[image: image1.png]



Weekly Safety Meeting

Company Name

Project Name

Supervisor


Date

	
	
	
	


Risk Assessment
Workplace safety is very important.  To ensure that this is accomplished, it is necessary for companies to have a written Hazard Identification and Risk Assessment plan where potential hazards are identified and corrected.  Here’s a quick checklist and guideline on how to go about it. 
Make sure there is a supervisor assigned and responsible in making sure that procedure, practices, and rules are implemented and enforced.  Aside from regular inspections and review, the assigned supervisor will also conduct spot checks and random inspections. 
Consult and comply with OSHA standards.  Check updates on changes or reminders.  When conducting hazard identification and risk assessment, prioritize jobs that have the highest injury or illness rates and those that have the potential to cause severe injury or illness.  Closely monitor jobs that are new to your operation or have undergone significant changes.  Inspect your work area and facilities thoroughly by doing a visual inspection, auditing, testing, technical or scientific evaluation, analysis of injury or things that can go wrong, their consequences, how they happen, and how likely that hazard will occur. 
Every worker is encouraged to cooperate in keeping the workplace safe.  Do self-inspections, the scope of which should include the following: 
· Processing, receiving, shipping and storage; 
· Building and Ground Conditions; 
· Housekeeping Program; 
· Electricity, Lighting; 
· Heating and Ventilation; 
· Machinery; 
· Personnel; 
· Hand and Power Tools; Chemicals, Fire Prevention; 
· Maintenance including tracking and abatement of preventive and regular maintenance; 
· Personal Protective Equipment; 
· Transportation 
Use checklists when you do your inspection.  In your checklist, remove items that do not apply to the specific area you are inspecting. 
Check if the workers are practicing safe work.  See to it that they are properly using and taking care of their personal protective equipment (PPE).
Identify the hazards in all work activities.  Hazards may include those on chemical and hazardous substances, manual handling, tools, machinery and equipment, biological work environment, physical work environment, ergonomic work environment and psychological work environment.  Immediately correct a hazard if possible.  If not, inform all concerned workers of the hazards and clearly identify the hazards with signs and other applicable warnings.  In a form, specify the corrective actions or preventive actions that must be done. 
Control the hazard starting with the engineering and the administrative controls and then with personal protective equipment.  Engineering controls include eliminating or minimizing of the hazard; enclosure of the hazard; isolation of the hazard; and removal or redirection of the hazard.  Administrative controls include written permits and operating procedures, such as safe work practices training and signage.  Appropriate personal protective equipment must be worn when engineering and administrative controls do not fully eliminate or isolate the hazard. 
Conclusion: Make sure the company safety committee document all your inspections and assessments.  Regularly review the hazards and the control measures set in place.  This is to ensure that no new hazard is introduced and that the controls made are working effectively.  Stay safe from hazards and risks
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Risk Assessment
This Toolbox Meeting is intended as an overview of key points regarding this subject and is not intended to be complete training in accordance with any regulatory standards.
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