
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

� INTRODUCTION 

Some of us work because we enjoy working but rarely would someone work 
without being paid. Money aside, we also expect to be compensated and given 
the necessary benefits that comes with working. However, most of us are 
unaware that we are also entitled to a safe working place and safe working 
environment. We should expect to have our safety taken care of and given 
priority by our employer. Also as employees, we must take necessary steps to 
ensure the well-being of our health and safety at the workplace. 
 
Every day we may be exposed to various workplace hazards, which we may not 
be aware of. For example, do you know that driving at work is also deemed as a 
hazard? A lot of people whose job include driving at work, for example a 
salesman, are at risk of injuries. Employees who are required to drive at work 
should be reminded at all times to practice safe driving and to ensure their 
vehicles (whether private or supplied by the company) are in good conditions to 
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LEARNING OUTCOMES 

By the end of this topic, you should be able to: 

1. Define hazard; 

2. Describe the eight categories of workplace accidents; 

3. Briefly explain the Hazard Reporting System; 

4. List the responsibilities of the worker, the supervisor and the 
middle management in the hazard reporting system; 

5. Describe the importance of the safety and health audit; and  

6. Describe the importance of accident investigation. 
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minimise any possibilities of accidents due to bad conditions. Employers should 
also take the necessary steps such as enforcing safe driving practice, including 
banning the usage of mobile phones while driving. 
 
Workplace hazards could arise from the machineries, material or the 
environment. All these may potentially cause injuries. The severity of a potential 
injury could be as low as only requiring basic medical care or it could be as high 
as causing death or fatality. Examples of workplace hazards include confined 
space, electricity, gas leak and heights. See Figure 4.1 for an example of 
workplace hazard. 
 

 
Figure 4.1: Example of workplace hazard � hazardous chemicals, fumes or gas leak 

 
The management of a company or the employer, is responsible in ensuring that 
all workplace hazards are identified, assessed and control. Hazard identification 
and control should be the core activity of a safety and health programme, the 
benefit of which include the reduction of occupational injury/illness.   

 HAZARD DEFINED 

 
Hazards exist where safety is not taken into consideration, or when safety is 
taken into consideration but not practiced. A careless act of a worker flicking his 
cigarette butt onto the floor instead of throwing into ash tray may result in a fire. 
Workplace hazards can come from various sources, such as machineries, tools 

A hazard is the source that could possibly cause injuries or adverse health 
effects to a person, or loss of or damage to the property to an organisation.  

4.1 
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and equipments and the work environment. See Table 4.1 below for examples of 
workplace hazards. 
 

Table 4.1: Examples of workplace hazards 

Hazard Example Effect 

Object Knife Cut 

Substance Benzene Leukaemia 

Material  Asbestos Mesothelioma 

Source of Energy Electricity  Electrocution 

Condition Wet floor Slips, falls 

Process Welding Metal fume fever 

Practice Hard rock mining Silicosis 

 CATEGORIES OF WORKPLACE ACCIDENTS 

When an organisation fails to identify potential workplace hazards and take the 
necessary precautions to prevent accidents from happening, or when employees 
become careless and do not adhere to safety rules and regulations, accidents will 
happen. Workplace accidents may be categorised into a few categories. 
 
See Table 4.2 for the eight categories of workplace accidents. 
 

Table 4.2: Eight categories of workplace accidents 

Categories of Workplace Accidents 

Category Description 

Struck-against  
 

� Occurs when one forcefully but accidentally strikes an object  
� Happens due to lack of awareness on the workplace environment  
� Potential hazardous objects surroundings us that may cause injury 

include machineries, protruding object, sharp object, timber, etc 

Struck-by 
 

� Occurs when one is forcefully struck by an object, i.e. when the 
object moves and strikes the person abruptly with force  

� Normally caused by moving hazards or hazards which can be 
easily moved 

� For example: A hammer which fell and dropped onto a workerÊs 
head/toes 

Contact-with � Injuries caused without any forceful contact with and contact by a 

4.2 
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and Contact-by 
 

material/equipment  

� Contact-with: occurs when a person suffers injuries after coming 
into contact with substances while at work, such as a gas leak 

� Contact by: occurs when one was unaware that he/she has 
moved beyond the designated safe zone and was exposed to 
hazardous material or equipment 

Caught-in and 
Caught-on 
 

� Caught-in and caught-on type of accident commonly happen the 
person dealing or handling machineries or equipment 

� Caught-in accident: occurs when a person or some part of his/her 
body is caught either in an enclosure or in any kind of opening 

� Caught-on: occurs when a person is wearing unsuitable clothing, 
resulting in the material being easily caught on to protruding 
objects, for example  

Caught-between 
 

� Occurs when parts of a personÊs body is caught between 
something moving and something stationary, or between two 
moving objects 

Fall-same-level 
and Fall-to-
below 
 

� Fall-same-level: due to slipping hazards or tripping hazards. 
Slipping hazards include a wet or slippery floor. Tripping occurs 
when one trips over an object placed on the floor 

� Fall-to-below results in a higher level severity in injuries as 
compared to fall-same-level. Fall-to-below accident occurs when 
one is working above ground or above floor level  

Overexertion 
 

� Occurs when one has to lift, pull or push as part of his job. 
Working in awkward positions or extending more force than 
necessary may result in sprain or strain 

� Repetition of the same movements will also result in excessive 
flexing of the tendons at the wrist, back or other parts of the body 

Exposure 
 

� Occurs due to environmental hazards such as noise, poor air 
quality and circulation, extreme temperatures, toxic gases and 
chemicals 

 

 

(a) Explain four types of accidents that normally occur at the 
workplace. 

(b) Which type of accident is caused by harmful chemicals and 
gases?

SELF-CHECK 4.1 
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 HAZARD REPORTING SYSTEM 

The hazard reporting system (see Figure 4.2) is a worker-oriented process 
involving three steps � Identify, Explain and Suggest.  Workers are encouraged 
to identify and report workplace hazards and suggest ways in which the hazards 
could be minimised, controlled or eliminated. Being the ones who actually 
perform risky or potentially risky work, workers are in the best position to 
identify hazards.  
 

 

Figure 4.2: The Hazard Reporting System 

 
While the responsibilities of the worker, supervisor and middle management 
may differ from organisation to organisation, they are also somewhat similar, 
with each playing an important role in the system. See Figure 4.3 for an example 
of the responsibilities of each level in the hazard reporting system. 
 
  

4.3 
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Figure 4.3: The responsibilities of the worker, supervisor and middle management in the 

hazard reporting system 

 
See Figure 4.4 below for sample of a Hazard Identification Form. 
 

 
Figure 4.4:  Hazard Identification Form 
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Hazards identification is an important part of hazard reporting. However, the 
hazard reporting system is not limited to hazard identification. It includes hazard 
assessments of the workplace inspections, process for reporting hazards and 
incident investigation.   
 
Hazard identification requires employee involvement and participation. The 
cooperation of employees are needed to ensure that the process achieve its 
objective � that is workplace safety for all.  
 

 

 SAFETY AND HEALTH AUDIT 

The safety and health audit is important in ensuring the safety of a plant, 
environment, workplace or equipments and that the people are working safely. 
Audits are normally performed for the following reasons: 

� To identify hazards; 

� To ensure compliance with company rules and regulation; 

� To ensure compliance with the relevant authorityÊs requirements (OSHA, 
FMA, etc); 

� To determine the safety and health condition of a workplace;  

� To determine the safety and health condition of equipments and machineries; 

� To determine the safety and health condition of operation processes; 

� To evaluate the performance of safety and health management; 

� To evaluate supervisorsÊ awareness towards safety and health; 

� To evaluate employeesÊ performance in regards to safety and health; 

� To evaluate the progress and effectiveness of safety and health issues and 
problems; and 

� To determine the effectiveness of hazards control at a new workplace, new 
equipment or new processes. 

  

4.4 

(a) Explain the importance of the Hazard Identification Form. 

(b) Explain the importance of the Hazard Reporting System in 
ensuring safety in the workplace. 

SELF-CHECK 4.2 
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The occupational safety and health audit is not a fault finding mission. The audit 
is a systematic examination to determine if occupational activities and related 
results conform to planned arrangements and if these arrangements are 
implemented effectively. It is also a way to ensure that the organisation's policy 
and objectives are achieved. The audit process also focuses on long-term plans 
involving the evaluation of company-wide safety and health controls and 
management system. The audit is usually conducted by trained and qualified 
personnel.  
 
The process of auditing has to be systematically planned, beginning with the 
initiation of the audit and ending with the submission of the audit report. See 
Figure 4.5 below for areas to consider prior to an audit. 
 

 
Figure 4.5: Key areas to consider and determine prior to the safety and health audit 
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The audit team has to decide the audit topics prior to the actual audit, taking into 
consideration the following: 

� The workplace to be inspected; 

� Workplace procedure and process; 

� Previous accident history at the workplace; 

� Company policy; and  

� Workplace operations. 
 
Typical audit topics include: 

� Fire protection; 

� Confined spaces; 

� Hazardous chemicals; 

� Heavy equipments; 

� Ventilation; 

� Doors; and 

� Electrical equipments, etc. 
 
The safety and health inspection is part of the audit process, as shown in Figure 
4.6. While the audit focuses on the organisation itself, the inspection focuses on 
matters such as machineries, equipment and tools. The inspection team would 
strive to identify potentially risky equipments or conditions and, recommend 
corrective and preventive actions to eliminate or control the risk. As with the 
audit, the inspection is also not a fault finding activity.  
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Figure 4.6: The relationship between safety and health audit and safety and health 

inspection 

Inspections may be formal or informal. Informal inspections are normally carried 
out by employees and worksite supervisors on a regular basis (daily, monthly, 
weekly, annually). In informal inspections, only those that result in problems 
being identified are reported. However, all inspections are recommended to be 
recorded for recording and future reference purposes. 
 
Formal inspections are carried as a way for the managements of organisations to 
ensure workplace safety and should be carried out annually. 
 

 

(a) Explain the purpose of�safety and health audit and inspection. 

(b) List three types of audit. 

(c) List the criteria for determining the frequency of audit. 

(d) Explain the relationship of audit and inspection. 

SELF-CHECK 4.3 
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 ACCIDENT INVESTIGATION 

An accident is an unexpected or unplanned event in a sequence of events that 
occur through a combination of causes, resulting due to: 

� Physical injury, illness or disease to an individual; 

� Damage to property; or 

� A combination of the above. 
 
Accidents may occur due to the managementÊs or employeesÊ failure to recognise 
hazards at the workplace, or it may be due to carelessness or failure to comply 
with safety and health regulations. Failure on the managementÊs or employeesÊ 
part to recognise hazards include not being aware that certain types of chemicals 
are hazardous in a different form. For example, a chemical may be harmless 
when in solid form but becomes hazardous in the form of gas. Meanwhile, an 
example of failure to adhere to safety and health regulations is failing to wear 
personal protective equipments in designated areas. 
 
Accident investigations must be conducted for any accidents or near-miss 
incidents. A near-miss incident is an incident which did not result in injuries or 
property damage but has the potential of turning into an accident. While injuries 
or damage to property is not reported in near-misses, it should not be taken 
lightly, as any injuries or damage to property were avoided simply by chance. 
For example, a worker have just walked away a few seconds prior to an object 
falling, which could have hit him had he not walked away. 
 
Every organisation should have a comprehensive incident or accident 
investigation procedure, which is clearly communicated to everyone in the 
organisation. The procedure should outline the necessary steps to be taken to 
identify the root cause of the accident or incident. At the end of the investigation, 
the investigation team must provide a written report detailing the cause of the 
accident/incident and recommendations of actions to be taken to avoid any 
occurrences in the future. See Figure 4.7 for sample of an accident investigation 
form. 
 

4.5 
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Figure 4.7: Sample of an accident investigation form  
 

 

Accident investigation report form 
 
Accident number ________________________ 
Company _______________________________ Address ____________________ 
_____________________________________________________________________ 
 
Who was injured, ill or died? 
Name of injured _________________social security number _________________ 
Sex ________ Age ________ Date of birth ________ Date of accident __________ 
Home address ____________________________ Telephone __________________ 
Employee's usual occupation ___________________________________________ 
Occupation at time of accident __________________________________________ 
Length of employment ________ Time in occup. at time of accident __________ 
Employment category _______________________ (i.e., full time) 
Type of injury ____________________ Part of body ________________________ 
Severity of the injury __________________________________________________ 
Name of others injured in same accident 

________________________ 
________________________ 
________________________ 

 
When did the accident occur? 
Date of accident ______________________ Time of accident _________________ 
Shift ___________________________ 
 
Where did the accident occur? 
Location of accident ___________________________________________________ 
On employer's premise ________________________________________________ 
Activity at time of accident _____________________________________________ 
Supervisor in charge __________________________________________________ 
 
What happened or caused the accident? 
Describe how the accident occurred 
_____________________________________________________________________ 
_____________________________________________________________________ 
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An accident investigation is important as it helps organisations to continually 
improve workplace safety. The purposes of accident investigations are as follows: 

� Prevent the reoccurrence of a same or similar accident; 

� Continuous monitoring and measuring of the organisationÊs safety and 
health performance; 

� Find ways or measures to prevent recurrences; 

� Find methods to determine the root cause of the accident; and 

� Provide a structured method of investigating accident. 
 
The accident investigation is also important tool in accident prevention 
programme where it provides the following benefits: 

� Understanding of the problem statement; 

� As a mechanism to organise and gather for present and future reference; 

� As a way to gauge the effectiveness of corrective and preventive measures; 

� A detailed document for employee compensation; and 

� Identify new potential hazards. 
 
Identifying the root cause of an accident may be complicated due to the various 
contributory causes, such as direct cause, indirect cause and basic cause. A 
comprehensive accident investigation procedure depends on the nature and 
result of the accident. Generally, someone should be responsible to lead the 
investigation process with the guidance of accident investigation procedure as 
guidance. 
 
The accident investigation procedure shall focus on fact finding. This can be done 
by gathering information from: 

� Witnesses; 

� Photographs; 

� Reports; 

� Procedures; 

� Diagrams; 

� Checklist; 

� Graphs; and  

� Records. 
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An important activity of accident investigation is interview. A lot of information 
may be gathered through interviewing those involved in the accident or 
witnesses to the accident. Once all the required information have been obtained 
during the investigation process, a detailed report consisting of the following 
should be prepared. 

� Background information; 

� Account of the accident (what happened?); 

� Discussion (analysis of the accident � 5W1H); and 

� Recommendations to prevent recurrence. 
 

 
 

 

� A hazard is the source that could cause injuries or adverse health effects to a 
person, or loss of or damage to the property of an organisation. 

� Workplace accidents can be categorised as struck-against, struck-by, contact-
with and contact-by, caught-in and caught-on, caught-between, fall-same-
level and fall-to-below, overexertion and exposure. 

� The hazard reporting system is a system that encourages employees to be 
pro-active in ensuring workplace safety by playing an important role in 
identifying hazards and potential hazards, reporting these hazards and 
providing recommendations to control or eliminate the hazards. 

� The safety and health audit is an activity aimed at ensuring compliance to 
safety rules, standards and regulations, preventing accidents, identifying new 
hazards and the methods to control/eliminate these hazards, and as a way to 
continually improve an organisationÊs safety aspect. 

(a) What is an accident?

(b) What is the result or outcome of an accident? 

(c) List five purposes of conducting accident investigation. 

(d) List the three contributory causes of accidents. 

SELF-CHECK 4.4 
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� An accident investigation not only helps to determine the root cause of an 
accident � it is also a way to identify measures to be taken and thus prevent 
future recurrences. 

 

 
Accident Investigation  

Hazard   

Hazard identification  

Hazard reporting system   

Root cause 

Safety and health audit 

Safety and health inspection 
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