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2 Injured As Fire Breaks Out At Carrefour In Northern
Egypt’s Alexandria

Chapter
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Imagine Inventory Without Health
Chapter & Safety Polices
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B3l LEARNING OBJECTIVES

After you have read this chapter, you should be able to:
« Define health, safety, and security and explain their

Importance In organizations.
« Discuss several legal requirements affective health and

safety.
« Describe the Occupational Safety and Health

Administration (OSHA) inspection and record-keeping
requirements.

www.midocean.ae
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Chapter

I LEARNING OBJECTIVES

After you have read this chapter, you should be able to:

« Discuss the activities that comprise effective safety
management.

 Discuss three different workplace health issues and how
employers are responding to them.

 Discuss workplace violence as a security issue and
describe some components of an effective security
program.
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SUEUEE Health, Safety, and Security
) 15/16 )

» Health
« A general state of physical, mental, and emotional well-being.

« Safety
« A conditionin which the physical well-being of people is protected.

 Security
 The protection of employees and organizational facilities.
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What HR input in health & Safety
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Figure 15-1
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Typical Division Of Responsibilities:

Health, Safety, And Security

HR Unit Managers

» Coordinates health and safety » Monitor health and safeiy of employees
programs daily

* Develops safety reporting system » Coach emplovees to be safety

* Provides accident investigation CORSCIOUS
expertise » Investigate accidents

* Provides technical expertise on » Observe health and safety behavior of
accident prevention employvees

* Develops restricted-access » Monitor workplace for security
procedures and employee problems
identification svstems » Communicate with employees 1o

« Trains managers lo recognize and identify potentially difficult emplovees
handle difficult emplovee situations » Follow security procedures and

recommend changes as needed

Figure 15-1 www.midocean.ae



Guide to Recordability
of Cases Under the

1
( ﬂSHACases}‘ MlDOCEAP‘!

OCCUpatlonal Sa‘fety Resulted from a Did Not Result from a

an d H e al th Act Work Accident/Exposure Work Accident/Exposure
in the Work in the Work
Environment Environment

Death lIness Injury Involving

i p— i i
Medical Restriction
Treatment Loss of of Work Transfer to None of
I[Ut.ht-‘_'l‘ t!han Consciousness L Mation Another Job These
first aid)
Cases Must Be Cases Are Not to |
Recorded Be Recorded
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OSHA Forms Sample

Attention: This form contains information relating é
1 to employee health and must be used in a manner )
OS HA S FOI‘m 300 (Rev. 01/2004) that protects the confidentiality of employees to the Year 2010
extent possible while the information is being used -
U.S. Department of Labor

Log Of Wo rk- Rel ated I ni u ri es an d II I nesses for occupatonal sefely anihealh purposes. Occupational Safety and Health Administration

Form approved OMB no. 1218-0176

You must record information about every work-refated injury or illness that invelves loss of consciousness, restricted work activity or job transfer, days away from work, or medical freatment
beyond first aid. You must also record significant work-related injuries and illnesses that are diagnosed by a physician or licensed health care professional. You must also record work-related

injuries and illnesses that meet any of the specific recording criteria listed in 29 CFR 1904.8 through 1904.12. Feel free to use two lines for a single case if you need to. You must complete . .
an injury and illness ncident report (OSHA Form 301) or equivalent form for each injury or iliess recorded on this form. If you're not sure whether a case s recordable, call your local OSHA Establishment name Carter & Garler Construgtion, LLC
office for help. .
City Auburn State AL
Identify the person Describe the case Classify the case
Enter the number of
(A) 8 (C) (D) (E) (F) CHECK ONLY ONE box for each case based on  |days the injured or il |Check the "injury" column or choose one type of
Case Employee’s Name Job Title (e.g.,| Dateof |Where the eventoccurred (e.g. |Describe injury or iliness, parts of body affected, |the most serious outcome for that case worker was: illness:
No. Welder) injury or  |Loading dock north end) and object/substance that directly injured or made| -
onset of person ill (e.9. Second degree burns on right (M) @
illness forearm from acetylene torch) On job o 8
(mo./day) Deatn | D2YS @way Remained at work AWaY | yranster or 2 = 2 £
<oy, from work From i s §c o 3 5
restriction 8 £68 c = g
Job transfer  |Other record- Work (days) = E k= § “55 g °
P = = @ D =
or restriction |able cases (days) 2 2 £8 @& 2 <
(G) (H) (U] W) (K) L) ) @] © 4) (5) (8)
Page totals 0 0 ] a 0 [ 0 0 [ 0 0 o
Be sure to transfer these totals to the Summary page (Form 300A) before you post it. 2 5 Zi = ] 8
£ § E5 5§ 3 8
2 =
Public reporting burden for this collection of information is estimated to average 14 minutes per response, including lime o = é ng_ g £
to review the instruction, search and gather the data needed, and complete and review the collection of information. £ & F E
Persons are not required to respond to the collection of information unless it displays a currently valid OMB control ® . B
number. If you have any comments about these estimates or any aspects of this data collection, contact: US =
Department of Labor, 0SHA Office of Statistics, Room N-3644, 200 Constitution Ave, NW, Washington, DC 20210. Do
Page 1of1 (1) @ @ (4) (5) (8)

not send the completed forms to this office
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et OSHA Inspections

* On-the-Spot Inspections
« Compliance officers

» Dealing with an Inspection C
e Citations and Violations

* Imminent danger ;
* Serious
e Other than serious

. No. 2
Willful and repeated \t |

\_ Wy
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Approaches to Effective Safety Management

Organizational Approach
* Designing jobs
Developing and implementing safety policies
* Using safety committees

» Coordinating accident investigations

Approaches Engineering Approach

to Effective * Designing work settings and equipment
Safety * Reviewing equipment

Management * Applying ergonomic principles

Individual Approach
& * Reinforcing safety motivation and attitudes
* Providing employee safety training

* Rewarding safety through incentive progra

www.midocean.ae
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Safety Policies Safety

and Discipline / Committees

. Health &
: ~ Safety :
s d 1

Awareness

Employee Safety Training
Motivation and
and Incentives Communications
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Phases of Accident Investigation

|dentify
Recommendations

Prepare

Figure 15-9
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Workplace Health issues
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Health Promotion Levels |

Level 3
Organizational Health
* Benefits integrated with

Level 2
Lifestyle Wellness
» Wellness education program

Level 1
Information and Awareness
* Brochures and materials

* Health risk screenings * Regular health classes programs
* Health tests and » Employee assistance ® Dedicated resources and
measurements programs facilities

* Special events and classes » Continuous health promotio

® Health education curriculum

* Support groups

* Health incentives

Figure 15-11

Source: Developed by Kay F. Ryan (Nebraska Methodist College) and Robert L.
Mathis (University of Nebraska at Omaha). May not be reproduced without

permission. www.midocean.ae
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SITE SAFETY

Dangerous site

Hard hats, boots and hi
visibilty vests must be worn

All visitors to this site
must report to site office

No unauthorised
access

Children must not
play on this site

www.midocean.ae
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 Top Eight Security Concerns at Work:
» Workplace violence
* Internet/intranet security
 Business interruption/disaster recovery
* Fraud/white collar crime
« Employee selection/screening concerns
 General employee theft
« Unethical business conduct
« Computer hardware/software theft

W,
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Workplace Violence
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Profile of a Potentially Violent Employee

* Frustration

- * History of aggression
Q. » Obsession/grudge

¥ * Loner
Y * * Stress

- * Work is sole
major activity
b

\ * Temper/anger
‘m -

Figure 15-12 www.midocean.ae
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Security Management i/

Security
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Chapter

T LEARNING OBJECTIVES

After you have read this chapter, you should be able to:

« Explain the difference between statutory rights and
contractual rights.

« Define employment-at-will and identify three
exceptions to it.

« Describe what due process is and explain some means
of alternative dispute resolution.

« ldentify employee rights associated with access to
employee records and free speech.

www.midocean.ae
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Chapter

T LEARNING OBJECTIVES

After you have read this chapter, you should be able to:

« Discuss Issues associated with workplace monitoring,
surveillance, investigations, and drug testing.

 List elements to consider when developing an employee
handbook.

 Differentiate between the positive approach and the

progressive approach to discipline.

www.midocean.ae



Q| padils | 9 2, | English

< 521 A

Chapter

15/16

awoghall apiull 3jlgoll aphilll aigll

Federal Authority For Government Human Resources

A @ d D

Contractual rights

0

dsadyll &5)Lisall

daglaall alilll dgigyasiyl aloaall

2016 diad {17) pi) ygalal (Gily pgupoll Sulyretl Lk (akgall sgic 3ilni | dxiillg ggildll | dlsly abeypil | dwyigll daanll

2016 diwl (17) piy galail ggiliy pguwipall ailiaeil Lith (ualhgall agdc ailoj

5 B 58 B8 & @ @

J

paall

212KB

216KB

182KB

212KB

204KB

137KB

204MB

202KB

207KB

algisll
Ohlgo Joc adc 3yaai 2igai

Jols plgay (higo Jac adc pigai

ohlgo pe cabhgo guuei ade agaal phgai

(«l» didll) guiblgall pal JolS plgas Juel Adc 2igai
(sw» diall) gaiblgall pél Jols plgas guel adc 2igai
vals adey guef adc 2agal

afgo ade guel ade 3igai

wia plga adey gual adc 3gai

(Jeibalgall) gujlibifallg elpall guei sde 2igai

pd)

gl gl

Pwﬁzf diwl (49) pd) ,;_\Inil
P g
eljjgll gulao aljlys

dakill

Ayl iyl @yl

ouoleill

tnslio dyig
Grinall clglull
dolall Gahall alislialg

J

www.midocean.ae




1
MIDOCEAN

o tmia Rights and Responsibilities Issues

* Rights
 That which belongs to a person by law, nature, or
tradition.

 Responsibilities
* Obligations to be accountable for actions.

e Statutory Rights

* Rights based on specific laws and statutes passed by
federal, state, and local governments.

\_ W,
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Typical Employment Contract Provisions

Employment Contract

* Terms and conditions of employment

* General job duties and expectations

* Compensation and benefits

¢+ Confidentiality and secrecy

* Non-piracy and non-compete
agreements

* Non-solicitation of current
employees upon departure

¢ Termination/Resignation

Date:

Emploves's signature: .

Company respresentative's signature: | ' [ T
S

Figure 16-1 www.midocean.ae



MIDQ_CEAI[TI!

Contractual Rights

Contractual Rights Rights based on a specific contractual
agreement between employer and employee.

Separation Agreement | Agreement in which an employee who is
being terminated agrees not to sue the
employer in exchange for specified benefits.

Employment Contract Agreement that formally outlines the details
of employment.

Non-Compete An agreement that prohibits an individual
Agreement who leaves the organization from competing
with the employer in the same line of
business for a specified period of time.

Implied Contract The idea that a contract exists between the
employer and the employee based on the
implied promises of the employer.

www.midocean.ae



|
MIDOCEA[\I

Employment Practices Liability
Chapter Insurance

* Employment Practices Liability Insurance (EPLI)

« Covers employer’s costs for legal fees, settlements, and
judgments associated with employment-related actions such as:

1. Discrimination

Wrongful discipline

Sexual harassment

Wrongful termination

Negligent evaluation

Infliction of emotional distress

Breach of employment contract

Deprivation of career opportunity

Improper management of employee benefits y

© oo N Ok W

www.midocean.ae
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Rights Affecting the Employment
Relationship

Chapter

« Employment-at-Will (EAW)
« A common law doctrine stating that employers have the

right to hire, fire, demote, or promote whomever they
choose, unless there is a law or contract to the contrary.

« Employees have the right to quit and got another job under
the same constraints.
* Wrongful Discharge

« Termination of an individual’s employment for reasons
that are improper or illegal.

- _/
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Employment-at-Will (EAW)

Exceptions to EAW

Public Policy An employee can sue an employer if he or
she was fired for refusing the employer’s
demand to violate public policy (“break the

law”).
Implied Employment An employee can sue an employer if the
Contract employer’s actions or inaction constitute an

iImplied contract of continuing employment.

Good Faith and Fair If the employer’s unruly behavior breaks a
Dealing covenant of good faith with the employee,
then that employee can sue the employer.

www.midocean.ae
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Employment-at-
Will Statement
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EMPLOYMENT AT WILL

The policies stated in this handbook are guidelines only and with the
exception of our policy on at-will employment, as described below, are
subject to change at the sole discretion of the Employer, as are all other
policies, procedures, benefits, or other programs of the Employer. This
handbook is not a contract, express or implied, guaranteeing employment
for any specific duration. Although we hope that your employment
relationship with us will be long term, either you or the Employer may
terminate this relationship at any time, for any reason, with or without
cause or notice.

Please understand that no supervisor, manager, or representative
of the Employer other than the [e.g., president] has the authority to
enter into any agreement with you for employment for any
specified period of time or to make any promises or commitments
contrary to the foregoing. Further, any employment agreement entered
into by the [e.g., president] shall not be enforceable unless it is in a
formal written agreement and signed by you and the [e.g., president].
Please also understand, that no supervisor, manager, or other
representative of the Employer, has the authority to make any
verbal promises, commitments, or statements of any kind regarding
the Employer's policies, procedures, or any other issues that are
legally binding on the Employer.

Figure 16-2 www.midocean.ae
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Keys for Defense in Wrongful Discharge:
The “Paper Trail”

Performance Appraisal wWiiten
Make sure performance |—am——

appraisals give an
accurate picture of
the person's
performance.

Rescrnils

Group
Involvement
Involve more
than one person

in termination
decision.

Figure 16-3

Written Records —— Written Warning
Maintain —————| Warn employees
written records on —————| inwriting before
behaviors leading to |=—===—=/| dismissal.
dismissal. D —

D

e

e WS

I'irm.lr:h for G I'ﬂl.-[l"lds

~—————| for Dismissal

~————| Put grounds
———=——| for dismissal
——~——| in writing.

www.midocean.ae
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Chapter Just Cause

e Just Cause

 Reasonable justification for taking an employment-related
action.

 Constructive Discharge

« An employer deliberately makes working conditions
Intolerable for an employee in an attempt to get (to force)
that employee to resign or quit.

\_ Wy
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Balancing Employer Security Concerns
Chapter and Employee Rights

~

 Right to Privacy
* Defined in legal terms for individuals as the freedom from
unauthorized and unreasonable intrusion into their personal
affairs.
* Privacy Rights and HR Records:
* Access to personal information held by employer
* Response to unfavorable information in records
« Correction of erroneous information
* Notification when information is given to a third party

g _/
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oliciiize Employee Records

\
 HR Records’Security
* Restrict access to all HR records
« Utilize confidential passwords to HRIS databases
* Place sensitive information in separate files and restricted databases
« Inform employees of types of data to retain
 Purge outdated data from records
* Release information only with employee’s consent
\ Y,

www.midocean.ae
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Employee Record Files

)
I

k
Current File Confidential File

L}

¢ Reference letters
* Most recent 2-3 ili
[ ]
years of employee apsrsﬂgf.it::;w
information e Other items

L}

=

Historical file

Employees Medical File

* Older documents * Medical-related

* Non-confidential, information,
non-medical

including medical
benefits claims data

benefits details

Figure 16-6 www.midocean.ae
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Employee Free Speech Rights Violence

www.midocean.ae




MIDOCEA[+I|

Methods of Dealing with Workplace Theft

Applicant Surveillance
Screening and .
Monitoring
Honesty
Testing/ Background
Fﬂ.lygraph ‘ Checks
Testing Review
Unusual
Ofi-the-Job

Behaviors

Figure 16-8 www.midocean.ae
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Impact of Substance Abuse on Employers

*Pay for absent person

I d Absenteei
ncreased Absenteeism * Pay for fill-in staff

* Downtime due to accident
*Cost of medical claims

¢ Temporary employees' wages
*Replace damaged equipment
*Legal, investigation fees

Increased Accidents/Damage

s ncreased insurance cost
*Employee time lost
* Administrative costs

Increased Health Care Needs

*Unproductive hours

*Cost of replacing stolen items
Increased Theft/Fraud P b

*Cost of hiring security services
'Legal fees and investigative costs

_ www.midocean.ae
Figure 16-9
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et Drug Testing and Employee Rights

* Arguments Against Drug Testing
* It violates employees’ privacy rights.
 Drugs may not affect performance in every case.
« Employers may abuse the results of tests.
* Drug tests may be inaccurate.
* Test results can be misinterpreted.

\_ W,
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Chapter Drug Testing

« Conducting Drug Tests
« Random testing of all employee at periodic intervals
* Testing only in cases of probable cause
* Testing after accidents

* When to Test (Conditions)
« Job consequences outweigh privacy concerns
« Accurate test procedures are available
 Written consent of the employee Is obtained
* Results are treated confidentially
« Employers have a complete drug program

- _/
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* Policies

 General guidelines that focus organizational actions.
 “Why we do it”

* Procedures

 Customary methods of handling activities
 “How we do It”

* Rules

|
MIDOCEA[\I

e,-¢ HR Policies, Procedures, and Rules

« Specific guidelines that regulate and restrict the behavior of
Individuals.

* “The limits on what we do”

W,
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Employee Handbooks

Chapter
~
* Legal Review of Language
 Eliminate controversial phrases in wording.
 Use disclaimers disavowing handbook as a contract.
 Keep handbook content current.
« Readability
 Adjust reading level of handbook for intended audience of
employees.
* Use
« Communicate and discuss handbook.
. Notify all employees of changes in the handbook. )

www.midocean.ae
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Communicating HR Information

Communicating
HR Information
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SIS Employee Discipline

~N
* Discipline
« Aform of training that enforces organizational rules.
* Positive Discipline Approach
1. Counseling
2. Written Documentation
3. Final Warning (decision day-off)
4. Discharge
\_ W,

www.midocean.ae



Progressive Discipline Procedure

Verbal Caution

l

Written Reprimand

d

First Offense

Second Offense

Third Offense Suspension
Fourth Offense Discharge

Figure 16-12

MIDC?H:E,aﬁsl[+1I
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o-0ce Reasons Why Discipline Might Not Be

Used

~N
* Organization culture regarding discipline
« Lack of support by higher management
 Guilt
* Loss of friendship
 Time loss
* Fear of lawsulits

Wy,
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Discharge: The Final
Chapter Disciplinary Step

« Handling Discharges

* Provide discharge warning at last disciplinary step before
termination.

* Provide the employee with written notice of the discharge
that clearly states the reason(s) for the discharge decision,
do not try to “sugarcoat” the reason(s).

* Have an HR representative attend the termination meeting
as a witness. ®

* Inform the employee of HR or benefits issues.
« Maintain a professional demeanor at all times.

g _/
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End Of work Journey
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