Personal Safety Action Plan
Supervisor Guide
Creating a culture of safety is a good step towards the goal of having all employees work in a safe environment where workplace incidents, accidents, and injuries are minimal or non-existent.  The personal safety action plan (PSAP) is one part of creating a culture of safety.  The goal is to ensure each employee goes home safe every day, able to enjoy the fruits of their labor and those they care about.  
Supervisors can influence employee engagement and happiness, and when employees are engaged and happy at work, the chance of an incident or accident is reduced.  Supervisors need to promote safety awareness and ensure their employees are engaged, knowledgeable, and comfortable communicating about unsafe situations.  
As a manger or supervisor, in addition to regular conversations with your entire staff about safety, you want to speak with any employee one-on-one and regularly after they have encountered a near miss, incident, or accident.  For our purposes, a near miss is an unplanned, unintentional incident that does not result in injury or illness—but had the potential to do so.  Since incidents, accidents, near misses, and employees are all different, there is no set criteria for doing a PSAP with an employee.  To determine specific employees who may benefit from a PSAP, an incident analysis should be completed.  For example, you have employee Joe who decides to throw a tool across the garage and it hits Stan.  Then, Joe is walking through the admin section and slams shut a file drawer not realizing that Cindy’s hand is in it.  Stan and Cindy have compensable injuries but Joe does not.  Then, Joe runs a piece of equipment into the wall, damaging both the wall and the equipment.  Joe is a candidate for a PSAP.  In other cases, you will have employees with multiple instances where their own actions led to their own injuries and are also good candidates for a PSAP.  The goal is to ensure all employees go home safely at the end of each workday.  So, use your good judgment, and you can contact the HR Specialist at IMWCA to discuss further.   
PSAP Process
Step 1:  Review your safety policies and procedures to ensure they are up to date.  Ask yourself, does this policy make it clear what should be done to avoid incidents, accidents, or injuries?  If not, you can still proceed with the PSAP but take steps to update your safety policies and communicate the policies and updates to all employees.
Step 2:  Complete an incident analysis.  The incident analysis is different from the PSAP.  The incident analysis can be brief or comprehensive based on severity of the situation.  Review our video about incident analysis and the incident analysis form on our website to assist you with this step.  
Step 3:  Use the information from the incident analysis to fill out the PSAP document to detail the who, what, where, when, and how of the near miss, incident, or accident.  Outline goals or steps to be taken or achieved in order to ensure safe actions going forward.  
Step 4:  Meet with the employee to review the document.  This meeting should include the employee’s immediate supervisor and that person’s immediate supervisor.  You may also include your safety officer or someone from the human resource office if available.  Review factors that led to each incident or accident and what can be done to avoid future occurrences.  Listen to their suggestions and implement any other safety measures that are discussed during the meeting.  Ensure the employee knows that this document and meeting are meant to assist them and that their safety is your priority.  The document is then updated as necessary based on the conversation and then signed by the supervisor and employee.  Note:  This document and the PSAP plan is meant to promote the safety of your employees and is not considered discipline, though it could be used to support discipline.  If your employee is failing to abide by safety policy or willfully acting in an unsafe manner, you should discuss that with your human resources department official or attorney to determine if discipline is necessary.  
Step 5:  Every few weeks, or more frequently as appropriate, review the document, add any updates or changes and review and sign it again with the employee.  Celebrate success if the employee continues to act in a safe manner.  Document and discuss instances where the employee acts in an unsafe manner.  The goal is that you no longer need the plan when the employee is engaged and continuously operating in a safe manner.
Approximate time spent for supervisor to initiate and continue to engage in the PSAP process: approximately 1 hour (more or less) per week.
Things to consider:  
· If the employee is in a bargaining unit check the collective bargaining agreement and consider whether you should reach out to the union.  
· The PSAP document is a model that you can use to draft a document that fits your employee’s specific situation.  You can modify the form or develop your own that suits your needs.  
· Discuss this document and the process with your human resources department or attorney to ensure they are aware that you are intending to meet with your employee.  
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