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	ABSTRACT

	I. Purpose:
	This instruction establishes agency policy for the development and implementation of the MIOSHA Safety and Health Management System.  The purpose of the MIOSHA Safety and Health Management System is to provide a comprehensive, ongoing process to assess and prevent or control hazards to which staff may be exposed.  Yearly goals will be established based on a review of previous year experience, recommendations from staff, and other information as appropriate.

	II. Scope:
	This instruction applies agency-wide.

	III. References:
	A. DELEG, MIOSHA Field Operations Manual (FOM) as amended.

B. P.A. 154 of 1974, as amended, Michigan Occupational Safety and Health Act, R408.1001 et. seq.

C. State of Michigan Safety and Health System Policies and Procedures Manual.

D. State of Michigan Safety and Health Policy Statement.



	IV. Distribution:
	MIOSHA Staff; General; Agency “S-​Drive” – public folder accessible, MIOSHA website accessible.

	V. Cancellations:
	None.

	VI. Contact:
	Denise Thelen or Martha Yoder – (517) 322-1817

	VII. Originator:
	 Douglas J. Kalinowski, Director

 Michigan Occupational Safety and Health Administration


VIII. Purpose.  The MIOSHA Safety and Health Management System establishes policy and provides staff with guidelines for implementing effective safety and health practices.  The purpose of the MIOSHA Safety and Health Management System is to provide a comprehensive, ongoing process to assess and prevent or control hazards to which staff may be exposed.  Yearly goals will be established based on a review of previous year experience, recommendations from staff, and other information as appropriate.

IX. Scope.  This instruction applies agency-wide.

X. References.

A. DELEG, MIOSHA Field Operations Manual (FOM) as amended.

B. P.A. 154 of 1974, as amended, Michigan Occupational Safety and Health Act, R408.1001 et. seq.

C. State of Michigan Safety and Health System Policies and Procedures Manual.

D. State of Michigan Safety and Health Policy Statement.

XI. Distribution.  MIOSHA Staff; General; Agency “S-Drive” – public folder accessible, MIOSHA website accessible.

XII. Cancellations.  None.

XIII. Originator.  This instruction was developed by Denise Thelen, reviewed by the Consistency Committee, and approved by the MIOSHA director who is the document originator.

XIV. Background.  The Michigan Occupational Safety and Health Administration is responsible for ensuring that each employee of the agency has a safe and healthful place of employment that complies with all safety and health standards and the Michigan Occupational Safety and Health Act.

This Safety and Health Management System, as a living document, has been prepared in an effort to prevent injuries, illnesses and death from work related causes and to minimize losses of material resources and interruptions from accidental occurrences.  The system is directed toward the control of all types of hazards encountered in the performance of official duties.  This system is part of a continuing process of providing occupational safety and health information to all personnel.  We all share in the responsibility for the health and safety of our fellow employees.  This system will be used as a guide in working safely in our workplace.

The MIOSHA Safety and Health Advisory Committee and workgroups are not a substitute or replacement for Labor/Management Safety and Health Committees as defined in the respective contractual agreements.  In recognition of the fact that many employees are represented, management encourages and supports the participation of union representatives in safety and health activities.  Unions have a role in helping to assure their members work in safe environments.  In an effective safety and health management system, unions can provide expertise and influence genuine, active employee participation.

XV. Policy Statement.  “The Safety and Health Policy of the State of Michigan is to administer its activities to achieve and maintain protection for its employees, property, and those for whom it has a responsibility, thus assuring efficient utilization of resources, minimizing liability, and advancing the public service.”

The State of Michigan has adopted this policy statement to emphasize the importance of providing employees with a safe and healthful work environment.  MIOSHA supports and adopts the State of Michigan policy statement outlined above.

The state policy recognizes that preventing workplace accidents and exposures results in reduced human suffering as well as economic losses.  

The state policy establishes the following expectations of state agencies:

A. Accident prevention is a prime function of management.

B. Safety and health systems will be developed, implemented, and administered for state employees.

C. Managers will be accountable for the safety, health, and training of their employees.

D. All employees are expected to follow safety and health programs, policies, and work practices.

XVI. Leadership and Organization.  The MIOSHA Safety and Health Management System is structured to require the involvement and active participation of employees and managers at all levels of the organization.

Specific responsibilities and expectations are established for MIOSHA administration, division directors, managers, supervisors and employees.

Employee involvement is encouraged through reporting of hazards, near-misses, suggestions, and participation in safety and health workgroups and activities.

An Advisory Committee comprised of representatives of all levels of the organization will provide ongoing guidance and direction.  Workgroups will be appointed to address specific safety and health issues.

A MIOSHA Safety and Health Management System Coordinator is appointed with responsibility for ensuring ongoing program implementation.

MIOSHA considers no phase of its operation more important than safety and health protection.  We will provide and maintain safe and healthful working conditions and establish and insist upon safe work practices at all times.

We will involve both management and employees in planning, development and implementation of safety and health protection.

Each level of management must reflect an interest in agency safety and health objectives and is required to set a good example by always observing the rules as a part of their normal work routine.  Management interest must be vocal, visible and continuous, from top management to first-line supervisors.

XVII. Management Commitment.  MIOSHA recognizes that a safety culture does not develop spontaneously, but needs effective management commitment and leadership to be successful.  MIOSHA Administration is committed to providing the resources needed to develop and implement an effective safety and health management system for MIOSHA employees.  This system will include:

A. Management Commitment and Leadership.

B. Employee Involvement.

C. Workplace Analysis.

D. Hazard Prevention and Control.

E. Safety and Health Training.

XVIII. Management Responsibilities.
A. Agency Director/Designee Responsibilities:

1. Set an example that models safe and healthy behavior.

2. Set and communicate reasonable safety and health goals and hold everyone accountable.

3. Implement major decisions and policies set forth in the Safety and Health Management System.

4. Select a Safety and Health Coordinator and a Safety and Health Advisory Committee to implement and monitor the effectiveness of the safety and health management system.

5. Support employee participation activities involved in achieving safety and health goals and ownership of the safety and health process.

6. Ensure that safety and health responsibilities are included in all evaluations and that there is accountability at all levels.

7. Ensure an annual report to communicate the effectiveness of the safety and health management system is communicated to staff.

8. Recognize safety and health excellence.

B. Division Director/Manager/Supervisor Responsibilities:

1. Set an example that models safe and healthy behavior.

2. Assure division staff is held accountable for their responsibilities.

3. Implement major decisions and policies set forth in the Safety and Health Management System.

4. Support division participation in safety and health activities and participation on the Safety and Health Advisory Committee.

5. Ensure that safety and health responsibilities are included in all performance evaluations.

6. Require the assessment of all job functions for potential hazards.

7. Establish mechanisms designed to anticipate, find, eliminate, or reduce the likelihood of injuries or illnesses.

8. Communicate regularly with staff regarding safety and health issues.  Provides periodic safety and health briefings at routine staff meetings.

9. Ensure accidents, report of hazards, and near-miss incidents are reported and investigated.

10. Ensure that the necessary safety and health devices and personal protective equipment (PPE) are available for each job that is performed.

11. Ensure that employees receive appropriate safety and health training and that training is documented in the MIOSHA training database.

12. Promote and enforce safety and health rules and safe work requirements through leadership, role modeling, and instruction.

XIX. MIOSHA Safety and Health Advisory Committee.  A Safety and Health Advisory Committee will be selected by the agency director to provide guidance and feedback on the effectiveness of the safety and health management system.  The functions of the committee will include:

A. Assist in development, implementation and monitoring of the MIOSHA Safety and Health Management System, including development of the annual report on system effectiveness.

B. Recommend needed system improvements.

C. Recommend measurement metrics to assist in evaluating progress toward goals.

D. Develop opportunities for employee participation.

E. Review the assessment of potential job function hazards.

F. Identify strategies to anticipate, find, eliminate and reduce injuries/illnesses.

G. Review employee safety suggestions, safety information, accidents, hazards, near-miss incidents, and safety and health data.

H. Identify accomplishments and successes.

The Safety and Health Advisory Committee will be comprised of at least one representative from each division.  The overall composition of the group will be comprised of representatives of field staff (from disciplines of construction and general industry safety and industrial hygiene), administrative staff support, one member of the MIOSHA Emergency Response Team, the administrator of the MIOSHA Disaster Response Team, laboratory safety officer, supervision/management, and others.  Recognized employee organizations with employees in MIOSHA will be invited to designate a committee member.  The Advisory Committee will select the chairperson.  The MIOSHA Safety and Health Coordinator will serve as liaison to the committee.

The Advisory Committee members will serve a three-year term and the terms will be staggered.  The initial appointments will be staggered and 4-5 members shall be appointed for terms of 2 years; 4-5 members shall be appointed for terms of 3 years; and 2 members shall be appointed for terms of 4 years.  The committee will have approximately 10-12 members.  All employees will be given an opportunity to volunteer to serve on this committee.

XX. MIOSHA Safety and Health Workgroups.  MIOSHA will use workgroups to address specific safety or health issues, develop required written programs and safe work practices, create employee participation initiatives, and assist in implementation efforts.

Each workgroup will have an Advisory Committee member on their team.  This Advisory Committee member will serve as liaison to the workgroup and report back on activities to the Advisory Committee.  Each workgroup will develop team ground rules, time lines, and meeting schedules to achieve the assigned goal.

XXI. Employee Involvement and Responsibility.  Employees have a vested interest in effective safety and health efforts.  Each employee is expected to assume personal responsibility for safety and health in the workplace.  Employees are encouraged to provide suggestions, feedback, and ideas on areas where the safety and health management system can be improved.  Employees are also encouraged to participate in safety and health activities and workgroups.

Each MIOSHA employee has responsibility to:

A. Recognize safety and health as a priority.

B. Report safety and health concerns to their supervisor.

C. Correct any hazard that they have the ability and authority to correct and report events to their supervisor.

D. Submit suggestions to improve the safety and health of yourself or coworkers.

E. Provide feedback to their supervisor on additional controls needed to ensure safety and health standards are met.

F. Promptly report all accidents, exposures, and near-misses to their supervisor.  Routine recognized violations of standards observed during field work will generally not be considered near-miss.

G. Cooperate and assist in the investigation of accidents to identify root causes.

H. Actively participate in safety and health training.

I. Protect themselves from potential injury or exposure, including removing themselves from an imminent danger situation.

J. Adhere to all safety and health rules, policies, and procedures developed by their division or the agency.

K. Ensure that their behavior sets an example as a leader in occupational safety and health to others in the course of their professional duties.

L. Follow the DELEG policies and procedures for reporting an accident and seeking medical attention.  Near-misses are to be reported on the “MIOSHA Near-Miss Accident/Exposure Report” and submitted to their supervisor within five days.

M. Immediately notify supervisor of work-related injury or illness and near-miss incidents.

1. Medical evaluation and treatment will be at department’s expense but only if you go to the approved provider during the first ten days after the injury or illness occurs.  Failure to seek initial treatment through an approved medical provider will result in non-payment of bills for the first ten (10) days.  Your supervisor will provide you with the name and location of the approved medical provider.

2. In an emergency situation, the employee should visit the nearest emergency room location.

XXII. MIOSHA Safety and Health Coordinator.  The MIOSHA Safety and Health Coordinator will advise management, supervisors and employees of the progress toward implementing the safety and health management system.  The MIOSHA Safety and Health Coordinator is:

Denise Thelen, Analyst

MIOSHA Administration

517-322-1810

Duties of the Safety and Health Coordinator:

A. Obtain and analyze injury and illness data.
B. Complete “Known or Suspected Occupational Disease Report (MIOSHA-MTSD-51)” within 10 days after receiving incident report.
C. Obtain reports of accidents, hazards, near-miss incidents, and recommendations from staff to develop and recommend annual goals to the Advisory Committee.

D. Draft an annual Safety and Health Management System Annual Report with input from the Advisory Committee.

E. Act as liaison to the MIOSHA Safety and Health Advisory Committee.

F. Regularly communicate with staff regarding safety and health issues.

G. Ensure that employees receive appropriate safety and health training.

H. Promote and ensure enforcement of safety and health rules and safe work requirements through leadership, role modeling, and instruction.

I. Provide an employee orientation of the MIOSHA Safety and Health Management System to all new hires.
XXIII. SHAC Chairperson.  Duties of the SHAC Chairperson:

A. Review draft meeting minutes for accuracy and return to reporter for distribution.  Ensure final minutes are posted on SHMS bulletin board and forwarded to MIOSHA Administration for inclusion in the MIOSHA Weekly newsletter.

B. Review draft meeting agenda for accuracy and compare with “to-do” list.  Ensure final meeting agenda is distributed to committee.  Distribute meeting material to absent members.
C. Schedule and/or reschedule meetings and reserve conference rooms for meeting space.  Develop committee meeting schedule and post on SHMS bulletin board.
D. Develop list of committee facilitators/reporters.  Act as facilitator/reporter as needed.
E. Maintain SHAC Ground Rules, SHAC Charter, SHAC Roster, and SHAC “To-Do” List and revise as needed.

F. Redact incident reports and scan and display at SHAC meetings.

G. Maintain SHMS bulletin board.
XXIV. Accident, Near-Miss, and Hazard Reporting and Analysis.
A. Employees will report all work related injuries/illnesses using the most current DELEG report form (State of Michigan Workers’ Compensation Claim OSE/EHM Form – Rev. April 2008).  Employees must complete this form immediately and submit it to their division director.  You can access this form by visiting the DELEG/OHR website and then click on “Workers Compensation” and then click on “State of Michigan Report of Claim.”

B. Division directors are responsible for ensuring the form is immediately submitted to the MIOSHA Personnel Liaison, who will then forward to DELEG – Office of Human Resources (Lansing), Ottawa Building, 4th Floor, (517) 373-4769, or fax to (517) 373-6526, Attention: Angie Draper, Personnel Management Analyst.

C. Supervisors will ensure that a “MIOSHA Supervisor’s Accident/Incident Analysis” is completed for the purpose of identifying the direct and indirect causes without placing blame.  The analysis shall include suggestions or recommendations to eliminate the causes to prevent reoccurrence and any action steps taken.

D. Employees are expected to report safety and health hazards that may cause serious injury or illness to MIOSHA staff.  The “MIOSHA Employee Report of Hazard(s)” should be submitted to their immediate supervisor.  If there is an immediate threat of death or serious harm, the employee should remove themselves from the unsafe condition, contact their supervisor or any available supervisor or manager within their division.  If no one is available, contact MIOSHA Administration at 517/322-1817.

E. Supervisors will evaluate the “MIOSHA Employee Report of Hazard(s)” and make a recommendation for action as appropriate.  The supervisor’s evaluation will be forwarded to the division director for review and approval.

F. Employees are expected to report near-miss accidents to their supervisor.  Near-miss accidents are those situations which under slightly different circumstances, could have resulted in medical treatment.  Employees must complete the “MIOSHA Near-Miss Accident/Exposure Report” and submit it to their supervisor.  Routine recognized violations of standards observed during field work will generally not be considered near-miss.

G. Supervisors will review, investigate, identify deficiencies, and take corrective measures based on the “MIOSHA Near-Miss Accident/Exposure Report.”

H. Safety and Health Coordinator receives copies of all accidents, hazards, and near-miss incidents for analysis and to share with Safety and Health Advisory Committee.

XXV. Workplace Analysis.  MIOSHA participated in the State of Michigan Safety and Health System program, which included a comprehensive risk assessment.  Risk assessment results are used with other information to prioritize the development of programs, training, and to set overall system goals.

Managers will perform ongoing review of workplace and job hazards and review data from the following sources on an annual basis.  The Advisory Committee will conduct an annual review and provide recommendations for overall system improvements to MIOSHA Administration:

A. On-the-job accident reports.

B. Review and analyze MIOSHA Log 300 and annual summary entries.

C. Reports of near-misses.

D. Suggestions received from staff.

In addition, divisions will conduct PPE hazard assessments and update as necessary.

Ergonomic analysis and job hazard analysis will be used to review job tasks on a case-by-case basis as needs are identified by employees and management.

As part of the “planning for change” process, all planned new duties, assignments, processes, material, equipment will be reviewed for safety and health risks.  Identified risks will be evaluated and addressed prior to implementation.

Each division will implement and develop a process to conduct worksite inspections to identify hazardous conditions and initiate corrective action.

XXVI. Hazard Prevention and Control.

A. Required Programs.  MIOSHA will develop and maintain written programs as required by MIOSHA standards.  Written programs required are:  Hearing Conservation, Bloodborne Infectious Diseases, Hazardous Work in Laboratories, Respiratory Protection, Fall Protection, PPE Hazard Assessment, and Lockout/Tagout.

B. Other Programs and Safe Work Practices.  While it is determined that the full provisions of the standards are not required, MIOSHA will also provide guidelines in the following areas:  Confined Space Entry, Right to Know, Vehicle Safety, Violence in the Workplace, Ergonomics, Health Promotion and Wellness, and other areas as identified.

C. PPE Equipment and Assessments.  Each division will complete Personal Protective Equipment assessments for non-routine office environments.  The MIOSHA Safety and Health Coordinator will complete a PPE assessment for office environments.  Employees will be provided with training and required equipment.  PPE assessments will be reviewed and updated, if appropriate, on an annual basis or as conditions change.

D. The MIOSHA Equipment Committee will evaluate the safety of equipment purchased through the committee.

E. Safety and Health Suggestions.  Once suggestions are provided to management, an initial response will be provided within five working days.  Employees should submit safety and health suggestions to the MIOSHA Suggestion Box by going to the global address list and typing in “MIOSHA Suggestion Box” or by clicking on the following address:  MIOSHASuggestionBox@michigan.gov.  Employees should include the word “safety” in the subject line of this e-mail suggestion.  Employees can also put their suggestion in the suggestion box located at the General Office Building in the Tea Room breakroom.  Summaries without names or other identifiers will be included in the MIOSHA Weekly.

F. Emergency Evacuation.  Emergency evacuation information will be provided to employees and posted in all office locations.  Instructions for field staff will be developed by each division.  Training on evacuation will be provided to new employees with periodic updates for all staff.

G. Medical Surveillance.  MIOSHA has established a Medical Surveillance Program for any affected employees, including the Emergency Response Team (ERT) and Disaster Response Team in the following areas:

1. Bloodborne infectious diseases.

2. Respiratory protection.

3. Exposure to asbestos.

4. Exposure to noise.

5. Pressurized tunnel work entry.

6. Tuberculosis testing.

H. Medical Management.

1. When an injury or illness prevents an employee from performing their regular duties, the employee may be able to return to a short-term transitional assignment.

2. Employees are expected to keep supervisors informed of their expected return to work date.

XXVII. Safety and Health Training.  Safety and health training will be provided to all employees as appropriate for their job assignments.  Division directors are responsible for ensuring that initial and ongoing safety and health training takes place for division staff.

A. The safety and health training will include all relevant sections of the MIOSHA Safety and Health Management System.  Safety and health training on new or updated sections will be provided to affected employees within 60 days of the effective date of the change.

B. Specialized technical training will be provided for employees who may encounter unique hazards associated with a particular industry.

C. Initial safety and health training will be incorporated into division’s new employee orientation-training program.  The MIOSHA Safety and Health Coordinator will provide an orientation on the MIOSHA Safety and Health Management System.

D. All employees will be provided an annual update on the MIOSHA Safety and Health Management System.

E. Safety and health training will be developed based on needs identified through the employee risk assessment process.

F. Records of safety and health training will be maintained using the MIOSHA training database.  Each division is responsible for entering training records into the database.  Divisions will monitor training, establish a schedule for retraining, and update training as needed and as required by MIOSHA standards.

XXVIII. MIOSHA Safety and Health Management System Evaluation.  The MIOSHA Safety and Health Management System will be evaluated annually.

A. The MIOSHA Safety and Health Coordinator will annually conduct a comprehensive audit of the agency safety and health management system.

B. The Advisory Committee will review the audit on an annual basis.  The Advisory Committee will incorporate needed updates and changes and recommend further program enhancements.  Changes and updates may be developed by the Advisory Committee or through the use of MIOSHA safety and health workgroups.  

C. Division directors will be responsible for conducting an annual review of all division safety and health policies and programs and update if necessary.  All changes will be communicated to the MIOSHA Safety and Health Coordinator.
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