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Confined Space Classification Decision Tree
Use this Decision Tree to help you determine if 
a confined space is a permit-required confined 
space or a non-permit confined space.
1. Do You Have Any Confined Spaces in Your 
Workplace?  
☐ Yes  ☐No
Explanation: A space is considered a confined 
space if:
 � It’s big enough and so configured that a 

worker can enter it bodily and perform work 
inside;

 � It has limited or restricted means of entry or 
exit, e.g., tanks, vessels, silos, storage bins, 
hoppers, vaults and pits; and

 � It’s not designed for continuous occupancy.
Instructions: If there aren’t any spaces like this 
in your workplace, the standard doesn’t apply to 
you and you don’t have to go any farther. But if 
you do, keep going.
2. Are any of the Confined Spaces You’ve 
Identified Permit Confined Spaces? 
☐ Yes  ☐No
Explanation: Evaluate the confined spaces in 
your workplace and classify them as either:
 � Non-permit confined spaces, i.e., those that 

don’t contain or potentially contain hazards 
capable of causing death or serious harm 
to an entrant which you can allow workers 
to enter; or

 � Permit confined spaces, i.e., spaces that 
do contain actual or potential hazards 
that require additional safety measures 
to prevent entry or ensure it’s safe. To be 
considered a permit space a confined space 
must have at least one of the following 
characteristics it/its:
 � Contains or potentially contains a 
hazardous atmosphere, i.e., one that 
may cause death, incapacitation or 
impairment of self-rescue including:
 y Flammable gas, vapor or mist above 

10% of its lower flammable limit (LFL);

 y Airborne combustible dust at a 
concentration at or above its LFL

 y Oxygen concentration of below 19.5% 
or above 23.5%;

 y Concentration of a substance above 
or potentially above its Permissible 
Exposure Limits (PELs) or dose limit; or

 y Any other atmospheric condition 
immediately dangerous to life or health 
(IDLH).

 � Contains a material that could engulf an 
entrant;
 � Configuration could result in trapping 
or asphyxiating an entrant by inwardly 
converging walls or a floor that slopes 
downward and tapers to a smaller cross-
section; or
 � Contains any other recognized safety or 
health hazard.

Instructions: If you have only non-permit spaces, 
skip Section 3 and proceed to Section 4 of the 
Assessment. If you have permit spaces, go to 
Section 3.
3. If You Have Permit Confined Spaces, 
Have You Implemented the Proper Safety 
Measures? 
☐ Yes  ☐No 
Explanation: You have 2 options for dealing with 
permit spaces:
 � Seal them off so that nobody can enter 

them; or
 � If you allow entry, implement a confined 

spaces entry program to ensure safety 
measures are taken before and during each 
entry.

Instructions: Find out your jurisdictions 
requirements for safety measures and how to 
implement them.
4. Do You Reassess and, if Necessary, 
Reclassify Confined Spaces?
☐ Yes  ☐No
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Explanation: The rules vary depending on how the confined space 
is currently classified.
 � Confined Spaces Currently Classified as Permit Spaces: If 

workers enter any confined spaces you classified as non-
permit confined spaces, reassess the confined space when 
there are changes to the configuration of the confined space 
or the work done inside it. You then must decide based on the 
reassessment whether to reclassify the non-permit space as a 
permit space.
 � Don’t reclassify the space as a permit space if it still doesn’t 
contain or have the potential to contain hazards of death or 
serious bodily injury to entrants.
 � Reclassify the space as a permit space if you determine that 
the confined space contains or has the potential to contain 

hazards of death or seriously bodily harm upon entry. In this 
situation, you must immediately bar entry unless and until 
you establish a confined spaces entry program for the space.

 � Confined Spaces Currently Classified as Non-Permit Spaces: 
A permit space can be reclassified as a non-permit space if 
you can demonstrate that entry hazards, including hazardous 
atmospheres have been eliminated. You must create written 
certification documenting the basis for this determination that 
lists.
1. The date
2. The location of the space
3. The signature of the person making the determination.

Confined Spaces
Confined spaces can be a tight fit – just
like the spaces in this safety crossword
puzzle. You’ll have to fit in words about
the atmospheric hazards and many other
dangers of confined spaces.

ACROSS
3  covered opening to a

sewer
5  liquids, solids and ___
6  gaseous forms of liquid

or solid substance
8  ignites below 100F

(37.8C)
10  tubes that convey water,

gas, etc.
12  tower used to store grain

or cement
16  gaps allowing access
18  poisonous
20  circulation of air
21  analyzing

23  long narrow ditches
24  certain order of

performing a task

DOWN
1  confined spaces require

an Entry _____
2  a storage chamber
4  formal permission or

consent
7  a respirator is a type of

this
9  steam is generated in

this

11  rid through a cleansing
process

12  to slide and lose one's
footing

13  unbroken or
uninterrupted

14  in a confined space, be
sure you have this

15  the LO in LOTO
17  discover the presence of
19  those who save you from

danger
22  a confined space has

limited means of this
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Fatality File
Operator Pulled into Tinning Line
A machine operator died of crush injuries to his head when caught 
by an ingoing pinchpoint on a hot tin coating machine.
The victim and some other operators had been taking shortcuts 
when cleaning the steel rollers. Standard procedure required first 
stopping the tinning line and putting it into lockout mode. Operators 
were then supposed to scrub the rollers with a long-handled wire 
brush, and rotate rollers only by pushing a “jog” button. Instead, the 
victim was wiping a bridle roller with sandpaper while the line was 
running at 50 feet (15 meters) per minute. The bridle roller tensioned 
metal strips that came down the line to be coated. An incoming six-
inch (15-centimeter) wide brass strip apparently caught his glove 
and he was pulled into the line and jammed and crushed by the 
roller and the brass strip. He was pronounced dead at the scene.
Worker Pulled From Catwalk Into Conveyor
A worker was standing on a catwalk, using a vacuum with a long 
nozzle to clean a fast-moving conveyor belt. It appears the nozzle 
became caught between two large rollers and pulled the worker 
into the machinery.

A co-worker radioed to have the machinery shut down and to call 
for help. The victim was found with his left hand and arm pulled into 
a pinchpoint formed by a roller and the return side of the belt. His 
arm had been pulled over the roller, jamming his head against the 
belt and roller. The victim was taken to a hospital, where he was 
pronounced dead upon arrival. He had suffered a head injury and 
multiple fractures, cuts and bruises.
Cleanup or maintenance tasks such as vacuuming a conveyor 
should never be done while the machinery is moving or able to 
move. This equipment should have been halted and locked out from 
any power sources before any such work was attempted.
There have been many similar incidents in which workers become 
entangled in moving machinery and are pulled in to their deaths. 
Remember, always strictly observe your company’s procedures for 
locking out equipment before attempting maintenance.
Always follow standard procedures for lockout and cleaning 
machinery. The habit can save your life.

Pinch Points: Nine Tips to Avoid Injuries
1.  Follow the dress code – Wearing the right kind of clothing 

when working in areas where pinch injuries can occur is 
critically important. Pant legs and shirt sleeves shouldn’t be 
too long or too loose. Shirts should be tucked into the pants to 
reduce the risk of them getting caught in moving machinery.

2.  Leave the jewelry home – All jewelry should be removed, 
especially dangling earrings, necklaces, and rings.

3.  Tuck away long hair – Long hair should be tied back, and 
braids and ponytails should be kept at the back of the head and 
secured. Hair falling forward or down toward the machinery 
could get caught in its pinch points.

4.  Wear your safety gear – The right personal protective gear 
for the job should be kept on at all times. Make sure safety 
gloves fit properly to avoid getting them caught (consult this 
sizing chart to make sure you get the right size).

5.  Conduct a pre-inspection – Inspect machinery for any 
potential hazards before anyone operates it. Make a safety plan 
and follow through with it during the entire time the machine is 
in operation.

6.  Stay alert and focused – Anyone operating equipment 
should stay totally focused on the job at hand and keep their 
eyes focused on the moving parts. Minimize distractions in the 
work environment as much as possible.

7.  Use machine guards – Make sure that the right guard has 
been installed on the equipment and make sure that it is fitted 
properly. If you notice missing or damaged safety guards during 
your pre-inspection, don’t put the machinery into operation.

8.  Know how to deal with a jam – Make sure you learn how to 
safely deal with the machine if it becomes jammed. Before you 
clean or fix jammed equipment, make sure it has been turned 
off and come to a complete stop. Familiarize yourself with the 
lockout/Tagout procedures.

9.  Look beyond the machinery – Pinch points aren’t just found 
in industrial equipment. Machinery pinch points can cause 
serious injuries, but so can a stack of heavy items. Even getting 
your hand or foot jammed in the door might cause enough 
damage to require medical attention.
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What's At Stake  
A pinch point is “any point at which it is possible for a person or 
part of a person’s body to be caught between moving parts of a 
machine, or between the moving and stationary parts of a machine, 
or between material and any part of the machine”.

What’s the Danger?
Each year, workers suffer approximately 125,000 caught or crushed 
injuries that occur when body parts get caught between two 
objects or entangled with machinery. The physical forces applied 
to a body part caught in a pinch point can vary and cause injuries 
ranging from bruises, cuts, amputated body parts, and even death.
A pinch point injury can be the result of something as large as an 
excavator or as small as a pair of pliers. Of the millions of disabling 
accidents that happen on the job, one third of them are hand 
injuries. Approximately 80% of these hand injuries are caused by 
pinch points.
Other Dangers
Certain pinch points are blaringly clear. These pinch points will 
typically have guards and mechanisms alerting the workers of the 
hazard. Other pinch points are less obvious, but can still result in 
serious injuries – even death. In either case, it’s important to know 
the danger. For instance:
 �  Vehicles in reverse could crush a worker against the wall.
 �  Closely stored drums or crates may pinch hands or fingers 

between each other and a dolly.
 �  The rungs of an extension ladder can catch feet, hands, and 

fingers as they slide past each other.
 �  A body part or a piece of clothing can get caught up in 

machinery, between equipment or between a lid and a 
container when closing.

Common Causes of Injuries from Pinch Points:
 �  Not paying attention to the location of hands and feet.
 �  Walking or working in areas with mobile equipment and fixed 

structures;
 �  Loose clothing, hair, or jewelry getting caught in rotating parts 

or equipment; Poor condition of equipment and guarding.
 �  Dropping or carelessly handling materials or suspended loads.
 �  Not using the proper work procedures or tools; and
 �  Reaching into moving equipment and machinery.
Traditional Speak
Pinch Points are pervasive at work occurring traditionally with 
a number of machines and devices, including power presses,  
conveyors, robotic machines, metal-forming machines, powered 
rollers, assembling machines, plastic molding machinery, printing 
presses, power transmission equipment, powered doors, covers 

and hatches.
Caught in and caught in between injuries are consistently 
featured as one of OSHA’s Fatal Four. And non-fatal pinch point 
injuries can leave you with bruises and cuts, and on the serious end 
of the scale, it might even require amputating a limb.
How to Protect Yourself  
PINCH POINT PREVENTION
There are three major components to preventing pinch point 
injuries.
Awareness:
All around us are things and activities that can cause pinch point 
injuries (form placement, tool usage, material handling, etc.). Many 
cannot be avoided, but if you are constantly alert you can protect 
yourself from injuries. Awareness comes in two forms, a common-
sense alertness of the right thing to do, and training in the correct 
way to do things and use equipment.
Physical Barriers:
In service areas, physical barriers might be anything from the 
machine guard on your table saw to barricades or warning devices 
from a running engine. Physical barriers are there to protect you 
from injury, not prohibit your activity. Guards are important to 
protect you from direct contact with moving parts, flying chips, 
kickbacks, and splashing of metal or harmful liquids. Barricades are 
placed at construction sites to warn you of dangerous situations.
It takes knowledge and insight to properly prepare equipment for 
maintenance or storage. Blocks are used to prevent equipment 
from rolling and heavy parts from falling. Never remove them 
unless you know why they are there, and the reason for being there 
is completed. Always check for fellow workers in harm’s way before 
removing blocks.
Personal Protective Equipment (PPE):
Respecting and using physical barriers and being aware of your 
surroundings is only half of what you need to do to be safe. Make 
sure you are always wearing your safety gear and inspect it before 
each use. Although the last line of defense against a pinch point 
injury, PPE (proper gloves, footwear) is a necessity to ensure others 
notice your position and your extremities are protected.
Final Word
When it comes to working or operating machinery with rotating 
parts, pinch point safety is imperative. In the work environment, 
pinch points are used to explain situations where hand tools, 
machines, and various conditions place body parts or a worker’s 
entire body at risk.

SAFETY TALK PINCH POINTS
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What's At Stake  
A confined space can be a street manhole or a country silo. Your 
safely is in peril if you enter any space where you are not positive 
that you can exit safely.

What’s the Danger?
Confined spaces are dangerous for many reasons. They may 
be poorly ventilated, causing an accumulation of toxic gases or 
hazardous airborne substances, or a lack of oxygen.
There may be moving equipment, slippery or dangerous surfaces, 
electric shock hazards, falling objects, water or other liquid 
contents, chemicals or extreme temperatures. Noise, poor visibility 
or shifting materials such as grain or sand could be present.
Atmospheric hazards cause most deaths in confined spaces. 
Instead of using test equipment, people think they can rely on their 
sight, taste and smell to detect toxic atmospheres.
The air in confined spaces can present respiratory difficulties and 
other physical distress. When there is too little oxygen in a confined 
space, a person can smother. Toxic gases, dusts and fumes can 
cause injury or death when inhaled or contacted by the skin.
Fire and explosion are other dangers that may be present in 
confined space atmospheres. These could be ignited when a space 
is ventilated with oxygen instead of air. Flammable gases, dusts or 
vapors can also be set off by a spark.
How to Protect Yourself  
You should never enter a confined space without training. Written 
procedures and an entry permit system are essential. Here are 
some of the guidelines likely to be included:
 �  Take atmospheric precautions. The atmosphere should be 

tested before you enter – by trained people using the right 
equipment. The confined space should be ventilated until it 
tests safe, and possibly afterwards. If this is not possible, the 
right respiratory protection should be worn

 �  Lock out energy sources. Lines carrying gases, liquids or 
solids should be disconnected or blocked off before you enter. 
Valves and electrical circuits should be locked out and tagged.

 �  Remove possible sources of ignition. Use non-sparking tools 
and lighting devices in a potentially flammable atmosphere.

 �  Be fully prepared before entry. Make sure you are wearing 
the required personal protective equipment (PPE) including 
a hardhat, safety-toed footwear, gloves and your breathing 
apparatus

 �  Wear a lifeline. The lifeline should be connected from your 
body harness to a winch outside the confined entrance so you 
can be pulled out in case of emergency.

 �  Have trained and equipped personnel standing by outside the 
confined space, for communication and rescue if necessary.

Final Word
Make sure you are fully trained in confined space procedures for 
your workplace.
Take all the sight precautions before entering a confined space, 
even in an emergency.

SAFETY TALK CONFINED SPACE SAFETY

Quiz
1.  Multiple health and safety issues must be considered in 
confined spaces. 
True
False

2.  Potential hazards in confined spaces include:  
 Toxic gases
 Airborne substances  
 Insufficient oxygen
  All of the above 

3.  The majority of deaths in confined spaces do not involve 
atmospheric hazards. 
True
False

4.  Confined space training is rarely needed. 
True
False
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Fundamentals of First Aid: Burns
What's At Stake  
A burn means more than the burning sensation associated with this 
injury. Burns cause skin damage because the skin cells die. Burns 
can happen at work and outside of work. In fact, burns are one of the 
most common household injuries, especially among children.
Most people can recover from burns without serious health 
consequences, depending on the cause and degree of injury. More 
serious burns require immediate emergency medical care to prevent 
complications and death.
Burns take many weeks to heal. Large burns often require skin 
grafts and multiple operations to reduce disfigurement and loss of 
function in the affected area.

What’s the Danger?
 �  There are 3 degrees of burn and the burn is classified by the 

skin damage rather than the cause.
 �  First-degree burns: red, non-blistered skin
 �  Second-degree burns: blisters and some thickening of the skin
 �  Third-degree burns: widespread thickness with a white, 

leathery appearance
Even a seemingly harmless scald can cause all three levels of burn.
How to Protect Yourself  
First aid for burns
1. Keep yourself safe
 � Call 911 1st in an emergency.
 �  Assess the scene and proceed with care only if it’s safe to do 

so.
 �  Put on proper personal protective equipment (PPE). 
2. General burn care
FOR ALL BURNS – CALL 911 IF:

 y  The burn penetrates all layers of the skin.
 y  The burn covers a large area(s) of the body.
 y  The skin is leathery or charred looking, with white, brown, or 

black patches.
 y  The hands, feet, face, or genitals are burned.
 y The person is an infant or a senior.

 �  Burned areas swell rapidly. Remove jewelry, belts and other 
restrictive items, especially from around burned areas and the 
neck, quickly and carefully, before the area swells.

 � Don’t break blisters.
 �  Don’t apply butters or ointments – these may cause infections.
 �  A Tetanus shot may be needed; booster shots are recommended 

every 10 years. 
3. 1st-degree burns
 �  A first-degree burn is the least serious type, involving only the 

outer layer of skin. It may cause:
 y Redness
 y Swelling
 y Pain

 �  Hold burned skin under cool (not cold) running water or 
immerse in cool water until pain subsides. Use compresses if 
running water isn’t available.

 �  Cover with sterile, non-adhesive bandage or clean cloth.
 �  Use over-the-counter pain relievers for pain.
4. 2nd-degree burns
 �  A second-degree burn affects the top 2 layers of skin and may 

cause:
 y Red, white or splotchy skin
 y Swelling
 y Pain
 y Blisters

 �  Immerse in cool water for 10 or 15 minutes. Use damp 
compresses if running water isn’t available.

 �  Don’t apply ice and don’t immerse large severe burns in cold 
water.
 y  Doing so could cause a serious loss of body heat 

(hypothermia) or a drop in blood pressure and decreased 
blood flow (shock).

 � Call 911 or emergency medical help.
 �  Protect the burned person from further harm, if you can do so 

safely.
 y  Move the person away from smoldering materials, smoke, 

and heat.
 y  DO NOT remove burned clothing stuck to the skin.

 �  Cover the burn(s) loosely with sterile, non-stick bandage and 
secure in place with gauze or tape.

 �  Elevate the burned area – raise the wound above heart level, if 
possible.

5. 3rd-degree burns
 �  A third-degree burn involves all layers of the skin and underlying 

fat. Muscle and even bone may be affected.
 �  Call for emergency medical help immediately.
 �  Burned areas may be charred black or white.

SAFETY TALK FIRST AID - BURNS
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 � The person may experience:
 y Difficulty breathing.
 y Carbon monoxide poisoning.
 y Toxic effects of smoke inhalation.

 �  Unless the person has a head, neck, or leg injury, or it would 
cause discomfort:
 y Lay the person flat.
 y Elevate feet about 12 inches.
 y  Elevate burn area above heart level, if possible.
 y Cover the person with coat or blanket.

 �  Keep the victim calm and treat for any other injuries and shock 
until medical help arrives.

Final Word
Burns are very common but the severity of them varies widely. A 
burn causes the skin to blister. It is generally best if the skin be left 
intact because it protects the raw skin underneath. Burns can be 
painful, disfiguring, and the damage can take several weeks to be 
fully repaired.

Quiz
1. Which is the most severe type of burn?
 2nd
 3rd  
 1st

2.  A 2nd-degree burn can cause the skin to blister.
True
False

3. The top of the blister should always be removed as soon as 
possible
True
False

4. What are 2 signs of a minor burn?
1.                                                                                                 
                                                                                                   
2.                                                                                                
                                                                                                   

WHAT WOULD YOU DO?
You are part of a road crew asphalting a new road. Some of the 
hot tar and asphalt hits one of the crew and covers one side 
of his face. 

 What would you do?
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SAFETY TALK SEXUAL HARASSMENT 
Sexual Harassment: Understanding Unwelcome and 
Unwanted Behavior 
What's At Stake
It is not uncommon to hear employees say things like this, “We 
can’t even give someone a compliment around here without being 
accused of sexual harassment.” Or, “I was just joking, she’s way too 
sensitive. There’s no way that was harassment.” No doubt you have 
several other phrases you could add to the list.
But it’s not that hard to understand what is and what is not 
considered sexual harassment when you look at in terms of a 
behavior being unwelcome and unwanted.

What You Should Know
Supervisors and employees must have a clear understanding of 
what might be considered unwanted and unwelcome conduct.  
Here are some examples of unwelcome and unwanted behaviors.
1.  Sharing sexually inappropriate images or videos, such as 

pornography, with co-workers.
2.  Sending suggestive letters, notes, or e-mails.
3.  Displaying inappropriate sexual images or posters in the 

workplace.
4.  Telling lewd jokes, or sharing sexual anecdotes.
5.  Making inappropriate sexual gestures.
6.  Staring in a sexually suggestive or offensive manner, or 

whistling.
7.  Making sexual comments about appearance, clothing, or body 

parts.
8.  Inappropriate touching, including pinching, patting, rubbing, or 

purposefully brushing up against another person.
9.  Asking sexual questions, such as questions about someone’s 

sexual history or their sexual orientation.
10.  Making offensive comments about someone’s sexual 

orientation or gender identity.
Keep in mind, these and other behaviors, don’t have to be directed at 
a person to be considered harassment.
What You Should Do
 � Train supervisors and employees on the behaviors listed 

above and explain how and why they could be considered 
harassment.

 �  Clearly define and communicate unacceptable behaviors 
through policies and actions.
 y  Employees likely have differing viewpoints about what 

behaviors they consider harassing – so educate them on 
behavior standards so there’s no question.

 �  Expect possible push-back and have a procedure in place for 
addressing these types of behaviors.
 y  How to address an employee who has put up potentially 

questionable images in their work area.
 �  Explain that the following does not mean the conduct was 

welcomed or wanted:
 y The victim did not complain to the harasser or to others 

about the behavior.
 y  The victim engaged in coarse or lewd conduct outside the 

workplace on their own time.
 y  The victim was heard to use curse words from time to time.

 �  Set a good example and ensure your top-level executives and 
managers are setting a good example.
 y  You can imagine, if a manager exhibits harassing behaviors, 

their employees could take that as a sign it’s okay for them 
to do the same. 

Final Word
Sharing these guidelines with your employees can go a long way 
to communicating what is and what is not considered harassment.  
And in doing so, setting expectations for what behaviors will be 
tolerated – and which ones won’t.

Quiz
1.  Asking sexual questions, such as questions about 
someone’s sexual history or their sexual orientation could 
be considered harassment. 
True
False

2.  If a co-worker doesn’t tell you to stop telling crude jokes, 
you can assume they are enjoying the jokes. 
True
False

3.  Repeatedly asking a co-worker out on a date, even though 
they always say no, isn’t considered harassment. 
True
False

4.  An employee can display whatever type of material they 
want to in their work area.
True
False
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9 Common Pitfalls to Avoid in Investigating 
Workplace Violence Incidents
Trap #1: Waiting Too Long to Investigate
Investigations must be conducted promptly. As with any 
investigation, the sooner you begin, the better evidence you’re likely 
to gather. Over time, memories fade, witnesses leave the company 
and physical evidence disappears. Thus, prompt investigations are 
more likely to lead to appropriate results—and less likely to lead to 
liability.
In contrast, delaying an investigation unnecessarily undermines the 
investigation’s effectiveness and may also harm the accused, put a 
strain on the employment relationship and create a difficult working 
environment for everyone involved.
Keep in mind that although speed is important, it isn’t the paramount 
concern. Fairness is. Rushing an investigation is just as bad as 
dragging your feet.
Trap #2: Relying on a Biased or Incompetent Investigator
The person carrying out the investigation must be completely 
impartial and not related to or in any other special relationship with 
either the accuser or accused. For example, supervisors shouldn’t 
investigate subordinates and vice versa. Individuals also shouldn’t 
investigate if they have a history of conflict with the accused or the 
accuser. Nor should the investigators have a personal or professional 
stake in the outcome, such as supervisors determined to use the 
investigation to cover up wrongdoing in their departments for 
which they’d be held accountable if the claim proves to have merit.
In addition, the person who investigates the complaint must have 
the necessary competency, skills and disposition to do so, i.e., 
someone who:
 �  Is impartial and is seen by the parties to be impartial;
 �  Has knowledge, training and experience in issues relating to 

workplace violence; and
 �  Has knowledge of relevant legislation.
Of course, it’s not always easy to find objective and impartial 
people to investigate workplace violence allegations internally, 
especially in a small company where everyone may be affected by 
the allegations and know the parties involved. And the people who 
are objective might lack the qualifications to do a thorough and 
competent investigation. As a result, you may need to go outside 
your company to find the appropriate investigator.
Trap #3: Not Getting Both Sides of the Story
Some companies make the mistake of talking only to the alleged 
victim. An investigation is only fair if you also give the accused 
an opportunity to defend himself. You must also give the accused 
enough facts about the allegations, including dates and specific 
details, to enable them to respond.

Trap #4: Not Interviewing Third Parties
It’s important to interview not only the accuser and accused but 
also anyone else who may have relevant information about the 
situation, especially eyewitnesses. Document the results of these 
interviews and, when appropriate, get written statements from third 
party witnesses.
Trap #5: Failing to Gather All Relevant Information
The investigation must be thorough and earnest. You can’t simply 
go through the motions. The goal of the investigation should be to 
gather all relevant information so that appropriate decisions can 
be made. An inadequate, superficial investigation is likely to lead 
to liability.
Trap #6: Asking “Leading” Questions
It’s not just how many interviews you do but how you do them. One 
common interview mistake to avoid is asking leading questions—
that is, phrasing questions in a manner that suggests the “correct” 
answer to the person being questioned:
Wrong: “Did Joe’s conduct make you feel scared and afraid for your 
safety?”
Right: “How did Joe’s conduct make you feel?”
Trap #7: Interviewing Witnesses in the Presence of Each Other
Efforts should be taken to minimize the risk of witness collaboration 
and intimidation. Interviewing the accuser in front of the accused 
can intimidate the accuser. Even third party witnesses can be 
influenced by the presence or statements of others. So witnesses 
should be interviewed separately and not in the presence of other 
witnesses. Doing so minimizes not only the risk of intimidation but 
also false testimony.
Example: A court found that investigators should have warned two 
witnesses not to confer when putting their complaints of sexual 
harassment in writing. The court also criticized the investigator for 
allowing the witnesses to give their accounts together in the same 
room at the same time [C.R. V. Schneider].
Trap #8: Not Following Company Policy and Procedure
A sure-fire way to taint an investigation is to deviate from your 
company’s investigation policies and procedures. So stick to 
company policy as much as possible. However, you can follow 
different investigation procedures provided that you have a solid 
justification for doing so.
Trap #9: Not Documenting Investigation
It’s important not only to conduct an investigation properly but also 
to thoroughly document the investigation’s various steps. Without 
such a paper trail, it’s extremely difficult to retrace your steps and 
prove that the investigation was properly conducted.
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STATS & FACTS
Workplace Violence
DID YOU KNOW?  
Workplace violence statistics show an increasing danger that 
lurks around where people work together for eight hours a day, 
five times a week. However, not everyone is aware of the potential 
incidents, and businesses often underestimate the possibility of 
such occurrences.
The latest statistics show that many businesses continue to under-
report incidents that happen in the workplace. That often portrays 
a deceiving image of violence in companies, thus resulting in the 
inability to protect employees.
Statistics on Workplace Violence
 �  Nearly 75% of all assaults happen in health care.
 �  44% of school teachers reported workplace assaults.
 �  An alarming 30,000 workplace sexual assaults happen to 

women each year.
 �  Co-workers commit 21% of all assaults that end in homicide at 

work.
 �  Workplace assaults result in $121 billion in losses annually.
 �  27% of all mass shootings have occurred in the workplace.
 �  Shockingly, 96% of all shooters are lone males.
Workplace violence is the act of physical violence, intimidation, 
or any other form of harassment that takes place in a working 
environment. It can range from the most common types like verbal 
abuse or threats to the more severe ones like sexual harassment or 
physical assaults, and in extreme cases, homicide.
Workplace violence remains a vital concern for many employers 
and their employees and needs to be addressed for proper 
containment.
 Four types of violence can occur in the workplace.
Employers have to be familiar with the types and causes of 
workplace violence. They need to secure the workplace better and 
free it from any kind of misbehavior.
Type one violence is criminal intent, which is when the perpetrator 
commits a crime against a business. Type two violence is related 
to customers or clients in cases where the perpetrator is doing 
business with the company and becomes violent. Type three 
violence is referred to as worker-on-worker violence when the 
perpetrator is an employee who assaults another employee. Type 
four violence is related to domestic violence in cases where the 
perpetrator is not related to the business but is in a relationship 
with the victim
 On average, 1.5 million workplace violence cases are reported 
each year.
These staggering figures are worrisome, to say the least, but do not 
portray the actual number of assaults that happen in the workplace.

Out of those numbers, there were 396,000 cases of aggravated 
assaults, 84,000 robberies, 1,000 homicides, and 51,000 rapes or 
other sexual assaults. 
 Since 2010, there have been over 150 reported worker-on-
worker killings.  
Shootings that result in homicides are by far the deadliest acts of 
violence that can occur in the workplace. These workplace shooting 
statistics reveal a worrying trend that, unfortunately, shows no 
signs of stopping.  
Key behaviors of all shooters.
The investigators have concluded that the most common problems 
active shooters face in their lives are issues with mental health and 
financial stability. Those two issues are by far the biggest stressors. 
What is even more worrying is that the majority of perpetrators 
have legally obtained their firearms.
 60% of all incidents occur in private companies.
Statistics indicate that the majority of assaults happen in private 
companies. Men are twice as likely to be the victims of violent crime 
at work compared to women. However, women are just as likely as 
men to be the victims of theft in the workplace.
The numbers are similar for assaults, threats, or abuse for both men 
and women. Workplace violence is not an issue that has come to 
light within the last couple of years. In fact, it has been an ongoing 
issue for quite some time now, and the general public is fully aware 
of its consequences.
However, awareness alone cannot decrease the number of violent 
acts that occur in the workplace. An employer must be able to 
quickly identify any misbehavior and act accordingly before 
anything serious happens.
The following violence in the workplace statistics emphasize the 
seriousness of the situation and the lack of awareness.
 43% of all surveyed employers believe workplace violence is 
not an issue that needs to be addressed.
Shocking, to say the least. Four out of ten corporate executives do 
not truly understand the gravity of this situation. Many do not even 
acknowledge the fact that violence occurs in their companies out 
of fear of bad reputation.
 43% of all workplace violence acts occur among co-workers.
Even though there are many acts of violence in the workplace after an 
employee gets fired, the numbers are twice as high for current employees. 
That further indicates that both managers and employees need to learn 
how to deal with violence and harassment in the workplace.

 Diverse groups of people were victims of shootings in 30 
separate incidents in 2017.
The FBI reported the highest number of accounts of workplace 
violence in 2017, as these statistics show that diverse groups were 



FEBRUARY 2021 |   ILT.SAFETYNOW.COM   |   11

mostly targeted during their breaks at work.
 The number of mass shootings has increased by 2.4 times.
Over the period between 2008 and 2017, the number of mass 
shootings has increased by more than two times compared to 
the 10-year period between 1998 and 2007. The majority of these 
shootings happened inside the companies’ facilities.
Workplace violence has become the second biggest cause of death 
in the business world, right after traffic accidents. Unfortunately, the 
problem keeps rising with each passing year and becomes an issue 
businesses need to address.
 25% of all violent acts that happen in the workplace go 
unreported.
According to these 2018 workplace violence statistics by OSHA, 
around three-quarters of all incidents are not followed through.
Alarmingly similar to the statistics related to sexual harassment in 
the workplace, a lot of individuals decide not to bring such acts to 
light, due to fear or shame, among other reasons.
 In 2018, 75% of all violent acts occurred in health-care settings.
Health professionals face a higher risk of workplace violence. The 
risk is present due to the fact that health-care workers are in contact 
with many different types of people on a daily basis.
Even though the number of incidents in the health-care industry 
is way higher compared to other sectors, the number of reported 
incidents is still small. Reports indicate that some workers believe 
it is part of their job, while others consider it their “ethical duty” not 
to harm their patients.
 Out of all recent workplace violence incidents in 2018, 54% of 
them involved strangers.
Reports indicated that strangers instigated more than half of all 
incidents. The remaining 46% were caused mostly by clients or 
persons known to the people at work.
Even though incidents happened in the workplace, especially in the 
service industries, it was still shocking that so many people decided 
to go through with such behavior.
 32% of the offenders who carried out workplace assaults were 
under the influence of alcohol.
According to the reports, three out of ten instances of violent acts at 
work occurred when the offenders were intoxicated. When it comes 
to threats only, 27% of cases included offenders who were under the 
influence of alcohol.
Most workers believe their companies are safe from any kind of 
violent act. Additionally, most people said that they would know 
what to do if any violent event occurred in the workplace.
Bearing that in mind, about a quarter of American workers 
acknowledge that violence has happened in their workplace.
 
 76% of all registered nurses have experienced violence in the 

workplace.
When workplace violence statistics are taken into consideration, it 
is clear that health-care workers continue to be the most victimized 
individuals. That is supported by the fact that health professionals 
are in contact with patients and their families on a daily basis, so 
they often witness different kinds of misbehavior.
 Nurses report 20% to 60% of all incidents.
While nurses are exposed to an increased rate of verbal abuse, 
threats, or physical violence, not every incident is being reported. 
These numbers are somewhat shocking, as it seems that a lot of 
violence in the workplace goes unreported.
 Statistics on workplace violence indicate that 86% of all 
employees are unaware of past incidents in the company.
Even though the number of workers who acknowledge and 
recognize violent behavior in the workplace is high, about eight in 
ten individuals are unaware of any past violent events that occurred 
in their companies.
 45% of workers are aware of workplace violence prevention 
programs.
Almost half of all employees are aware that there are prevention 
programs that help fight against harassment and violence in the 
workplace. Moreover, half of those employees also feel more secure, 
even in cases where violent acts did occur in their companies.
12% of workers feel unsafe at work.
One in seven employees feels pressure or tension while at work 
for any number of related reasons. That may seem like a small or 
insignificant number. Still, companies need to share information 
with every worker about the prevention techniques, training, and 
what resources are available to prevent violence.
 Men are 23 times more likely to die in the workplace compared 
to women.
When taking workplace fatalities by gender into consideration, we 
can see that men are at an increased risk of being fatally injured or 
assaulted at work. If a company is found guilty of breaching health 
and safety regulations, it can be fined up to $20,000 per case.
If a company is being negligent or is deliberately breaking the 
law, fines can be even higher, or the person in charge can face 
imprisonment.
Conclusion
Unfortunately, workplace violence is a horrifying trend that 
continues to rise. It is essential to be more familiar with the issue, 
considering how many incidents go unreported. Agencies like OSHA 
and the United States Labor Department issue workplace violence 
statistics regularly with the hope of raising the general public’s 
awareness.
By implementing strict rules and regulations for companies to follow, 
these agencies continue to fight against violence on a daily basis.
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How to Develop an Effective Safety Training 
Process
Health & Safety organizations generally don’t prescribe safety training methods. They explain what information or training is necessary and 
leaves employers to work out the delivery details. But Best Practices do dictate how the training process should work. Here’s one application.
Determining Training Needs
 �  Conduct task (job) analysis – List all occupations within the 

workplace and break down each to the tasks performed.
 �  Identify critical tasks – Identify the tasks that have produced or 

have the potential to produce substantial personal injury.
 �  Review accident records – This helps gain insight into the 

training that will be/is required.
 �  Survey and interview employees – Identify what training they 

think would help them perform their work more safely and 
efficiently.

Developing an Effective Safety Training Session
 �  Identify goals and objectives – What knowledge do you wish to 

convey/impart to trainees?
 �  Develop learning objectives – Account for individual differences 

(learning styles, capabilities, skills, experiences, etc).
 �  Conduct the training – Specify training content and media.
 � Evaluate program effectiveness
 � Improve the program
Evaluating the Effectiveness of Safety Training
Ask the following questions –
1. Did trainees learn the course content? Use pre and post course 
tests to evaluate knowledge gained. Where appropriate (in skills 
training), written tests should be supplemented by performance 
demonstrations.
Reaction
What was the most useful session of the course?
What was the least useful session of the course?
Was the venue appropriate?

How could the course be improved?
Describe the four methods of X.
Explain how to Z.
Provide the formula for W.
Demonstrate how to do A.
Demonstrate how to change the grinding wheel on an angle grinder.
Knowledge gained or skills acquired – ask questions that test 
transfer of knowledge, for example:
Do they apply training on the job? Job observation and job 
performance surveys can be used here.
2. Does the training make a difference? Performance data, surveys, 
interviews, and direct observations will be useful here.
Behavior change
Interview supervisor and peers about any change in the participant’s 
behavior since the training.
Pre and post surveys
Establish control groups of those who weren’t trained, then compare 
their performance to the experimental group of those who were train
Difference between Effective and Ineffective Training
 � Lack of training objectives
 � Lack of appropriate content
 �  Lack of transfer of knowledge due to lack of consideration 

given to differences in learning styles (adult versus young)
 � Failure to evaluate training
 �  Lack of appropriate training environment (physical conditions/

environment of room in which training is conducted – size, 
heat/cold, illumination, noise, etc).

SUPERVISOR TIP

https://docs.google.com/forms/d/e/1FAIpQLSf-51CiYP30gOqR7dqAqKvuOu7QqWh0ytA6s5KM0dNsbFZKow/viewform

