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[bookmark: _Toc230771138]How to Use This Template
This template gives you the structure of a complete workplace safety plan. Each section includes the required content and prompts (shown in grey and brackets) for the information specific to your organization. Replace every bracketed prompt with your own details, delete the grey instructional notes once you've used them, and add or remove sections to match the hazards and regulatory requirements of your operation.
Tip: Treat this as a starting framework, not a finished plan. A safety plan only protects people when it reflects the real conditions of your specific worksite. Conduct your own hazard assessment and tailor every section accordingly.
[bookmark: _Toc230771139]1. Safety Policy & Management Commitment
This section establishes the organization's commitment to safety and sets the tone for the entire plan.
[bookmark: _Toc230771140]1.1 Management Commitment Statement
Replace with a statement signed by your highest-ranking executive affirming the organization's commitment to worker safety, the resources allocated, and leadership's responsibilities.
[Company Name] is committed to providing a safe and healthful workplace for all employees, contractors, and visitors. We will provide the resources, training, and leadership necessary to identify hazards, implement effective controls, and continuously improve our safety performance. Safety is a core value and a shared responsibility at every level of this organization.
Signed (Senior Executive): [ ________________________________________ ]
Title: [ ________________________________________ ]
Date: [ ________________________________________ ]
[bookmark: _Toc230771141]1.2 Scope
Define which locations, departments, job functions, and worker populations this plan covers.
This plan applies to: [ ________________________________________ ]
[bookmark: _Toc230771142]2. Roles & Responsibilities
Every safety responsibility must have a clear owner. Complete the table below, naming roles rather than individuals where possible so the plan survives staff turnover.
	Role
	Safety Responsibilities

	Senior Leadership
	[Provides commitment, resources, and authority; enforces the plan]

	Safety Manager / EHS Coordinator
	[Owns, drafts, maintains, and reviews the plan; coordinates the program]

	Supervisors / Managers
	[Implement controls in their areas; ensure teams are trained]

	Employees
	[Follow procedures, use controls, report hazards and incidents]

	Safety Committee
	[Reviews hazards, incidents, and improvements; meets on a set schedule]



[bookmark: _Toc230771143]3. Hazard Assessment
Document the hazards present in your workplace. Use a systematic walk-through during active operations, review injury logs and near-miss reports, and interview workers. Categorize each hazard and rate it by severity and likelihood.
[bookmark: _Toc230771144]3.1 Hazard Inventory & Risk Rating
Add one row per identified hazard. Risk level is a function of severity x likelihood.
	Hazard
	Category
	Risk Level
	Location / Task

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]



Common categories: Physical, Chemical, Biological, Ergonomic, Psychosocial. Common risk levels: Low, Medium, High, Critical.
[bookmark: _Toc230771145]4. Hazard Controls
Select controls using the hierarchy of controls, working from the most effective method down. Climb as high up the hierarchy as feasible for each hazard rather than defaulting to PPE.
	Control Level (most to least effective)
	How We Apply It

	1. Elimination
	[Physically remove the hazard]

	2. Substitution
	[Replace with something less hazardous]

	3. Engineering Controls
	[Isolate people from the hazard: guards, ventilation, barriers]

	4. Administrative Controls
	[Change how people work: procedures, training, signage, scheduling]

	5. PPE
	[Last line of defense: specify required PPE by task]



[bookmark: _Toc230771146]4.1 Safe Work Procedures
For each significant hazard, document the specific control and the safe work procedure in plain, actionable language. Attach Job Hazard Analyses (JHAs) for high-risk tasks as appendices.
Procedures / JHAs attached: [ ________________________________________ ]
[bookmark: _Toc230771147]5. Emergency Response Procedures
Document the response to each emergency scenario relevant to your operation. Attach floor plans with marked exits, assembly points, and equipment locations.
	Element
	Details

	Evacuation routes & assembly points
	[ ]

	Emergency equipment locations
	[Extinguishers, first aid, spill kits, AED]

	Designated responders & roles
	[ ]

	Emergency contacts
	[Internal and external: 911, poison control, facilities]

	Scenarios covered
	[Fire, medical, chemical spill, severe weather, workplace violence, etc.]



[bookmark: _Toc230771148]6. Incident Reporting & Investigation
Make reporting easy and retaliation-free so hazards surface before they cause harm. Near-misses are especially valuable because they reveal risks before anyone is injured.
[bookmark: _Toc230771149]6.1 Reporting Process
How to report (method): [ ________________________________________ ]
Report to whom: [ ________________________________________ ]
Timeframe: [ ________________________________________ ]
Good-faith reporting of hazards, incidents, and near-misses will never result in retaliation.
[bookmark: _Toc230771150]6.2 Investigation Process
Investigations focus on identifying root causes, not assigning blame. Corrective actions are documented, assigned an owner and due date, and tracked to completion, with findings feeding back into updates to this plan.
Investigation owner: [ ________________________________________ ]
[bookmark: _Toc230771151]7. Training & Communication
Specify required training, who needs it, how often it recurs, and how completion is documented. Undocumented training is treated as not having occurred.
	Training Topic
	Audience
	Frequency
	Record Location

	New-hire orientation
	[All new hires]
	[On hire]
	[ ]

	Job-specific training
	[By role]
	[ ]
	[ ]

	Refresher training
	[ ]
	[Annual]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]



[bookmark: _Toc230771152]7.1 Two-Way Communication
Describe the channels workers use to raise concerns and how the organization responds (toolbox talks, safety meetings, suggestion systems, posted updates).
Communication channels: [ ________________________________________ ]
[bookmark: _Toc230771153]8. Review & Continuous Improvement
This plan is reviewed at minimum annually and updated immediately when a trigger event occurs: new equipment or processes, regulatory changes, serious incidents, recurring near-misses, organizational changes, or audit findings.
[bookmark: _Toc230771154]8.1 Performance Indicators
We track both leading indicators (the activities that prevent injury) and lagging indicators (outcomes that have already occurred).
1. Leading: inspections completed on schedule, training completion rate, near-misses reported, corrective actions closed on time.
1. Lagging: injury and illness rates, lost-time incidents, workers' compensation claims.
[bookmark: _Toc230771155]8.2 Revision History
	Version
	Date
	Summary of Changes
	Approved By

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]
	[ ]



[bookmark: _Toc230771156]Appendices
1. Appendix A: Job Hazard Analyses (JHAs) for high-risk tasks
1. Appendix B: Site floor plans with exits, assembly points, and equipment
1. Appendix C: Safety Data Sheets (SDS) index
1. Appendix D: Inspection checklists
1. Appendix E: Emergency contact list
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