
Basic Workplace Safety Plan Template

[Company Name]
Workplace Safety Plan
Date: [Insert Date]

1. Purpose and Scope

The purpose of this Workplace Safety Plan is to promote a safe and healthy working
environment for all employees of [Company Name]. The plan outlines the
procedures to prevent workplace injuries, accidents, and incidents. This plan applies
to all employees, contractors, and visitors at [Company Name].

2. Roles and Responsibilities

2.1 Management

 Ensure that this safety plan is implemented, maintained, and reviewed regularly.
 Provide the necessary resources to meet safety requirements.
 Ensure that all employees receive safety training.

2.2 Supervisors

 Monitor employee compliance with safety policies and procedures.
 Conduct regular safety inspections and address hazards.
 Report all incidents to the management and ensure proper documentation.

2.3 Employees

 Comply with the safety policies and procedures outlined in this plan.
 Immediately report hazards, injuries, or unsafe conditions to their supervisor.
 Participate in safety training and follow instructions when using tools or equipment.

2.4 Safety Officer (if applicable)

 Conduct regular risk assessments and safety audits.
 Investigate workplace incidents and recommend corrective actions.
 Ensure that all safety equipment is in working condition.

3. Hazard Identification and Risk Assessment

3.1 Identifying Hazards
Hazards can include physical, chemical, biological, ergonomic, and psychological
risks. Potential hazards at [Company Name] include:
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 [List relevant hazards for your industry, e.g., slippery floors, exposure to chemicals, noise,
repetitive strain injuries]

3.2 Risk Assessment
Risks associated with identified hazards will be assessed by:

 The likelihood of the hazard occurring.
 The severity of the consequences if the hazard occurs.
 Control measures to reduce or eliminate the risk.

4. Control Measures and Procedures

Control measures will be implemented to minimize risks to employees. These include:

 Engineering Controls: Modifying equipment or processes to reduce risks (e.g., installing
machine guards, improving ventilation).

 Administrative Controls: Implementing safe work procedures, rotating jobs to minimize
repetitive strain.

 Personal Protective Equipment (PPE): Requiring PPE such as gloves, helmets, or protective
eyewear in hazardous areas.

4.1 Example Control Measures

 Chemical handling requires the use of protective gloves and eyewear.
 All employees must wear hard hats when working in construction zones.
 Workstations must be adjusted to meet ergonomic guidelines.

5. Emergency Procedures

In case of an emergency (e.g., fire, chemical spill, medical emergency), employees
must follow these procedures:

5.1 Fire Evacuation Procedure

 Immediately stop work and evacuate the building using the nearest exit.
 Do not use elevators.
 Proceed to the designated assembly area at [Insert Assembly Location].
 Supervisors will account for all employees and report to emergency responders.

5.2 Chemical Spill Procedure

 Evacuate the area immediately if necessary.
 Notify the supervisor and the Safety Officer.
 Trained personnel will clean the spill using appropriate PPE and spill kits.

5.3 First Aid and Medical Emergency
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 Contact emergency services if needed: [Emergency Contact Information].
 Provide first aid using the designated first aid kit located at [Location of First Aid Kit].
 Report the incident to the Safety Officer.

6. Incident Reporting and Investigation

6.1 Reporting Procedures

 All accidents, injuries, and near misses must be reported to a supervisor immediately.
 Employees are required to fill out an Incident Report Form within 24 hours.

6.2 Investigation Procedures

 The Safety Officer will investigate the incident to identify the root cause.
 Corrective actions will be taken to prevent future incidents.
 All incident reports and investigation results will be recorded.

7. Employee Training and Communication

7.1 Safety Training

 All employees will receive safety orientation upon hire.
 Refresher training will be conducted annually and when changes in procedures occur.

7.2 Safety Meetings

 Regular safety meetings will be held to discuss potential hazards, safety improvements, and
incident reports.

 Employees are encouraged to raise concerns or suggestions during these meetings.

8. Record Keeping

8.1 Safety Inspections and Audits

 Regular safety inspections will be conducted by the Safety Officer.
 Findings from inspections and audits will be recorded and stored for [Insert Duration, e.g., 5

years].

8.2 Incident Records

 All incidents and corrective actions will be documented. These records will be kept for [Insert
Duration].
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9. Plan Review and Updates

This safety plan will be reviewed and updated annually or following any workplace
changes, incidents, or the introduction of new hazards.

Plan Last Reviewed on: [Insert Date]
Next Review Date: [Insert Date]

Appendices (Optional)

1. Emergency Contact Information
2. Incident Report Form
3. PPE Checklist
4. Safety Inspection Checklist

Sign-Offs

Manager:
Name: ____________________
Signature: ____________________
Date: ____________________

Safety Officer (if applicable):
Name: ____________________
Signature: ____________________
Date: ____________________

This Basic Workplace Safety Plan serves as a guide to help businesses comply with
health and safety regulations and prevent workplace accidents. You can adjust the
sections based on the specific needs and risks of your business or industry.


