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OBJECTIVE

To encourage a culture of inspection, recognition
and elimination of unsafe acts while maintaining

safety as a personal responsibility.
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Benefits of Procedure

1. Encourages responsible safety behaviors from

each employee.

2. Builds a record of safe and unsafe behaviors.
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Procedure

1. Safety Observations

2. Safety Discussion
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Roles and responsibilities AT

Director

»Ensuring that all resources are
provided to facilitate the process of
Safety Observation and  Safety

Discussions
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Roles and responsibilities

»The continuous monitoring of implemented
procedures and plans.

»Contributing to the development of ACTS
procedures and policies for safety
management.

»Liaising with Management regarding HSE
concerns.

»Ensuring that the minimum number of Safety
Observations and Safety Discussions is done
at ACTS office.

»Collecting, recording and reporting of
lformation from all Safety Observation Forms
Iscussion Cards received.

HSE Advisor
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Roles and responsibilities AT

SI te Safetv Offl C er Acting Against Corrosion

»Reviewing of existing hazards associated with the task at hand and
identifying of any new hazards.

»Observing and identifying Employee’s safe and unsafe work
practices.

»Ensuring that the minimum number of Safety Observations and
Safety Discussions are done at jobsites.

»Reviewing the Client’s HSE Policy and Procedures and informing
HSE Advisor of any new developments.

»Collecting and reviewing Safety Observations and Safety
Discussions for the jobsite.

»Submitting all Safety Observations and Safety Discussions to HSE
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Acting Against Corrosion

Employee

»Executing tasks in accordance with the safe work practices.
»Complying with all HSE guidelines set by the Client and ACTS.

»His personal safety and the safety of his co-workers.

»Practicing proper housekeeping.

»Conducting Safety Observations and Safety Discussions in accordance
with this procedure.

»Conducting Safety Observations and completing the Safety
Observation Form honestly and as accurately as possible.

»Conducting Safety Discussions and completing the Safety Discussion

Card in accordance with this procedure and submitting it to the Team

r.
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Minimum Requirements for Safety Observation and Safety
Discussion

» Safety Observations and Safety
Discussions shall be conducted at ACTS
office and on all jobsites.
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Who can conduct a Safety Observation/Safety
Discussion?

» Any employee can conduct a Safety Observation/
Safety Discussion and will be deemed as the

Observer or Facilitator.
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Acting Against Corrosion

Table 1: Minimum number of safety observations and safety discussions

to be done at ACTS

Minimum Number | Minimum Number
Location of Safety of Safety
Observations Discussions
ACTS Office 2 per week 2 per week

Job Duration less . .

than 1 week 1 per job 1 per job

Jobsites _

Job Duration more 2 ver week 2 ver week

than 1 week P P
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Completing a Safety Observation Form

STEP 1- The Observer has the option of selecting one or multiple
sections from the 9 sections outline on the form by ticking the
appropriate checkbox.

STEP 2- In completing individual fields on the form, the Observer
should assess each subsection of the field using visual methods
Af there is still uncertainty after visual observation, questions
relevant to the field being observed may be posed to personnel
present at the location.

These questions shall be limited and lengthy discussions
shall be avoided !!
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Completing a Safety Observation Form

STEP 3- For ACTS Office the completed Safety Observation Form shall be
submitted to the HSE Advisor for review and analysis

STEP 4- For jobsites the completed Safety Observation Form shall be
submitted to the Site Safety Officer or Project Execution Leader for review
and analysis.

ACTS-HSE-ROUT-0003-SFOB-20111031-REV-0
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Completing a Safety Discussion Card

STEP 1- The Facilitator upon realising an unsafe act or situation shall order the
employee(s) involved to stop work. Upon work being stopped safely, the
facilitator shall discuss with those involved the unsafe act or situation
observed.

STEP 2- Any immediate actions and follow up actions should be identified at
this time. (recommendation for reward or bonus etc)

STEP 3- The Safety Discussion Card should be filled out by the Facilitator with
the information identified and discussed and submitted to the Team Leader.
The back of the card is made available for any additional comments to be
captured or to be used as extra writing space if needed.

ACTS-HSE-ROUT-0003-SFOB-20111031-REV-0
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STEP 4- All Safety Discussion Cards shall be forwarded to the HSE Advisor at
the end of the week to be reviewed .
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Important Note!!

» The Safety Discussion Card
has the main purpose of
encouraging conversation
among employees.

» The Safety Discussion Card
can be used and completed
when a situation arises where
an unsafe act or situation is
observed.

ACTS-HSE-ROUT-0003-SFOB-
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Recap

» Safety Observation Form

» Safety Discussion Card
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Any
Questions




