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1.   ORGANISATION

1.1. Safety Officer

Bilal Bilici (Maintenance&Utilities&Workshop Chief) has been appointed as Safety Officer. 

 Safety Officer functionally reports to Factory Manager and administratively controlled by General Manager.

Safety Officer advises departmental Foremen for compliance of Factory Rules and Company’s Safety Rules with follow-ups.

Department Foremen are accountable for safe opera​tions, performance of their personnel and to correct unsafe conditions as and when noticed.

Employees are required to report unsafe condition and acts promptly to Department Supervisors. They should also report all near misses to safety officer through their department heads.

In order to make safety effective, a safety policy issued by the Company clearly assigns responsibilities of Manage​ment members.

Management members are issued Safety Hand Book and Safety Rules in a booklet (is being preparing) to advise all personnel working under them to achieve desired safety level. Safety Hand Book and Safety Booklet Contents are discussed and explained in the safety meet​ings.

In company, safety-training program is held by management members and selected workmen to conduct safety train​ing for safety of personnel and operation, participated by all workmen by rotation. These training are attended by Department Heads to clarify and emphasize on safety and health aspects in respect of personnel and properties. 

1.2. Safety Top Management Committee

Date of establishment: 01.02.2000

President of committee: General Manager

Group Vision: To contribute the employees to prevent vicinity of his working area and factory 

Group Mission: 

· To reduce and/or to cancel the risks in working conditions

· To construct safe and healthy work condition mentality

· To deploy safety philosophy in plant wide and to study ensuring participation and necessary training.

Group members:

General Manager   (President)

Personnel Manager (Secretary)

Factory Manager

Safety Officer

The committee meeting is held annually. On this meeting, annual activities regarding occupational health and safety issues are evaluated and new farcicalities are discussed.

The Committee identifies its activity areas with conforming to their mission, and orders job to “Safety Working Committee” to realize its subjects. Safety Officer (LPO) satisfies necessary communication for this issue. 

This committee has authority about investments within the health and safety area.
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1.3. Safety Working Committee

Date of establishment: 01.02.2000

President of committee: Safety Officer 

Group objectives: 

· To improve proposals regarding occupational health and safety.

· To make annual and emergency plans and follow up the applications.

· To prepare every kind of statistical reports and to distinguish them.

· To take measurement to avoid works accident recurrence.

· To satisfy all employees are aware of safety rules.

· To take actions to reduce irregular attendance times at work in event of accident, illness etc.

· To satisfy participation prevalence with the help of subcommittees

· To follow and inspect them with both annual training plan and practical

· To make studies at new investments regarding general heath and safety issues.

Group members:

Safety officer (president)

Planning responsible (secretary)

Quality assurance chief

Personnel responsible

Mechanic foreman (1+1)

Electrical foreman (1)

Splint Line employee (1+1)

Printing dept. employee (1+1)

Main production employee (2+2)

This committee holds the meetings monthly to maintain up and down communications on safety.

Safety officer is President of this com​mittee.

The group members, who work shiftily, will participate the meetings whenever they are suitable with their shifts. 

In the direction of main policy that superior committee defines, action plans

and then applications are implemented in order to reach above objectives. 

The committee reviews departmental safety audits for necessary action. 

The committee should have a policy making body for all safety activities.

Committee members should be able to take the ideas of all employees by 

constructing Good Corporation. These ideas are evaluated at next meeting.

The detail actions that this committee accomplished are suspended on “Occupational Health & Safety Communication Board” at the plant.

This committee discusses the general health and safety issues and investments in new machines, equipment and tools. Plus they discuss work accidents and measures.

In the next term they will be organized to take action plans in terms of urgent and yearly.
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Safety Working Committee Members 

	Safety Officer (President)
	Bilal Bilici
	

	Planning Responsible (Secretary)
	Mustafa Şahin
	

	Quality Assurance Chief
	Mustafa Kolay
	

	Personal Responsible
	Bülent Arkış
	

	Electric Foreman (1)
	İbrahim Arfundalı
	

	Mechanic Foreman (1+1)
	Ferudun Yudar
	Mehmet Öztürk

	Splint Line Worker (1+1)
	Ali Ablay (Foreman)
	Metin Serbest

	Printing Worker (1+1)
	Ali Kaya
	Erkan Berber

	Main Production Worker (2+2)
	Yusuf  Yurtsever Hülya Kayır
	İsmail Özben Bayram Ali Gül


1.4. Periodic Evaluation Committee

Date of establishment: 01.02.2000

President of committee: Factory Manager

Objectives: 

· To evaluate general health, safety and work accidents of current situation. 

· To recommend the “Safety Working Committee” to take preventive measures.

Group member: 

Factory Manager (President)

Personnel responsible (secretary)

Safety Officer

Union Representative

Plant Doctor

The committee consists of the following representatives; Factory manager (Fevzi Karadağ),Safety Officer(Bilal Bilici, LPO),Personnel Responsible(Bülent Arkış),Representative of Union(Hasan Kırılmaz), Doctor(Aziz Ataoğuz). 

The committee holds the meetings quarterly.

The committee discusses the general health, safety issues and work accidents. The committee has investment authority regarding health and safety issues.

All the taken decisions have been suspended on “Occupational Health & Safety Communication Board” at the plant. 

The president of the committee is Fevzi Karadağ (Factory Manager). The secretary of the committee Bülent Arkış (Personnel Responsible) was appointed by consensus.
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2.  INSPECTIONS

Eighth types of inspections are done:

-Closing rounds are done by electric foreman daily when shut of.

-Security personnel daily implement guard rounds. It covers the tour around the factory.

-Splint line foreman controls sprinkler systems both monthly and annually.

-Loss prevention semi-annual safety inspections (Appendix A at O H & S manual) are done twice a year. These inspections are implemented by Safety Officer (Bilal Bilici) for all departments. Department responsible will accompany him during the audits.

-Loss prevention monthly safety inspections are done together with a member of committee and the responsible of each department 

- Fire hydrants and fire alarm buttons maintenance checklist is implemented annually by an electric foreman.

 -Special safety inspections will be done when there are major changes in processes or at big investments. This type of control will be held according to 8.6 concept of ‘Loss Prevention’ manual. 

INSPECTIONS, PERIODS AND RESPONSIBLES

	No
	Inspection
	Period
	Responsible

	 1


	Closing rounds
	18.00-18.30
	Electrical foremen

	 2
	Guard rounds
	16.00-24.00

24.00-08.00
	Guards

	 3
	Sprinkler monthly basis checklist
	Monthly
	Nurettin Canlı

(Splint line foreman)

	4
	Loss prevention monthly checklist
	Monthly
	Bilal Bilici 

(LPO)

	 5
	Sprinkler semi-annual checklist
	Semi annually
	Nurettin Canlı

(Splint line foreman)

	6
	Loss prevention semi-annual checklist
	Semi annually
	Bilal Bilici

(LPO)

	 7
	Fire hydrants and fire alarm buttons maintenance checklist
	Annually
	İbrahim Arfundalı

(Electrical foreman)

	 8
	Special safety checklist
	When needed
	Bilal Bilici 

(LPO)


3.  EMPLOYEE TRAINING

3.1. Employee awareness

For the new beginner and for the old employees, safety and health concepts are being given regularly. 

The education roughly includes the following subjects;

· To learn use of fire equipments (including fire drills)

· Methods of fire fighting’s (differs according to departments)

· First aid and rescue operations

· Hazards of materials

· Safety rules

· Emergency procedure

· These trainings are given as the name of ‘Orientation’, and ‘Fire fighting methods’ separately 

Supervisory staff maintains close supervision for safe operation by their workmen and take corrective action as and when necessary.

Workers are kept aware of physical safety and health aspects and to use personal protective clothing provided. Whenever required, workmen are provided with personal protective clothing, even for a brief duration of work. Helmets, face shields, goggles, hand gloves, apron, gum boots are issued to individuals. Precautionary measures are displayed at work site doctor. 

All workers are familiar on the hazards of chemicals. Instructions on possible hazards involved in handling chemicals and methods to deal with such hazards, failing which possible emergency situations are likely to arise are explained. Hazardous materials are medically pre-examined. Any Sign or Symptoms of ill health reported is taken care by factory. 

Although there is nothing to leak or spill except small quantity of powdered chemical that can be flushed with water to effluent treatment plant, Safe Handling of hazardous materials is supervised to ensure compliance with preventive measures both for personal health and fire hazards.

Safety handbooks are issued to staff and safety book​lets will be made available to all employees. These explain on specific job safety, health and safety in general covering the entire factory including contractor employees.

In the next term, Safety posters and safety slogan competi​tion will be held. 

Prize-winning slogan with the name of workmen will be displayed in order to 

motivate participation on safety, health and fire prevention.

Company’s Safety Rules require all workmen to report unsafe conditions and all accidents with emphasis on accidents near misses.

All accidents are investigated for corrective measures. Factory Manager and Safety Officer further investigate serious cases.

Job Safety instruction is broadly covered by Company’s Safety Rule booklet. Instructions on Job Safety is being prepared explaining steps and on key points. Supervisors will be trained to conduct job safety instructions.

This program will be getting rich as ‘Loss Preventive Philosophy’ training, which is given by LPO (Bilal Bilici).

A new information board has been installed for the safety manuals and the procedures.

3.2. Public awareness and information
The factory does not have inventory of toxic, hazardous chemicals and excluded from threshold quantity. The factory also has no storage of flammable or toxic gases to release and spread to affect personnel or population. However, the following measures are taken on the subject.

-All employees and important members of the community are explained that no health hazard is involved and on the disadvantages of panic and overacting.

-Warning system for factory personnel and neighborhood is by blowing factory whistle in short blasts for one minute twice and two long for “ALL CLEAR”. 

-On hearing the warning, public will be made aware and re​frained from coming to factory site by Security Staff and Gendarme (Orhangazi).

- Gendarme station close to factory will have information from the factory advised by Factory Manager.

-Personnel Manager is designated for all communications to and for factory. Chain of command includes him and his designee (personnel, public and press).

-For the type of emergencies visualized no Radio and T.V. uses at short notices required.

4.  MEDICAL FACILITIES

Factory Medical Center is equipped to handle industrial injuries and medication facilities. Transportation is available at all hours by factory cars for hospitalization. There are always a doctor and a nurse stay at day times.

Our doctor will train two persons per each shift about medicine and first aid. This training will be refreshed annually.

There are two fully equipped hospitals in Orhangazi (4 km) and Gemlik (12 km) for any emergency situation. Furthermore, there is a very modern University Investigation Hospital named Uludağ University (60 km) in Bursa.

Factory has some easy medical facilities. They are not sufficient in case of high degree of Emergency, but well equipped for easy medical treatment. 

Our Medical Center has some facilities like stretcher, examination table, blood pressure and pulse beat measurement, thermometer, injections, some kind of drugs (headache, stomachache, etc.).


Information about other medical facilities is in chap. 3.5. Supporting Companies.

None of the chemicals used by factory is poisonous or highly toxic requiring antibiotics or occupational medicines.

4.1. Health Examination

When starting to work at the beginning, all new employees are tested medically and physically to ensure that they can perform their jobs. 

The doctor and the nurse when upsetting offer all the employees health examinations. Factory medical center does not have any antibiotics or being required or any emergency occupational medicine. Medical facili​ties are Para medical to provide relief prior to hospital treat​ments.

Arrangement for transferring persons to hospital at Orhangazi or Gemlik is basically by Company cars accompanied by company representa​tive for admission and to provide special medicines prescribed by Hospital Doctors. 

Annual check up program is being implemented for all employees (pulse, blood pressure, general check up, lung film, etc). Examination Flow chart is enclosure.

4.2. Return to work program

In the next term, injured employees will be offered a rehabilitation program.

For more than 3 months health reports, when the employee come to the plant, the Rehabilitation Committee will offer him a new program to provide a safety transition.

The rehabilitation committee consists of the following representatives; Injured Employee, Doctor, Safety Officer, Medicine Staff at the shift, and Shift Supervisor. Doctor will state the last condition after final examination.

4.3. General Wellness

In the next term each employee will be encouraged to live healthily. A health maintenance program will be prepared. This program will include education of employees, policies regarding smoking and drugs, sport and other social activities.

5. ACCIDENTS, INVESTIGATION AND REPORTING 

All fires, incidents and accidents are reported and investigated according to 8,5 subject of  ‘Loss Prevention Program’. 

At the plant, all small or big fires and other incidents are reported. Plus the reasons are investigated and reported also. These investigations are reported according to “Fire / Incident Reports and Investigation Procedure”. A copy of this report is suspended on the Communication Board in order to be aware for all employees also. For this operation, “Swedish Match Loss Report Form” is used (enclosure).

For work accident, “Work Accidents and Investigation Procedure” is used. Plus “Incident Report Form” is also fulfilled (enclosure). 

AON 

Swedish Match Loss Report Form

	Complete and fax to: Anne Andersson,Aon RM                fax no:+46 42 37 80 20

	

	Copy to: Hans Helmersson,Aon Sweden AB                      fax no:+46 8 587 840 40

	

	                 if loss is larger than estimated 500,000 SEK,please also fax to:

	                 Jan Arpi,Sweden Match AB                               fax no:+46 8 669 47 47


	Form filled out by: Name

                                Title
	Bilal Bilici

Maintenance chief
	Contact phone no:

                    fax no: 
	+22 45 73 22 00

+22 45 73 39 62

	Swedish Match Division:
	Orhangazi Plant
	
	

	Company name:
	Swedish Match 
	
	

	Country:
	Turkey
	
	


	Incident DATE:
	

	Incident TIME:
	

	Incident LOCATION:
	


	Estimated TOTAL COST of loss:
	
	Currency used:
	TL

	Was the loss reported to the insurance company? :  Yes  /  No
	
	
	


	INCIDENT DESCRIPTION,incl. what was damaged and what caused the loss:



	Did loss cause any business interuption (BI) ? : Yes  /  No

	Estimated duration of business interuption:

	Estimated cost of BI alone:


AON

Swedish Match Loss Report Form

	ANY CONTRIBUTING/UNDERLYING CAUSE (S):




	HOW WAS INCIDENT DETECTED/DISCOVERED: 

(Automatıc alarm,noticed by employee,etc.)




	WHAT-if anything-WAS DONE TO LIMIT THE LOSS:




	HOW CAN SIMILAR LOSSES BE PREVENTED IN THE FUTURE:




Appendix A - Safety Inspections

	Participants:
	_________________________________________________________________________________________________________________________________________________________________________________



	Location:
	___________________________________________________________



	Date:
	___________________________________________________________


	1. Order & Management

	1.1
Is the order satisfactory (waste, spillage, stored material, etc.) and are  housekeeping procedures satisfactory?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.2
Is the order of such a high standard that accidents can be prevented, evacuations routes are kept free, piled goods will not fall down, etc.?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.3 
Are there any trip hazards present, such as holes in the floor, slippery floor, electrical cords lying on the floor or other obstructions, workplace in areas with changes in floor elevation?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.4 
Are there unguarded or unadequately moving parts on machinery, where it could exist potential risks such as getting body parts squeezed or hair, clothes or jewelry getting caught and drawn into the machinery?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.5 
Are there any potential fall hazards present, such as steep staircases, work done while standing on ladders or similar, areas with unguarded or unadequately level differences (ramps, waste pits or other)?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.6 
Are there any potential low headroom or other head hazards, such as: passage ways below unprotected conveyors, risk of falling pebbles or other materials, crane activity?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______


	1.7 
Are there on buildings, machinery or similar sharp edges, where employees potentially could get caught or hurt?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.8 
Is it possible to remove guarding while the machinery is still running?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	1.9
Are escape routes free from materials, and emergency exits unobstructed? Are escape routes and emergency exits clearly marked?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	2. Ventilation

	2.1
Is ventilation system properly adjusted and has it sufficient capacity?

 
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	2.2
Has attention been paid to climate at workplaces where exhaust and ventilation are used, such as if the air exhaust system is efficient and if sufficient air changes are provided? 
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	2.3
Do procedures for replacing/ cleaning/maintaining filters and canals exist?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	3. Climate

	3.1 
Are employees working in either very cold or very hot environment, or working near very hot or cold surfaces with risk of getting burns or similar?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	3.2 
Are employees able to control climate themselves?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______


	3.3
Is the air temperature suited to the physical demand of the task. Is the air prevented from becoming either too dry or too humid?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	3.4
Does draught from windows, gates, 
ventilation system, etc. exist?

	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	4. Lighting

	4.1
Is the workplace well illuminated and without glare? (i.e. provided with quality and amount of light needed for the task performed in the area)
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	4.2
Does the intensity of illumination need to be measured in the premises or at any work station?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	4.3 
Are the brightness differences between task area, close surroundings, and wider surroundings limited
?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	4.4
Are there any  reflections from windows
?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	4.5
Are electrical installations properly installed and maintained?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	5. Personal Protective Equipment

	5.1
If it has been decided that personal protective equipment should be worn in the area, are proper signs indicating this, and does all personal follow rules?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______


	5.2 
Is it possible to change the working tasks, to make PPE not necessary?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	5.3
Is appropriate first aid equipment present in the work area?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	5.4
Do emergency and contingency plans exist, i.e. fire, gas leak, damage of tank. Are they trained regularly?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	6. Transports

	6.1
Are pedestrians and moving vehicles (i.e. fork-lifts) present in the same work area, with potential risks of collisions?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	6.2
Are moving vehicles, such as fork lifts, maintained in a operational safe condition?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	6.2 
Are transport routes for fork lifts clearly marked and kept free?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	7. Work Place Design

	7.1
Have body postures of the employees been studied, to look for repetitive movements, lifting or heavy loads, lifting above shoulder height from below knuckle height, etc.
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	7.2
If necessary, have noise level been measured?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______


	8. Personnel

	8.1 
Are there any electrical exposures, with the potential of leading to either shock or fire, observed in the work area? 
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.2 
Are chemicals present in the workplace, and is there a potential of workers getting in contact with these, either as a sudden exposure or with the risk of long-term effects?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.3
Are radiation exposures present, ionising, non-ionising ultraviolet radiation?
	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.4
Is newly employed personnel informed/trained (risks and protective installations in the working environment)?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.5
Is the personnel regularly trained, i.e. in chemical hazards to the health and other important working environment factors?


	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.5 
Is anyone suffering from protracted illness as a consequence of the working environment?

	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______

	8.6 
Have serious diseases related to work, accidents at work or near-accidents been followed-up and have measures been taken?

	 FORMCHECKBOX 
 yes
 FORMCHECKBOX 
 no


(
Measure:_______________________________________________________________

Responsible: _________
Deadline:______


INCIDENT REPORT FORM

	GENERAL

	Employee name :
	

	Date of birth :
	
	Sex:  (  M              (  F

	Title :
	

	Date of hire :
	

	Department :
	

	Swedish Match Div.:
	

	INCIDENT

	Incident date :
	
	Incident time :
	

	Incident location :
	
	Incident number:
	

	INJURY/ILLNESS
(describe where injury/illness occurred,what was injured doing,what happened and why,where there any witnesses?)

	

	

	

	

	

	

	

	

	

	TYPE OF ACCIDENT
	TYPE(S) OF INJURY OR ILLNESS
	PART(S) OF BODY AFFECTED

	( Striking against object
	( Abrasion
	Head

	( Struck by object/other
	( Contusion
	( Face
	( Neck

	( Caught in/between object
	( Laceration
	( Skull
	( Ear

	( Fall/slip on same level
	( Puncture
	Trunk

	( Fall to different level
	( Strain (muscle)
	( Chest
	( Abdomen

	( Lifting/Overexertion
	( Sprain (joint)
	( Shoulder
	( Hip

	( Contact with sharp objects
	( Fracture/Break
	( Back
	

	( Exposure to heat or cold
	( Burn-Hot/Cold
	Arm

	( Exposure to toxic materials
	( Burn-Chemical
	( Upper
	( Wrist

	( Fire or explosion
	( Hernia
	( Elbow
	( Hand

	( Vehicular collision
	( Concussion
	( Lower
	( Finger

	( Other
	( Skin disease
	Leg

	
	( Respiratory illness
	( Thigh
	( Ankle

	
	( Systemic poisoning
	( Knee
	( Foot

	
	( Eye injury
	( Lower
	( Toe

	
	( Amputation
	Other

	
	( Fatality
	

	
	( Other
	

	MEDICAL TREATMENT

	Was Company Fist Aid Given ?
	

	Was Employee Sent To Hospital (if yes,by what) ?
	


	FUTURE PREVENTION

	Was Safety Working Notified and When ?

	Basic Cause(s) to Injury/Illness

	   ( Faulty Deign/Layout
	( Faulty Direct Supervision
	( Unknown

	   ( Faulty Construction
	( Faulty Job Training
	( Other
	

	   ( Faulty Maintenance
	( Personal Limitations
	

	   ( Faulty Operational Methods
	( Failure to Work Defensively
	

	What actions are needed to prevent this type of incident/injury from happening again regarding:

	Equipment
	:
	

	
	
	

	
	
	

	Materials
	:
	

	
	
	

	
	
	

	Processes
	:
	

	
	
	

	
	
	

	Environment
	:
	

	
	
	

	
	
	


Signature :

	Incident Investigator :
	
	           Date :
	


	Plant Manager :
	
	           Date :
	


6. PREVENTIVE MEASURES AND PLANS - FACTORY’S SAFETY STATUS CURRENTLY 

-All the premises, including main production areas and warehouse have been grounded with Faraday fences to avoid thunderbolt. 

-All the moving machines and silos have been grounded to avoid static electricity  

-Fuel oil tanks at boiler room have been grounded to avoid static electricity.

-Electric control panels and the machines have been cleaning for dust removing to avoid static electricity.

-Splint ducts and the top of the silos have been cleaning annually (revision maintenance).

-Nitrogen gas tubes have been placed at the rear of the boiler room with clearly marked, closed, and fenced area.

-All the butane gas tubes of the dining hall are kept at covered area, which are clearly marked.

-Lubrication oils are kept at separate storage room with lock. Warehouse chief is responsible from that room. Weekly consumption of oil are placed at inside.

-Inner box wastes are transferred to bundling department by air ducts (no delay). The other printing room wastes are also kept there (ignition source). 

-The pallets are kept at a separate marked place (20 meters for away).

-The production wastes are transferred regularly to boiler room for burning.

-The wastes to be selected, are transferred to a “correction area” where is 10 meters far away from the nearest machine. A tent canvas covers those wastes at free times and night shifts to avoid fire risk. This job is at the round up responsibility.

-At the splint line, dust collection blowers are linked directly to a separate room at the boiler room (There is no any filter, etc, which increase the fire risk).

-Manometer and thermometers have been clearly painted where the explosive or any risk limits are defined.

-Sprinkler main valve, alarm test valve and drainage valves have been isolated and clearly marked with paint. Plus sprinkler main valve has been secured to be open with a lock. This is secured by the responsibility of splint line foreman. The lock key was given him.

-Potassium chlorate, monoamonium phosphate and bone glue were being kept at the same room. Now the bone glue is being kept at a separate room

(No: 17).

-The printing room (Varımatch and Chambon machines) and the splint line have vacuum cleaners instead of compressed air, which is dangerous for static electricity. These cleaners have been placed at the clearly marked areas.

-At the finished good warehouse and raw material storage rooms, the electricity has not been installed.

-Fire load map with the severity of risk has been prepared. 

-At the plant, fire extinguishers have been placed at the clearly marked areas in terms of type and weight. 

-All the heating apparatus have been numbered for closing round up checklist.

-All the doors have been numbered for guard round up checklist.

-Semi automatic fire extinguishing machines have been installed at two machines. 

-Emergency escape routes have been clearly marked.

-Evacuation meeting areas have been clearly marked. Their group lists have been prepared and hanged up their board.

-Forklift routes have been clearly marked. 

-Two most far hydrants have been installed with manometers to be assuring of sufficient water supply (for periodic water supply check). Those manometers must have an indication not below 2,5 bar pressure.

-Oxygen and acetylene tubes have been kept at marked named and fenced area.

-Forklift charge area has been marked, named and fenced. 

-Housekeeping boards have been named and placed at proper places.

-Five chargeable lamps have been placed at important areas. (When electricity installation shut off, it lights at least 4 hours).

-Factory’s safe design layout is well segregated. 

-Chemical storages are far enough from manufacturing units.

-Wood fired boilers and electrical facilities are provided with controls as per Boiler Activities.

-Trained personnel in separate storages do unloading of chemicals.

-No two chemicals are received in one truck. Only one truck is allowed at a time either to deliver chemicals or to dispatch of products (matches).

-No smoking is allowed except in designated locations. 

-Housekeeping is carried out frequently for cleanliness. 

-Packed matches are transported in truck for dispatch during the daytime under Warehouse Chief Supervision and factories own Security staff.

-Designated person to authorize and record now does jobs requiring Work Permit for Safety. It is being formalized by appropriate format with standard procedures.

-Annual or half-yearly safety audit is being carried out departmentally and also through external agencies to cover entire factory building including emergency handling provisions.

-Periodic maintenance and preventive maintenance are carried out to keep the operating machines and facilities in good running condition.

-Breakdown analysis is done to minimize downtime. Planning of annual major jobs is done to keep the machinery and equipment in proper condition.

-Other precautions are exercised by daily checks of machines for uninterrupted operation.

-In case of imminent danger, shutting of operation and activ​ities is followed till its elimination.
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