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MANAGLMENT TRAINING COURSE CONFERENCE OUTLINE

NO. 17

THE SUPERVISOR'S RESPONSIBILITY FOR SAFETY ON THE JOB

OBJECTIVES

AIDS AND LATERIALS

1. To stress the supervisor's re- 1. Worksheets 85--93.
sponsibility in promoting safety 2. Chart No. 24.

and good

2, To foster safety consciousness

housekeeping.

3. Film Strip, "Do the Job
Right" (25 win).

and good housekeeping habits in
the shop, warehouse and office,

3. To help raise sanitation and

health standards.

25 min
10 min
25 min

15 min
110 min

TIME SCHEDUIE = = = = oc = = = = = = = =

I.

II'

IIT.

V.
VI.

Introduction and Review

Importance of Safety: The Role of
the Supervisor

Causes of Accidents
Promoting Sanitation and Health
Film Strip: "Do the Job Right"

Summary: The Supervisor's Respon-
slbllity for Safety on the Job

This material is in the public domain — PLEASE SHARE!
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I, Introduction and Announce the subject for today's confer-
Review (10 wmin,) enco. Then, from all the preceding confer-
ences briefly review all the topics which
have a direct bearing on today's subject.
Refer to pertinent charts, As far as nos-
sible draw these points out from the con-
ferees.

II, Importance of Present the problem: Why is safety so im-
Safety: The Role portant? After a few good ideas are
of the Supervisor brought out by the conferees, distribute

(25 min. ) Worksheet 85, "Reasons for Preventing Ac-
cidents." Have the group glance over it.
Worksheet 85 It will be necessary to limit discussion on

this subject 2t this tinme,

Go on to the question as to what is the
supervisor's role in the safety problem,
including fire prevention. After a few
good ideas come out of the discussion, turn

Worksheet 86 to Worksheet 86, "The Supervisor's Role in
the Prevention of Accidents.,® A lively
discussion will probably follow. If it is
necessary to cut it short, tell the group
that this topic will be further treated in
the latter part of todayt's conference.

Worksheet 87 Next, turn to Worksheet 87, "The Importance
of Reporting Injuries Promptly." After the
group has had a chance to glance over it,
announce that at special follow-up confer-
ences on safety at a future date the very
important subject of the correct procedure
for reporting accidents will be discussed

(35 min. to here) by a safety technician.

ITII. Causes of Accidents First, explain that in this management
(25 min.) course time will permit only a discussion
of general causes of accidents, The de-
tailed discussion will have to be postponed
until the special follow-up conferences on
safety.

Ask the group what the general caunses of
accidents are, list them on the blackboard.

Worksheet 88 Then have the group turn to Worksheet 88,

“Accident Causes by Percentage." A good
discussion will follow.

2
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Before the discussion gets too ebstract and
Worksheet 89 theoretical, distribute Worksheet 89,

"Causes of Accidents.” Tie in this work-

sheet with the discussion on the preceding
(60 min. to here) one.

Promoting Sanita- This tooic will doubtless crop up again in

tion and Health the relations phase of this course. At any

(10 min.) rate it is appropriate to discuss briefly
this very important problem in this confer-
ence, because of the close relationship
between good housekeeping and sanitation,
and because preventing accidents and main-
taining good health are both designed to
keep the workers on the job,

Show how developing sanitation-consciousness
is no different from developing safety~con-
sciousness. Have the group discuss the
Supervisor's role in this problem.

Finally, ask the group to recall the prob-

lem of the safe workload, which came up in

Conference 3, and have them discuss it in

relation to the supervisor's responsibility

for helping to maintain the health of his
(70 min. to here) subordinates.

Film Strip Present the film strip, "Do the Job Right.®
(25 min.) This film portrays very effectively how a
conscientious supervisor tackled the prob-
lem of both developing safety-consciousness
in his unit and of taking concrete steps in
getting everyone to cooperate in preventing
(95 min. to here) accidents before they happen,

Summary (15 min, ) Have the conferees give a summary of the
supervisor's responsibility for promoting
safety consciousness in each one of his
subordinates and for maintaeining a work
place free from fires and accidents, This
will serve as a good review of all the main
points brought out in the discussion and in
the film strip. In the last four or five

Worksheet 90 minutes have the group look over Worksheet
90, "Summary of the Supervisor's Responsi-
bility for Safety.™ This should firmly im-
press the conferees with the importance of
this responsibility.
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Worksheet 91--93 Before dismissing the group distribute
Worksheet 91, "Locating Potential Accident
Causes,” and Worksheet 92, "Unsafe Condi-
tions or Situations,"™ and Worksheet 23,
"Safety Creed.™ Tell the conferees to
study them over carefully outside confer-
ence time., Also, ask them to report to the
training office any special problems they
may have or any action they take in their

(110 min, to here) units in connection with safety,

4
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REASONS FOR PREVENTING ACCIDENTS

There are two primary reasons for wanting to prevent accidents,
the first and best is the humane, and second, the economic reason,
The humane is, of course, of the greatest importance to the individual.
While the second is of importance to the individual, it is of great
importance to management, These primary reasons can further be broken
down in the following manner:

HUMANE
a, Personal Safety (self-preservation),
b. Helping to protect other persons from injury.
¢, Elimination of actual physlical suffering of--
(1.) Yourself,
(2.) Other individuals.
d. Responsibility to dependents:
(1.) Preventing worry, anxiety, grief concerning your
condition,
(2.) Actual physical suffering or want, due to loss of
wages or reduced earning capacity.
e, ?artial or permanent loss of earning capacity resulting
in——
(1.) Reduced standard of living.
(2.) Actual dependency on your family or other versons.
ECCNCMIC

The economic or cost reason can be broken down into two parts:

a,

Direct Cost Compensation payments which include compen-
sation insurance and medical expense are referred to as
"Direct Cost."

Indirect Cost The indirect cost of industrial accidents
may be listed as follows:

{Conttd,)

Conference 17, Worksheet 85
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(1.) Cost of lost time of injured employee.
(2.) Cost of time lost by other employees who stop work:

4. Out of curiosity.

B. Out of sympathy,

C. To asgsist injured employes.
D, For other reasons.

(3.) Cost of time lost by foremen, supervisors, or other
executives as follows:

A. Assisting injured employee.

B, Investigating the cause of the accident.

C. Arrangling for the injured employee's production
1o be continued by some other worker.

D, Selecting, training, or breaking in a new worker
to replace injured employee.

E. Preparing accldent reports, or attending hearings
before officials or in court.

(4.) Cost of time spent on the case by First-Aid attend-
ants and hospital department staff, when not paid for
by the Insurance carrier.,

(5.) Cost due to damage to the machine, tools, or other
property or to the spoilage of material.

(6.) Incidental cost due to interference with production,
fajilure to £ill orders on time, loss of bonusges,
paynent of forfeits, etc.

(7.) Cost to employer under employee welfare and benefit
systems.

(8.) Cost to employer in continuing the wages of the in-
Jured in full, after his return even though the
services of the worker (not fully recovered) may for
a time be worth only about half normal wage.

(9.) Cost of subsequent injuries occurring in consequence
of the excitement or weakened morale due to the ori-
ginal accident.

(10.) Overhead cost per injured--light, heat, rent, etc,--
which continue while the injured employee is a non-
producer.

Conference 17, Worksheet 85 (concl'd.)
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THE SUPZRVISCR'S ROLE IN THE PREVENTICH OF ACCIDINTS

RESPONSIBILITY FOR ACCIDINT PREVENTION

The responsibility for preventing accidents is shared by three groups:

MANAGEIENT Assumes the responsibility for ereating a safe place to
work.

SUPZRVISOR Is the intermediary between manegement and the worker,
because he transmits all orders, policles, and instruc-
tions to the worker. He is management in the worker's
eyes and the key man in any sctivity whether it be pro-
duction or safety.

WORKER Has a responsibility for a successful individual safe per-
formance.

Accident prevention is everyone's responsibility and duty. It
is of prime importance to each individual regardless of position to
prevent accidents and to work toward the elimination of their causes
as a matter of self-preservation. OStatis tics reveal that approxi-
mately one out of every ten persons will meet with an accident of some
kind during a period of one year's time, It may be minor, or it may
be more serious, i.e., fractures, loss of an arm, leg, eye, or it
might be a fatal accident. The greater number of accidents prevented
(causes removed), the greater the odds will be that each person will
escape injury.

The supervisor is the key man in any 2ccident prevention program
because he:

1. Has the best opportunity to eliminate unsafe acts, methods or
conditions.

2, Is the Intermediary between management and the worker,
transmits all orders and instructions, interprets them to
the worker and is the only person who has this responsibi-
lity.

(Cont'ad.)

Conference 17, Worksheet 86
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3.

4.

Knows the practical aspects of the job (regarding both the
workers and the operations).

Spends more time with the workers than anyone else and is
directly in charge of them.

5. Knows the ratio of narrow escapes from injuries which occur
daily to actual injuries sustained,

6. Is proficient (or expected to be) in his trade and in his
supervision; i.e. the operations and work methods, control-
ling the performance of the workmen and general shop condi-
tions.

7. Knows and understands that by epplying the principles of
accident prevention the production and efficiency of his
unit will increase,

SUPERVISOR

1. Cooperates with management and safety engineer in carrying
through all organized safety programs set up within the
organization.

2. Directs the work in the department in line with good safety
practices,.

3. Makes safety inspections.

4. Investigates all accidents.

5. Takes action necessary to remove causes of accidents.

6. Enlists cooperation of departmental personnel and delegates
safety responsibilities when possible,

7. Trains workers in safe work habits; "sets good example."

8. Makes reports as required by management.

Conference 17, Worksheet 86 (cont'd.)
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IMPCORTANCE OF REPORTING INJURIES PROMPTLY

Employeae should report every accident and injury—-regardless of

how minor, for two raasons:

1. To protect one's health and life,
2. To establish a claim for treatment costs and compensation in

the event of complications.

In the first instance prompt medical treatment may eliminate the
possibility of infections, or greater injury in the case of strains,
sprains or even fractures and thus reduce the severity of the injury,

protect your health and possibly save your life.

The second reason might well be called "financial™ protection
for if an injury is not reported and a claim established, the bene-
fits of Government Compensation may be denied in the event complica-
tions develop at a later date. Costly medical treatment may be
incurred, and at a later date it may be difficult to establish the
fact that the injury was incurred in service,

Also reporting is necessary to eliminate hazards and to prevent

recurrences.

Conference 17, Worksheet 87
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CAUSES BY PERCENTAGE

Accidents may be divided into two main groups, i.e. unavoidable
and preventable, In addition, the preventable accidents can be fur-
ther divided into two more groups-~those caused by mechanical fail-
ure or unsafe physical condition and those caused by an unsafe act or
by human failure., Statistics compiled from figures using all acci-
dents, regardless of group, as one hundred (100%) percent reveal the
percentage of accidents falling into each group to be—

a., 2%-Unsvoidable, in this class are such accidents and in-
Juries that result from the so-called "Acts of God" i.e.
earthquekes, hurricanes, lightning, etc.

b. 10%—-Due to physical or mechanical conditions or failure,
such as inadequately guarded machinery, poorly designed
tcols or equipment, defective, sharp or rough material
or poor arrangement, layout, housekeeping, etc.

c. 88%-Due to the unszfe act or human failure, as attempting to
operate unfamiliar power equipment or machines or withw
out authority.

These figures indicate that approximately two (2%) percent of
all accidents are umpreventable while approximately ninety-eight
(98%) percent are of a preventable type. Further examination of
these figures reveal that almost nine (9) out of every ten(10) acci-
dents are the result of the unsafe act or human failure, either on
the part of the person injured or of some other person, Of the
remaining twelve (12) percent, the ten (1C%) percent due to mechani-
cal failures or unsafe physical conditions camnot be ignored because
of the fact that although their frequency is much smaller, this is
usually more than compensated for in their severity. Accidents of
this type are often of the more serious nature, i.e, fractures,
mltiple injuries or perhaps fatal,

Conference 17, Worksheet 88
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CAUSES OF ACCIDENTS

Unsafe Acts and Mechanical or Physical Conditions.

mately ninety-eight (93%) percent of all accidents.

In a previous worksheet unsafe acts and mishaps (unsafe mecha-
nical or physical conditions) were shown to be the cause of approxi-

It is there-

fore important to have an understanding of what is meant by these

terms.

The items in the following lists represent (under a general

heading) at least the majority of unsafe acts or conditions.

3.

be

5.

UNSAFE ACTS OF PERSONS

Operating without clearance; 1,
failure to secure or warn.

Operating or working at un-
safe speed. 2.

Making safety devices inop-
erative. 3,

Using unsafe equipment, or
equipment unsafely. L.

Unsafe loading, placing,
mixing, combining, etc. 5.

Taking unsafe position or
posture,

Working on moving or danger-
ous equipment.

7.
Distracting, teasing, abus-
ing, startling, etc.
Failure to use safe attire )
or personal protective
devices.
(Cont'd, )

UNSAFE MECHANICAL
OR PHYSICAL CONDITIONS

Inadequate guards: guards of
improper height, strength,
mesh, ete.

Unguarded: absence of re-
quired guards.

Defective, rough, sharp, slip=-
pery, decayed, cracked, etc.

Unsafely designed machines,
tools, etc.

Unsafely arranged: poor-
housekeeping, congestion,
blocked exits, etc.

Inadequately lighted, sources
of glare, etc,

Inadequately ventilated, im-
pure air source, etc,

Unsafely clothed: no goggles,
gloves or masks, wearing high
heeled shoes, etc,

Conference 17, Worksheet 89
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II.

IIT,

Ceuses of Unsafe Acts.

Since unsafe acts cause approximately nine out of ten acci-
dents and injuries it is important to examine the causes for
these acts. These causes may be grouped under four general head-
ings:

g, Tuproper attitude,

b, Lack of knowledge or skill.

¢, Bodily defects,

d, Safe practices difficult or impossible,

Improper attitude is generally the fault of the employee,
i.e., recklessness, don't-care attitude toward job as a whole,
stubboronness and other traits of this nature.

lack of knowledge or skill may stem from lack of training or
experience in the task being performed or to which they are as-
signed. Quite often the reason is that the employee is not con~-
vinced that the act is not safe and must be showm or "sold" before
the practice can be stopped.

Bodily defects can be the cause of many unsafe acts and may
be either an acquired or inherited weakness-~poor eyesight, mus-
cular weakness, loss of an arm, or leg or a previous injury or
attempting tasks or acts for which the man is not structurally
equipped, lifting heavy loads, jumping from platforms and ramps,
etc,

Where safe practices are difficult or impossible to carry out,
the causes may be summed up as due to poor plant layout, poor de-
sign of equipment or machines, inadequate equipment, impossible
time or production schedules, etc.

What are the reasons why persons are and continue to be
gullty of acts which sooner or later will cause them to be in-
jured?

Mechaniecal or Physical Conditions.

The primary responsibility for these conditions rests for the
most part with management and secondly with the immediate supervi-
sors. Management should make every effort to provide adequate and
safe machinery, tools, equipment, etc., to provide clean and well
laid-out shops and work areas and adequate medical facilities,

(Cont'd.)

Conference 17, Worksheet 89
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