs to know the following:

1. No employee is expected to undertake a job until he/she has received job instructions on how to do it properly and has been authorized to perform that job.

2. No employee should undertake a job that appears unsafe.

You may be able to combine safety and health training with other training you do, depending upon the kinds of potential and existing hazards.  When a new piece of equipment or chemical is introduced in the workplace is an ideal time to incorporate safety training.

Actions to take:

· Ask your Loss Control Consultant to recommend safety training for your organization.  You can also refer to the safety training guideline available from the Loss Control Department.

· Make sure you have trained your employees on every potential and known hazard that they could be exposed to and how to protect themselves.  Verify they understand what you taught them through testing or having them demonstrate what they have learned.

· Make sure management has been trained on the hazards that face the people they supervise and how to reinforce training with quick reminders, refreshers, and with disciplinary action if necessary.

· Make sure that you and your management staff understand your responsibilities and how to hold employees accountable for theirs.

Document Your Activities

Document your activities in all elements of the four-point workplace program.  Many documents are required to be kept for insurance and regulatory purposes, such as:  accident reports and investigations, training records, policy statements, fitness for duty evaluations and records of your activities.  Keep in mind in most cases, if it is not documented – it never happened.

Records of sales, costs, profits and losses are essential to all successful businesses.  They enable the owner or manager to learn from experience and make corrections for future operations.  Records of inspections, accidents, related injuries, illnesses and property losses can serve the same purpose if used in the same manner.  An effective safety and health program is critical to cost-effectiveness, profitability, morale and the overall success of a business.

We encourage you to call on your Brentwood Services Loss Control Consultant for assistance .They can be reached at 615-263-1300.
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