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SAFETY COMMITTEES MANUAL 

The purpose of this manual is to explain briefly the fundamental principles . 
that may be followed in organizing a plant safety committee . It is assumed that the 
managerner.t of the average small plant has been carrying the entire srtfety load and 
has not taken advantage of the assistance which may be obtained from the workers 
through a safety committee. 

WHAT IS A SAFETY COMMITTEE? 

A safety committee is a group of employees (supervisors, supervisors and 
employees , or employees) appoi nted to aid management in all matters pertaining to 
the safety and health of employees . Through its activities and reports, the safety 
committee can keep management informed as to the conditions which affect the safety 

.and health of employees and can make r ecommendations for corrective action . Th e 
success of a safety committee is dependent upon some definite means of step-by- s t ep 
procedure to carry recommendations to a conclusion . Corrective measures should be 
taken or a satisfactory explanation should be made as to ~hy the recommendations are 
not followed . 

While the scope of the safety committee's activiti es is, in most ca.ses, 
chiefly adviso ry, many managements find it practical to delegate considerable 
authority for corrective action to the plant engineer, supervisor, master mechanic 
or other responsible employee. A safety committ ee is an eff ective means of arousing 
and maintaining interest in safety through its activities . 

Due to the variation in plant proc esses -, number of employees , and work­
ing conditions, the size of plant wherein a saf ety commi~tee is practical is quite 
arbitrary . In plants with only two or three foremen , ttese men can comprise the 
safety committee. It is preferable to have a minimum of three memb ers and with 
larger number of employees , two or more employees may be included on th e committee . 

In order to prevent having a large unwieldy committee , subcommittees can 
be formed to handle specif ic problems , commonly used types of such subcommittees are: 

Inspection Committee 
Technical Committee 

Educational Committee 
SP e c i a l Pu rp o s e s Co mm i t t e e s 

ACTIVITIES OF A SAFETY COMMITTEE 

The activities of th e safety committee depend in great part upon th e 
selection ~nd number of members and also the polici es ag reed upon on its organi­
zation . Such policies might include all or part of the following as -

Recommendations to Management -
1. Establish procedures for .handling suggestions an d r ecommendations of 

the committee . 
2. Conduct regularly scheduled meetings for the purpose of discussi ng 

accident prevention methods , safety pr0mot ion, it ems noted on plant 
inspections, injury records, and other pertinent subj ects. 

3. Inspect the plant for the purpose of discovering accident sources and 
hazards and occupational disease exposures . 

4-. Investi gate accidents for the r ecommendation· of means of preventing 
r ecurrence . 

5 . Recommend changes or additions to protective equipment or devices f or 
the elimination of hazards . 
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6. Develop or revise safe practices and rul es to comply with current plant 
needs. 

7. Promote safety and first aid training for committee members and other 
employees. 

8 . Participate in advertising and in selling safety to the employees. 

How well these activities are followed will depend upon the chairman of th e 
committee. Therefore, he should be chosen for qualities of leadership, interest in 
safety, and ability to get things done. 

ORGANIZING A SAFETY COMMITTEE 

When a safety committee is formed, certain matters of policy and procedure 
should be established . This should be in writing, and should form the charter or 
basic instrument outlining a definite purpose of the committee and rules for its 
operation. Management should specify : 

(a) Extent of committee authority 
(b) Scope of committee activity 
(c) Procedure as to 

1. 1ime a11d Place of meetin?s 
2. Frequency of meetings 
3. Order of business 
LJ. Records to be kef;t 
5. Attendance re quireme n ts 
6 . Accident investigation 
7. PLant inspections 

At least in the first stages of safety committee operation , top management 
should be prompt and participate in the organization and conduct of the committee. 
With management assistance, the committee can conforn to company policies and estab­

. lish the necessary procedures . 

When a safety committee is first organized, a brief ceremony before all 
employees is helpful in emphasizing the importance of its functions and in making 
members known to t'he other employees . Identifying badges may be presented to the 
committee at this ti~e, as symbols of the spirit of safety. 

It is go-·-d practice to have represenutives on the safety committee from 
each department so as to obtain a composite view of conditions and practices through­
out the whole plant . By rotating committ ee members , a l arge number of employees be­
come acquainted with the aims and ope ration of the committee, and the committ ee 
profits by the various points of view. 

SAFETY ORGANIZATION 

It is recommended that safety organization be in acc0rdance with New Jersey 
Department of Labor Accident Prevention Bulletin "Safety Subjects". 

Inspection Service for plants employin~ up to 500 workers: There should be 
some competent person with knowledge of industrial safety standards in charge of in­
spection service, who shall make regular inspection of the plant. Such person shall 
fill out and sign reports showing cnnditions of the plant and recommendations for 
changes . Qualified personnel shall : 
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( A) Inspect plant and plant equipment and make specific written rec rJm­
mendations f or removal of hazards, using as a basis for these r ecom­
mendations the safety and sanitary codes issued by the State Department 
of Labor and including such items as floors, ladders, fl oor and wall 
openings, stairway conditions, un guarded runways and platforms , pr es­
sure apparatus including boilers, electrical equipment, corrosive and 
explosive substances, fire fi ghting equipment for the correct use of 
personal protettive equipment . 

(8 ) Inspect for maintenance 0f safeguards, condition of hand t ools, ~ener al 
order and arrangement of materials, cleanliness, ventilat ion , lightin g 
and fire hazards. 

(C) Make or arrange for regular inspections of special equipment , such as 
elevators, cranes, hoisting chains, engine and motor stops, etc ., and 
ke ep writt en records 0f each inspection. 

(D) Inspect automatic sprinklers, extinguishers , fir e (wat er . and sand ) 
pails , and exits. 

(E) See that drawings and specificati ons f 0r new machinery cover the guard­
ing in accordance with standards of dangerous features such as ~ears, 
set screws, sprocke ts and couplings . 
Inspect new mach in ery before it is placed in ope r ation and see that 
necessary standar d s af eguards ar e provi ded . 

Education : For the small shop , suitably l ocat ed bulletin bo ards shoul d be 
provided, on which safety bulle tins (which shall be ch a,nged at least monthly ) and 
s afety orders, rules and information sh all be posted, 

LARGER PLANTS 

For plants employine more than 100 workers: There sh all be a safety in­
spector who has knowled~e of safety standards and who shall devote at l eas t one-half 
(1/2) of his entire time t o accident prevention work . He shall keep record3 as r e­
quired herein and shall pe rform the duties described ab ove . 

There may be an inspection c0rnmi tt ee comI)osed of qualified -personnel in­
cludinq supervisors if desired. The personnel of the committee shall be changed at 
regular intervals, preferably by rot ation. 

It is rec nmmer.ded t hat Safety or ganization be in accordance with New Jersey 
Department of Labor Acciden t Prevention Bulletin "Safe ty Subjects" . 

For pl an ts emPloyinf up to 100 workers: There shall be a pr og r am of 
education in saf ety fostered by the ,; ~ae ral commi ttee. They will arran ge : 

(a) Suitably l ocat ed bulletin boards s hall be provided, on which safety 
bullet ins (which shall be changed at leas t monthly) and safety orders , 
rules and information shall be posted. 

(b) There should be at least semi-annual meetings of employees at which 
talks or. safety shall be given . A sat isfactor y r eco r d 0f such meeting 
should be kept , givi ng the date , att endanc e , speaker , topic discussed , 
etc . 

A plan t magaz ine published at l eas t quarterly with a fair pe rc entage of its 
material devoted to plant sa.fety may be accepted in li eu of semi-annual meet i ngs of 
employees, provi ded th e amount of m~teri al devoted t o safety work is aporoved by the 
General Safety Committee. It may be advisable to have denartmental semi-annual meet­
ings rath er than semi-annual meetings of the whole plant . -

,:·oi more cteta ile-~ information concerning training methods, reference 1s made to the New 
Jersey Department of Labor Accident Prevention Bulletin 'Safety Subjects ' ' 
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HERE IS A SUGGESTED ORDER OF PROCEDURE FOR . . . . 

SAFETY COMMI TTEE MEETINGS 

Meetings are an important feature of a Plant Safety Program and should 
be conducted in an orderly and businesslike manner . 

ROLL CALL · 
This encourages attendance and can be used to g~_ve m~mbers 

credit for regular attendance at a· specifi ed ~umbe~ of meetings. In 
sm~U. committ ees , this item. may be omitted·. 

SUB-COMMITTEE REPORTS 

Fixes responsibility for carrying out duti es and allows for 
proper presentation .of findings of sub-committees . M~y be omitted in 
~mali organiiations. · · · · 

OLD BUSINESS 

Report·s on progress made on previous recommendations will 
show which are complied with and which require further attention, It ems 
which have not received attention should be dated for future · reference, 

. . . 

NEW BUSINESS 
. . . 

Review of accidents since the previous meeting. The committ ee 
should prepare specific recommendations ~egarding these accident$ . 

Submission of recommendations by safety committeemen . 

Plans fo r safety promotion, contests , exhibits, etc., should 
be prep ared and presented to · th e co~mitteP. for suggestions an d approval, 
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USE AS A CHECK CHART FOR SAFETY COMMITTEE 
PLANT INSPECTION 

GENERAL SAFETY INCLUDING STRUCTURAL 

a . Supe rvision of Visitors or 8££ Duty '.?lant Pt::1 sonnel 

b. Nal ks and Aisles 

c . t ~ .. .: i d ings and Intra i:' lant Traffic 

d. f~acider s and Obstructions 

e. ~nclosures and Ga tes 

f . iiousekeeping 

~. Communications 

h. ., tair s , : l a tfor;-ns, Floors an~. ::xits 

FIRE SAFETY 

a. .;:Hiciency of )J.ant hr st ,i ict t'11 e Fi ghting- "fo am~; 

b . Fire j r i gades in Lar ger ··1ants 

c . Condition of Fir st ( i<l f ir e Fi le!htinH ~quir,~1cnt 

d . t~xoosm e f.:.aza1 ds 

e . Paint -~·p1 ay 3ooths anJ .• 1 eas 

L Spr inkle1 Systems Includi.nc- Con tr )1 Valvt"!S and. ~a t e r Flow Alarms 

g . Yar d Pipinc-: and :iydr ants 

h. Condition of ,-~ose and Fire ~'oor s 

1. r1t":1.er 1:·, utomatic Eauipment 

J· Storage and Protection of ii.azardous Chemicals 

.i< . Smoking ? egulations 

l. Weld ing and Cutting 

ELECTRICAL SAFETY 

::; . Fuses 

b . Overload. Con tr ois 

c . .'~emporary ~V ir i ng 

d. '.'.~afeguar c!in~ of i.Jan~-te I ous Areas 

e . Check to De t e r mine Whethe r Eiectrical At..ipme.ht 1s i>ing Used Safe ly 

f. 2xt ension Lines and ? o.s s ibilities of Short Ci1c its 
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USE AS A CHECK CHART FOR SAFETY COMMITTEE 
PLANT INSPECTION 

MECHANICAL SAFETY AND MACHINE GUARDS 

a . Use of Goggles 

i:J . Grinding i'iheels 

d . Drill Presses 

e. Lathes, Boring Mills anJ Scr ew Machines 

f. Shaper s and Planers 

g . Power Saws 

h. Wood Working Tools 

1.. fand Tools 

J· Elevato1s , Hoists, Conveyors and Trucks 

k. 8oile1s and Pr essure Vess e ls 

PHYSIOLOGICAL SAFETY - CHEMICAL AND SANITARY HAZARDS 

a. Check for Cor1;1 liance with Sanita1y Regulations 

b. Control of Dust, Fumes and Vapors 

c . Ventilation and I llumination 

d. Compliance with Minimum Temperatur e Working Conditions 

e . Provision of Personal ~rotective Equipa1ent 

f. t:ffect of Chemicals on Individu&ls in Contact with t i1em 

g . irst Aid and Medical Facilities 

SURVEYED BY 

DATE ____________ _ 
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PREPARE A FORM FOR ACCIDENT INVESTIGATION 

The average safety conrnittee members a re not too farn il iar with acc ident investigation procedure and 
welcome any assistance which will make th~ task easi~r, as well as provide the necessary informat ion. A 
form simila_r to this one,prepured especially for your plant,will prove helpful to the~. 

SAFETY COMMITTEE ACCIDENT INVESTIGATION REPORT 

PLANT; ______________________ DEPARTMENT: ___________ _ 

NAME OF I NJURED: __________________ AGE ______ sEx ____ No, ___ _ 

OCCUPATION ; ___________________ TYPE OF WORK: ____________ _ 

A,M. 
DATE OF ACCIDENT: ______________ .,..HOUR _____ P,M . DEPENDENTS: ______ _ 

WHAT CONDIT I ON CAUSED ACCIDENT? __ __,.. ___________________________ _ 

DESCRIBE ACCIDENT FULLY? _____________________ .,._ ___________ _ 

DESCRIBE ~ULTI NG INJURY: ------.,.------------------------

RECOMMENDED PREVENT! VE MEASURES:_-,-__________________________ _ 

WITNESS: _____ '""'l(,.,.N"""a1l·:te------------OCCUPAT I ON: _______________ _ 

COMMITTEE MEMBERS MAKING INVESTIGATION: _________________________ _ 

DATE: ________________ _ 
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A SAMPLE SAFETY RECOMMENDATION FORM 
FOR USE BY THE SAFETY COMMITTEE 

In order to provide a standard method for submitt _ing and acting upon safety recomme nd ations, a form 
may be devised which includes the necessary information. 

The form shown below may 1e used as a record of the recommendation and as proof of the disposal of 
the r-ecommendation. 

SAFETY RECOMMENDATION 

PLANT: ______________ DEPARTMENT: __________ DATE: _______ _ 

The following recomnendat ion is submitted for consideration: __________ _ 

SUBMITTED BY: ________________ DEPARTMENT: ______________ _ 

SAFETY COMMITTEEMAN: ________________________________ _ 

RECEIVED BY SAFETY COMMITTH: ______________________________ _ 

ACTION OF SAFETY COMMITTEEi ACCEPTED ________ REJECTEO _____ . REFERRED ______ _ 

REMARKS:------------------------------------.---

PRESENTED TO MANAGEMENT; 

COMPLETED _ __,,,v .... a-,~,-,--

(1 copy to origlnator 
1 ~opy to management 
1 copy to s~fety committee) 

(Name) 

BY: 
------r-Na_m_~-;------

llJate) 

?Pos dton) 



PLAN SOME SAFETY FEATURE FOR EACH MONTH 

One aid to a. snccessful safety pro&rrarn is an ob,iective for each mont h. '3y 
spot - lighting t his ob,iect i ve throughout the plant and di rectin g the efforts in in­
spections, posters , and discussion i n this di rection, the committee can expect results 
on the subject featu r ed . Special indust r y safety drives , current accident sources as 
indicated bv the ?lan t accident report s , or othe r plant 8c t ivities may suggest subjects 
to be featu r ed . Features may include the s ~owing of safety films , speakers on special 
subjects rela t ing to saf etv, demons t rat i on of safety equipment, devices , e tc . f he 
following example suggests the t v?es of subjec t s which ~ay be f eatu r ed : 

January~ ·· ........... .•.......•. Fire Safety an d llouseke e~ inf 

February ~·········· .....•.. ···~. Floors , aisles 

March ...... ................ , .... Machine Gu ard inf 

Ap r il ..• , ....................... Eye Pr otection 

1·ia,y ••••.••• • ••••.•••••••••••••• • Stai r s , ra;;~p s 

June ............. . • ....•..•..... Electrica l Equipment 

Ju l y ... .. .......... ,., ......... ,Occ upatio nal Hazards 

;\ugu s t . , .. , ............ , .. . .... . /!andlinf :1/aterials 

September ..... , •.....•...•... , .. Hand l in ff a c ids , ch e 1,zi cal s 

October ......... . . , ............ . Hand Tools 

November ........... ........ . .... Safety shoes 

December ............. . ........• . Safe work me t hods 
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ACC ID£~TS DO~'T ~A IT 

Accidents are si~ilar to a grea t plague . They may work their way into a 
plan t and so r ead from department to department , or they m.ay occur s'inizl:v 
or in groups . 

They mav grow in frequency and intensitf - they will not decrease 
unless they are attacked by an organized accident pr evention ? ro­
gr am . 

ACCIDE~TS OOt 'T #A IT 

How far the accideDt plague will drive its way into you r plant 
depends uoon bow long the organization of a prevettion nrog-ram 
is <ielayed . 

ACCIDE~TS DON'l WA IT 

There i s no ~yst e ry in accident pr even tion. Acce~ ted 
methods of procedure , engineering principles, and con­
trol systerfls have been deve loped which , when used , 
assu r e eliminat ion of nearl y all iccidents . 

ACCIDEt TS DOH'T WAIT 

Someo~e ~ust take the initiative and ge t the safetv 
program started . \'.ow is the ti r'le to g·et your safet:v 
progra~ in operation . 

ACCIDENTS DO~'T #A IT 


