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A radio presenter was having some fun with unsuspecting people on the 
phone, prior to an election. He was phoning random people in an attempt 
to convince them to vote for a fictitious candidate, even offering 
substantial amounts to secure their votes. As I listened, pondering my own 
response to such an offer, one after the other they turned him down, 
refusing to sell their vote. When he asked them why they wouldn’t sell 
their vote they answered: 

¶ It’s too precious to sell. 

¶ It’s illegal. 

¶ It’s morally wrong. 

This got me thinking, as I’m sure it’s got you thinking by now…… 
 
Nearly every day we are challenged to either sell or preserve our safety. 
The offers may not always be as blatant as the above example, but are 
never the less very real. The sell-out may involve tool selection, access to a 
work area, use of personal protective equipment or other safety gear, a 
cursory equipment or work area inspection, or simple inattention. 
 
It may simply involve bypassing established safety measures or procedures. 
Selling our safety is easy to rationalize, often thinking it more a 
compromise than a sale. When it comes to safety cash money is an 
inadequate exchange medium. Speed, ease and comfort are the bartering 
chips for safety — much more valuable than money. 
 
Every time we sell our safety we expose ourselves and those around us to 
the risk of injury, damage, disability and even death. When these exposures 
materialize the impact is far reaching, with the ripples of loss radiating out 
to fellow workers, our families and even the community like a raging 
tsunami. This intrinsic willingness to compromise, at all levels, is indicative 
of a culture that will continue to disrupt the achievement of objectives 
embodied in legislation and standards. If we wish to achieve that ever 
illusive state of zero harm we will have to address the willingness to 

compromise, rather than identify more standards to be compromised. 

Is Your Safety for sale?  I N S I D E  TH I S  I S S U E 

1  Is your safety for sale? 

2  Calculating Incident Rates. 

3  The Health and Safety file as 

envisaged in the Construction 
Regulations. 

4  Workplace Inspections. 

5 Safety Topic ï Scaffolding. 

 

SE R V I C E S 

¶ Link sharing ï contact us if you 
would like a link to your site or 
service from our site. 

¶ Online documentation. 

¶ Information assistance. 

¶ Consulting request 
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The right to vote is precious. It may not seem like much, we can’t wear it, eat it 
or show it off to the neighbors, yet thousands of people have died to preserve that 
right. Our personal freedoms and the right to vote are a part of our core values, 
which we're passionate about. 
 
Millions more have died and been left disabled, demonstrating to us what the 
consequences of indifference to the value of safety can be. Why would anyone 
risk the freedoms associated with walking, seeing, hearing and embracing our 
loved ones? Why would anyone sell his or her safety so cheaply? Safety, like 
voting, is an intangible commodity, which may be difficult to describe in words, 
yet we understand what safety is and can recognize its absence. Even though we 
appreciate its value to ourselves and our family as well as the potential price we 
may suddenly have to pay if safety is separated from our routine, we still are 
willing to compromise. 
 
Consider safety to be one of your core values — like freedom or voting but much 
more personal. Safety, like voting, is a constitutional right so next time you 
decide to sell this right – Stop, Think and make the right decision. Selling safety is 

simply wrong. 

ñDonôt be indifferent, your 

safety is importantò 

ñItôs not about the 

statistics, but rather what 

we do with the 

informationò 

Calculating Incidence Rates  
By Gavin Bruwer  

Although we live in a society where safety is still largely measured through lagging 
indicators such as lost time injury frequency rates, I am often asked how these are 
calculated and what they are based on. Here follows a short explanation of 
incidence rates and the calculation thereof.  
 

An incidence rate of injuries and illnesses is computed by using the following 

formula: 

(Number of injuries and illnesses X 200,000) / Employee hours worked = Incidence rate) 

 
(The 200,000 hours in the formula represents the equivalent of 100 employees 
working 40 hours per week, 50 weeks per year, and provides the standard base for 
the incidence rates.) You can use the same formula to compute incidence rates 
for: 
 

¶ LTIFR – Lost Time Injuries. (Injuries resulting in any lost time at work) 

¶ DIFR – Disabling Injuries.(Injuries that result in disablement) 

¶ RIFR – Reportable Injuries. (As per legislative reporting requirements) 

¶ MIFR – Minor Injuries. (Injuries where no lost time was experienced) 

¶ TIFR – Total Injuries. (All injuries experienced) 
 
These measurements are ideal for monitoring and identifying trends as well as 
comparing performance against industry norms. As with all statistical calculations 
for it to add value we need to clearly define what we are measuring and ensure 
we continuously classify according to these parameters. Too often we find 
organizations including contractor or indirect labour hours but not the associated 
injuries/illnesses. For the calculation to be true we need to include both 

variables. 
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Incidence rates provide graphical evidence 

of trends and are consequently more likely to 

stimulate action 

ñAlways remember incidence 

rates are drawn in blood. Know 

what they mean and react 

timeouslyò 

Other rates you can compute 
 
The Severity Rate looks at incidents in terms of the actual number of days 
that were lost on average. To calculate the Severity Rate, you simply 
divide the number of lost workdays by the number of recordable incidents. 
If for example you lost a total of 24 workdays, as a result of four incidents, 
you’d be able to tell that the average incident cost you 6 workdays. 
Severity is based on time spent away from work, expressed as an average 
across the number of lost time injuries. 
 
Incidence rates are what are known as ―lagging indicators,‖ because they 
describe past history. They tend to be most useful when you compare 
them over several periods, so you can identify trends. Most medium-sized 
or larger companies would benefit from computing these rates each 
month, and tracking the trends from month to month. If you start to 
notice that your rates are climbing, you need to investigate to determine 
what’s happening. If they’re declining, it’s either a sign that your workers 
are following safe practices and that your safety plan is working, or people 
have stopped reporting. The TIFR will give you a good indication where 
your problems are and is consequently, in my opinion, the most important 
lagging indicator to monitor. By monitoring, investigating and reporting on 
the TIFR you will be able to adjust the focus of your leading indicators, 
thereby reducing your LTIFR incidence. 
 
The following aspects are critical to ensuring statistics add value to our 
health and safety program: 

¶ Understanding the calculation and its various components. 

¶ Clearly identifying and understanding the various injury/illness 
classifications. 

¶ Correctly classifying according to these definitions. 

¶ Always remember incidence rates measure failure and should never 
be used as the only health and safety measurement tool. Trends 
identified by these rates will however afford valuable historical 
data allowing us to focus on underperforming areas of our safety 
program. 

¶ Program measurement should be by means of leading indicators 
and not limited to recorded incidents. 

 

The Health and Safety File as envisaged in 
the  Construction Regulations  
By Gavin Bruwer 

The health and safety file provides documented proof of the 
implementation of the safety management plan for a specific construction 
project.  
 
Although the intention of this article is to provide some guidance on the 
health and safety file I felt it pertinent to briefly discuss the safety 
management plan as this is the infrastructure on which health and safety 
is built. 
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The safety management plan is an existing document, identifying the 
contractor’s strategy with regard to the implementation of health and safety 
within the organization. (This document is not dependent on construction but 
directly related to the fact that each employer must identify a process of 
ensuring implementation and compliance with legislation). This plan generically 
identifies what, where, when, how and by who. The only change to this 
document should be based on any specific project requirements raised in the 
client’s health and safety specification. This document should be reviewed and 
approved during the tender process. 
 
Having briefly reviewed the Safety Management Plan, let’s now take a closer look 
at the health and safety file itself. 
 
The health and safety file often creates a problem for contractors and clients 
alike as there is a definite lack of knowledge and understanding with regard to 
these legislative requirements. In plain English, the health and safety file is an 
operational record of all health and safety activities relating to a specific 
contract. 
 
A safety file should be divided into relevant sections, systematically providing a 
logical flow of information from start to completion. The following provides an 
outline of what should as a minimum be presented in the health and safety file: 
 
 
Part 1 – The introduction 
Remember the regulation states that this file must be made available to 
employees, clients and even inspectors when required. So it makes sense to start 
the file with an introduction, including the following as a minimum: 
 

¶ The name of your company. (Include address and contact details) 

¶ Your core business. (Are you a civil, electrical or mechanical contractor) 

¶ Your contract number. 

¶ Your scope of work. 

¶ Contractual start and completion dates. 

¶ The top 5 hazards associated with your scope of work. 

¶ A list of project approved sub-contractors. 

¶ How many people will be employed? 

¶ The name and contact details of the person overall responsible for your health 
and safety on the project. 

¶ It is also useful to include a project specific commitment statement, which is 

signed by the CEO as well as all site management. This statement should detail 

overall commitment to the project health and safety specification as well as 

legislation. It’s always good to start with commitment from the top. 

 

ñIs your safety file a 

nightmare ï or a logical 

part of your construction 

system?ò 

 

This file represents your operational 

commitment to the safety plan 

approved for the project. 
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Part 2 – References 
The safety file is no different to any other document and consequently it is 
imperative that we provide a list of sources, which have been referenced in 
the file. The following is a typical set of references which would be included 
in this part of the file: 
 

¶ The Occupational Health and Safety Act, Act 85 of 1993. 

¶ OHSAS18001:2007 (Or other relevant management standard) 

¶ All relevant and applicable South African National Standards (SANS)  

¶ The client’s health and safety specification. 

¶ Your own internal standards and procedures. 

¶ The EIA (environmental impact assessment) of the project or at least the 
RoD. (Rule of decision) 

¶ COID Act. 

¶ All other applicable South African Legislation. 

¶ Any applicable international standards. 
 
Part 3 – Definitions and Acronyms 
Health and safety as a profession has its own set of technical terms and 
abbreviations, which we sometimes as safety professionals assume everyone 
knows. Put an end to this assumption by clearly identifying and explaining 
these terms up front. Some generic terms which should be included in this 
part would be: 
 

¶ OHSAct (OHS, H&S) 

¶ ISO 

¶ OHSAS 

¶ RA 

¶ HIRA 

¶ SOP/SWP 
 
All terms, abbreviations and technical jargon should be explained up front to 
avoid any confusion or ambiguous interpretation of your intentions. 
 
Part 4 – Objectives 
Although the health and safety objectives for the project are included in your 
safety management plan it is strongly recommended that it be included in 
your safety file as well. Include the objectives in a table format clearly 
defining the objectives and measurement criteria, also providing clear review 
dates. Project objectives should be married with own corporate objectives to 
ensure a sound business approach to health and safety. For this part of the 
file to be successful you need to include documented reviews of the 
measurement criteria. The following basic objectives are pretty standard to 
most client specifications: 
 

¶ Ensuring legal compliance. 

¶ Restricting incidents. (Some clients even set a maximum incidence rate 
which could be linked to incentives or penalties) 

¶ Competency – can be broad and requires some thought when developing. 
 
Note: Regular measurements are to be recorded against the provided 

measurement criteria. 

 

ñIt may be wise to 

include your safety file 

index in your Safety 

Management Plan, 

having it approved by the 

clientò 

ñDonôt fall into the LTIFR 

trap, set objectives which 

allow you to measure 

your program and not 

only your injuriesò 
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Part 5 – Health and safety organization 
This part of the file is dedicated to both legislated and organizational roles 
and responsibilities associated with all health and safety endeavours. To this 
end I always find it appropriate to include the following information in this 
part of the file: 
 

¶ A signed copy of the project health and safety policy. This is good 
corporate governance and provides organizational commitment to the 
process. 

¶ A detailed project Organogram, with positions having specific safety 
obligations highlighted. (Safety officer, Section 16.2, safety reps, first 
aiders etc.) 

¶ Notification of construction work. 

¶ A complete set of signed appointments. A properly compiled legal 
appointment will provide clear roles and responsibilities, which have 
been accepted by the incumbent. 

¶ Any other internal agreements or appointments which serve to ensure 
the integrity of the health and safety organization. This may include 
contractual Annexures such as procurement and design requirements.  

¶ Highlight all links with regard to the management of sub-contractors. 
This would include all mandatory agreements. 

¶ Depending on the size and nature of the project it might even be feasible 
to include a separate Organogram depicting your health and safety 
committee. 

 
Part 6 – Safety planning 
This part of the file coordinates both client and internal corporate 
governance with regard to health and safety implementation and should 
include the following: 
 

¶ The Health and Safety Management Plan. 

¶ The Risk Management Plan. (Generic risk assessments may be included) 

¶ The Fall Protection Plan. 

¶ The Emergency Plan. (This could be client driven) 

¶ COID details – including blank claim forms. (Without this information 
injury management is often hampered) 

¶ Liability insurance. 

¶ Any incentive programs you may have. 

¶ Project baseline schedule along with updates.  

¶ Management review plan. 
 
Part 7 – Occupational Health 
In this part of the file the following should be maintained: 
 

¶ As a minimum a table containing: the name of every employee, date of 
pre-employment medical, date of next annual medical required as well 
as any limitation which may exist. 

¶ Proof that employees with limitations are managed. 

¶ Copies of medical fitness certificates. (Don’t duplicate if already part of 
individuals personnel file) 

¶ Man-job specifications. 

 

ñRemember to include 

safety costing ï an 

operational requirement 

mostly overlookedò 
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Part 8 – Operational Controls 
This part of the file identifies and monitors operational controls with a view 
to realizing the objectives and includes the following: 
 
Procedures/operating standards relating to specific operational aspects such 
as:- 

¶ Excavations. 

¶ Demolition and blasting. 

¶ Use of plant and machinery. 

¶ Lifting and rigging practices. 

¶ Scaffold erection and use. 

¶ Working at height. 

¶ Handling and storing hazardous chemicals.(Include MSDS’s) 

¶ Manual handling of material. 

¶ Stacking and storage practices. 

¶ Cutting and grinding. 

¶ Painting and sand blasting. 

¶ Confined space work. 

¶ Isolation and lockout. (Often driven by client standards) 

¶ Incident investigation. 

¶ Permits. 
 
Verification of operational controls through checklists and registers:- 

¶ Daily vehicle checks. 

¶ Scaffold inspections. 

¶ Design drawings for staging and formwork, along with pre-use inspection 
checks. 

¶ File all permits issued. Maintain a permit register. 

¶ Equipment inspections – hand tools, portable electric equipment etc. 

¶ Completion of all registers and checklists as per legislative requirements 
applicable to the scope of work. 

 
Part 9 – Risk Assessment 
Being the cornerstone of our legislation it is only right that it gets its very 
own part in the file. This part of the file is critical as this is where 
operational and environmental change will be monitored and assessed, with a 
view to continuous risk reduction. If correctly managed it is an invaluable 
source of information to yourself and inevitably the client. The following 
should form the basis of this part of the file: 
 

¶ The project risk matrix. 

¶ The risk assessment format. 

¶ An inventory of all critical tasks. (Should be regularly updated to reflect 
current exposure based on the phase of the project) 

¶ A baseline risk assessment for the scope of work. 

¶ Task specific risk assessments. (Although very difficult to coordinate its 
imperative that these are channelled back to facilitate the updating of 
generic risk assessments). These assessments are invaluable to the client 
for future maintenance tasks. 

 
Proof of training in the relevant risk assessments can also be filed here or 
preferably under Part 10 of the file. 

 

 

 

ñRisk assessments are 

the key to success if we 

passionately manage the 

information generated by 

the processò 

http://www.ingaconsultants.com/operating standards.html
http://www.ingaconsultants.com/operational procedures.html
http://www.ingaconsultants.com/more forms.html
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Part 10 – Communication and training 
For communication include the following in this section: 

¶ Minutes of health and safety committee meetings. 

¶ Health and safety coordination meetings with client or contractors. 

¶ Site directives and toolbox talks. 

¶ Awareness campaigns. 

¶ Incident recalls. 
 
The following training records should be kept: 

¶ Induction records. (Include induction material in this part of the file) 

¶ Specific certificates of competency for riggers, crane operators, safety 
reps, first aiders, risk assessors etc. A review of the regulations against 
your scope of work will highlight these competency requirements. 

¶ Proof that personnel have received training in the relevant risk 
assessments. 

¶ Proof of training in site specific operational procedures. 

¶ A good idea is to provide a training matrix in the front listing all 
employees and required training. This allows an outsider to immediately 
see who has received what training. 

 
Part 11 – Incident Management 
The following information is relevant to this part of the file: 

¶ Letter of good standing. (COID) 

¶ Sufficient copies of the insurer’s incident report form. 

¶ Internal incident reporting format. 

¶ First aid registers are also kept in this file, but it’s preferable that they 
be kept with the first aid box and reviewed during inspections. 

¶ Maintain a register of all incidents with the following information: 

¶ Date and time of incident. 

¶ Name of injured. 

¶ Occupation. 

¶ Nature of incident. 

¶ Location of incident. 

¶ Classification of incident. 

¶ Days lost and date of resumption. 

¶ All closed out incident investigations are to be filed here. 

¶ All incident recalls. 
 
Part 12 – Emergency Planning 
This part of the file serves as proof that the plan is functional and should 
contain the following: 
 

¶ Emergency contact details. 

¶ A schedule of planned emergency drills. 

¶ A basic flow diagram depicting the logical sequence of the emergency 
response plan, per identified emergency. (Injury, fire explosion, etc.) 

¶ A plot plan indicating evacuation points and routes. 

¶ All emergency drills. (Monitoring results and action plans) 

 
Manage incidents as aggressively and 

purposefully as you manage safety. 

ñEven the best system is 

doomed to fail without proper 

communication and 

trainingétrainingé.trainingò 
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Part 13 – Audit and Review 
This part of the file proves ongoing monitoring of the program and includes: 
 

¶ Audit protocol and monthly audit schedule. 

¶ Copies of corporate and external audits. 

¶ All internal audits by yourself or the client. 

¶ Detailed up to date action register. 

¶ Copies of all formal site inspections. 

 
Part 14 – Recording and Reporting 
The following should be noted in this section: 
 

¶ Statistical reports. 

¶ Trends. 

¶ Risk profiles. 
 
The health and safety file is an integral part of the construction process and 
shouldn’t be taken lightly. It not only provides an operational record of all 
your health and safety endeavors during the course of the project, but 
provides invaluable information which will allow you to improve your health 
and safety management system for the next project. 
 
The transfer of knowledge to the client will allow them to utilize this 
information in the development of own operational procedures and risk 
assessments, thus reducing the level of unforeseen exposure.  
 
These files should also be considered as part of any closeout report, for the 
following reasons: 
 

¶ It allows learning’s to be transferred from the project to the organization 
as a whole. 

¶ It affords clients the opportunity to assess overall contractor health and 
safety performance, with a view to future work. 

¶ It affords clients the opportunity to develop safer operational procedures 
based on hazards already identified and addressed during the 
construction/commissioning of the project. 

 
We trust that these guidelines will provide some clarity as to the basic 
content requirements of the construction health and safety file. 
 

Workplace Inspections  
By Gavin Bruwer 

Workplace inspections play a pivotal role in any organizations hazard 
identification process. It is this process of observation and interaction that 
provides an opportunity to not only identify real risk, but evaluate assumed 
risk emanating from existing procedures and work methods. It is my opinion 
that workplace inspection be inculcated into the role of every single 
employee so as to maximize the risk reduction opportunities they present. 
 

Continued on next page 

 

 

 

 

Donôt keep trends and statistics in the 

boardroom, publish this information. 

Individuals can only take responsibility 

for their safety if they know where 

they are and where they are going 
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What is the purpose of inspections? 
As an essential part of a health and safety program, 
regular examinations of the workplace are required to: 
 

¶ Listen to the concerns of workers and supervisors. 

¶ Gain further understanding of jobs and tasks. 

¶ Identify existing and potential hazards. 

¶ Determine underlying causes of hazards. 

¶ Monitor hazard controls (personal protective 
equipment, engineering controls, policies, 
procedures) 

¶ Recommend corrective action. 

Aspects to examine during an inspection 
Every inspection must examine who, what, where, 
when and how.  Pay particular attention to items most 
likely to develop unsafe or unhealthy conditions 
because of stress, wear, impact, vibration, heat, 
corrosion, chemical reaction or misuse.  Inspect the 
entire workplace area each time. Include areas where 
no work is done regularly, such as parking lots, rest 
areas, office storage areas and locker rooms. 

Workplace Elements 
Look at all workplace elements - the environment, the 
equipment and the process.  The environment includes 
such hazards as noise, vibration, lighting, temperature 
and ventilation.  Equipment includes materials, tools 
and apparatus for producing a product or a service.  
The process involves how the worker interacts with the 
other elements in a series of tasks or operations. 

What types of hazards do we look for in a 
workplace? 
Types of workplace hazards include: 
 

¶ Safety hazards: e.g. inadequate machine guards, 
unsafe workplace conditions, unsafe work practices. 

¶ Biological hazards caused by organisms such as 
viruses, bacteria, fungi and parasites. 

¶ Chemical hazards caused by a solid, liquid, vapour, 
gas, dust, fume or mist. 

¶ Ergonomic hazards caused by anatomical, 
physiological and psychological demands on the 
worker, such as repetitive and forceful movements, 
vibration, temperature extremes and awkward 
postures arising from improper work methods and 
improperly designed workstations, tools and 
equipment. 

Inspecting the workplace for unsafe acts and 
conditions is everyone’s responsibility – keep your eyes 
and ears open.  

  

Fleet Street Publications: Health and Safety tips, 
tools and checklists 
 

 
The Health & Safety Advisor  is a loose leaf binder 
that’s regularly updated. It includes step-by-step 
instructions, checklists, sample forms, handy tips 
and suggestions so you can rest assured your 
company is 100% health and safety compliant. 
It gives you straight forward actionable advice to 
solve your health and safety worries. 
 
Use it for 14-days at no cost 
Order the Health & Safety Advisor  and we’ll send it 
to you to review for 14 days. You pay nothing 
upfront. Take 14 days to read through the 
handbook. If, after 14 days you decide it’s not for 
you, you can send it back to us. Or pay the enclosed 
invoice of R475 (excl vat). 
 
For only R475 (excl Vat), you’ll receive: 
 

¶ Health & Safety Advisor handbook,  
 

¶ Health & Safety Toolkit CD with 73 Sample 
letters, forms, procedures, checklists, meeting 
agendas and copies of the OHS and COID Act. 

 

¶ Health & Safety Bulletin weekly email 
newsletter. 

 

¶ H&S Helpdesk, as long as you’re a subscriber 
we’ll answer your questions by email within 72 
hours. 

 

To order your copy or for more information, 
contact Rachel on 011 699 6545, or 
rachel@fsp.co.za 
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Safety Topic ð Scaffolding  
The following aspects should be considered with respect to scaffolding: 

¶ Has the scaffold design been approved? (If required) 
¶ Is there sufficient scaffold material available to construct the scaffold? 
¶ The condition of scaffold material. 
¶ What is the scaffold going to be used for? 
¶ Where is it going to be erected? 
¶ Do you have qualified scaffold erectors? 
¶ Do you have an appointed scaffold inspector? 
 
All scaffolding should conform to SANS 10085, and as a minimum to the following: 
 

¶ Should be constructed on firm level ground – use of base plates where required to spread load. 

¶ Scaffold should be plumb and checked regularly during construction. 

¶ Face and side bracing should be used to strengthen the scaffold. 

¶ All scaffolds should be fitted with hand and knee rails to prevent falling. 

¶ Suitable access ladders must be provided for access to working platforms. (These ladders should be on the 
inside of the scaffold) 

¶ Working platforms must be fully boarded. 

¶ All working platforms must be fitted with toe boards to prevent equipment or material rolling off the 
platform. 

¶ Mobile scaffolds should not exceed more than one lift unless they are tied off to a structure during use. 

¶ All scaffolds should be on register and inspected daily before use. 

¶ Scaffolds should be tagged safe for use. 
 
The following issues may contribute towards a major accident or hazard: 
 
¶ Persons may fall off scaffold without handrails or suitable edge protection. 
¶ Equipment may fall off the platform onto people below. 
¶ Scaffolds not properly designed or constructed for the task may collapse or fall over. 
¶ Persons may slip and fall whilst climbing onto or off a scaffold. 
 

Is your scaffolding safe for use? 

 


