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CORE REFRESHER 

HSE TOOL BOX 
Behavioral Based Safety, Stop Work Intervention 

Workplace Violence & Substance Abuse, Access To Medical Records, 
             Accidents & Reporting, PSM / SEMP/ Emergency Response  

 

ATTITUDE & BEHAVIORAL BASED SAFETY 
Experts tell us that 90% of all accidents are related in cause a person’s attitude: this means 9 out of every 
10 accidents. A bad attitude may result in one of two things: 

 - Either a person will commit an unsafe act, or in other words, do something that injures themselves or 
someone else; or 

 - That person will fail to do something that they should have or could have done to prevent an accident. 
 
Creating an atmosphere of safety consciousness is a vital part of any good safety program.  The Behavioral 
Based Safety process is an excellent way to impart the value of safety to your employees. 
Many companies today implement a mentoring program which allows a seasoned employee to be paired 
with someone new to the job; the new to the job worker is often marked by a different colored hardhat or 
by an SSE sticker on their hardhat. The mentor should be aware of the SSE’s experience levels and be 
able to provide close supervision and instruction and not allow the SSE to perform any task in which they 
have not been properly trained. 
 
Observation Process: Review the steps that employees should know to observe for unsafe acts and unsafe 
conditions, and Situations of Accident Potential (S.O.A.P.s) and how to stop, correct and report the unsafe behavior.  
Below is a list of steps that should be taken in order to get the best results: 

 Observe -  Observation Cards make this step measurable 
 Understand - Communicate effectively and in a non-threatening and encouraging manner 
 Identify Alternate Behavior - Work together to come up with a safer solution 
 Clarify Commitment - Ensure that all involved or affected parties understand the needed modification 
 Obtain Agreement -  Ensure that affected workers will proceed as agreed upon 
 Observe To Follow-Up – Behavior has been successfully modified; positive reinforcement 

 
STOP WORK INTERVENTION 

The “Stop Work” initiative is designed to encourage safety observations and conversations at the work site, and 
allow the identification and correction of unsafe trends in behavior or working conditions. As an employee, you 
should be confident in your rights to work safely, but even further, you should be assured of your rights to call for a 
“Stop Work” intervention.   Each employee is not only asked to work safely and to observe the situations of co-
workers; you are further authorized to Stop Unsafe Work! Observe, Speak Up! - Intervene by halting unsafe work – 
it is your RESPONSIBILITY! 
Unsafe working conditions can cause accidents.  It is not only necessary, it is DEMANDED that you stop unsafe 
conditions and acts without fear of reprisal from co-workers, Supervisors or Management! 

WORKPLACE VIOLENCE / SUBSTANCE ABUSE 
THE FOUR MAJOR CATEGORIES OF VIOLENCE: 

 1) Through Personal Relationships (family, friends and acquaintances outside work) 
 2) Through Strangers (terrorist activity is included in this category) 
 3) Through Client/Customers 
 4) Through Co-workers 



 
YOUR RESPONSIBILITIES 

Your supervisor should be alerted as soon as there is any sign of violent behavior.  Do not escalate the 
frustration level by allowing yourself to be drawn into a violent episode!  As in any safety-related situation, co-
workers should work together to avoid having any one of them become the target of violence; try to calm the 
situation and separate the players if you can do so without harm to yourself. 
Never allow, or be a part of horseplay, violence, harassment or practical jokes.   
Disregarding these rules is grounds for immediate firing and possible legal prosecution. 
 
Preventing Workplace Violence involves: teamwork, respect for co-workers, zero tolerance of violent or 
harassing behaviors, and, if necessary, legal prosecution of anyone disregards the rules. 

SUBSTANCE ABUSE  
THE DRUG-FREE WORKPLACE POLICY 

The Drug-Free Workplace policy exists to: 
• Protect the health and safety of all employees, customers and the public 
• Safeguard employer assets from theft and destruction 
• Protect trade secrets 
• Maintain product quality and company integrity and reputation 
• Comply with the Drug-Free Workplace Act of 1988 or any other applicable laws 
 
Companies in our industry are required to have policies concerning contraband, which includes the possession, use, 
sale, transportation or promotion of alcohol, legal and illegal drugs, firearms or weapons, explosives, other 
controlled substances and related paraphernalia, as well as the possession of stolen property.   
The Drug-Free Workplace Policy was developed to protect the health and safety of all employees, customers and the 
public, and may include procedures such as: 
 ▪ Testing ▪ Searches ▪ Seizures ▪ Violations 

ACCESS TO MEDICAL RECORDS 
PRIVACY RIGHTS AND ACCESS TO MEDICAL AND TESTING RECORDS 

If you have a drug or alcohol problem, your company may have an Employee Assistance Program (EAP) that will 
offer you confidential help. Check with your supervisor or human resources department. 
Be aware that all test results, including drug testing, are kept in your employee medical and exposure files, 
if it is necessary for your employer to maintain these records on you.  Your access and privacy rights are protected 
under OSHA Regulation 29 CFR 1910.1020.  This regulation guarantees free access to employees and their 
designated representatives to employee exposure, drug testing and medical records. Records should be available 
within fifteen days (15) of request; if this not possible, the company must give a reason for the delay and the earliest 
date when the records will be available.  Employees must be kept informed of the location and availability of these 
records, and may review and update their records with relevant information, such as MSDS’s and Chemical 
Inventory lists.  Test results are automatically added to the workers’ records. 
OSHA requires that these records must be preserved and maintained by the employer for the duration of 
employment, plus thirty years; however, medical records of employees who have worked for less than (1) 
year for the employer do not need to be kept if they are provided to the employee upon the termination. 

INCIDENTS, ACCIDENTS & REPORTING 
REPORT THE FOLLOWING: 

• All Injuries/First Aid Cases 
• Property Damage 
• Vehicle Damage 
• Near Misses 
• Substance/Chemical Releases (including releases, spills, leaks and fires or explosions) 
• Suspicious Behaviors/Objects/People 

After injuries are treated, the primary goal of reporting any subsequent investigations is to prevent future 
accidents.  “Team members” know that in every case, any work being performed under unsafe 



conditions should be halted immediately, and that all safety, health or environmental incidents are 
reported immediately. 

 
REPORTING IS VITAL TO SAFETY 

It is important to report accidents, injuries, and near misses because it allows us to: 
1. Prevent future accidents by identifying and correcting deficiencies in procedures, training, tools, and 

personnel assignments, thereby proactively ensuring improvements to safety, health and environmental 
performance 

2. Prevent minor injuries from becoming major ones 
3. Document injuries required by regulatory agencies and insurance carriers, including Worker’s Comp 
4. Comply with company policies of your employer and the host facility 

Six key questions should be answered in the accident investigation and report: who, what, when, where, 
why, and how. Thorough interviews with everyone involved are necessary. 
The primary purpose of the accident/incident investigation is to prevent future occurrences. Therefore, the 
results of the investigation should be used to initiate corrective action.  

 
TYPES OF INCIDENTS (OSHA 300) 

Lost Time Incident = an injury or disease occurrence that results in a fatality, permanent disability or time lost 
from work (one shift / one day or more) 

No Lost Time Incident = an injury occurrence for which First Aid and/or medical treatment was administered, but 
which did not result in a lost time injury (less than one shift / one day time out) 

Near Miss Incident = an unplanned near miss occurrence in the workplace which, although not resulting in any 
injury or disease had the potential to do so.  This category also includes incidents which cause environmental or 
equipment damage but no personnel injuries. 

Motor Vehicle Incident = an incident, collision or other occurrence that results in a death, bodily injury, or 
property damage which involves a Company-owned or operated vehicle. 

Suspicious behaviors, people or objects should be reported to your supervisor immediately!  Vigilant 
employees are alert to all health, safety and environmental issues, including the possibility of terrorist 
activities in or near their workplace. 

PSM / SEMP / EMERGENCY RESPONSE 
The “Process Safety Management of Highly Hazardous Chemicals Standard” (PSM) requires that facilities 
develop a very detailed plan for assuring safe operation and for dealing with potential hazards.  It is defined under 
OSHA 29 CFR 1910.119, and applies only on land and in state waters. 
The Safety and Environmental Management Plan (SEMP) is found in API RP 75.  It is designed specifically 
for the OCS and is an offshore program very similar to Process Safety Management (PSM).  The MMS 
requires “voluntary” compliance with SEMP. 
Both PSM and SEMP require operators to document their processes and the hazards associated with them.  A 
detailed safety plan, which includes all of the following elements, must be developed to minimize the potential for 
accidents. 

1.  Employee Participation  8. Hot Work Permits 
2.  Process Safety Information  9. Management of Change 
3.  Process Hazard Analysis 10. Incident Investigation 
4.  Operating Procedures 11. Emergency Planning and Response 
5.  Contractors 12. Compliance Audits 
6.  Pre-Startup Safety Review 13. Trade Secrets 
7.  Mechanical Integrity 
 

CONTRACTOR REQUIREMENTS 
Although most requirements in PSM/SEMP apply to operators, some do target contractors. 
PSM and SEMP require that operators use only contractors that can perform their work safely: 



• Operators must verify that contractor employees are trained to perform their jobs safely; 
• Operators must verify that contractor companies have a history of working safely. 

EMERGENCY RESPONSE  
EMERGENCY PREPAREDNESS 

As in any emergency situation, there may be extenuating circumstances that cause you to modify your responses 
depending upon the situation.  For example, if a highly toxic gas release is quickly heading your way, and you are in 
or near a safe haven and your PPE is not, you may reevaluate procedure and shelter-in-place without your 
emergency PPE.  You should always be prepared and have practiced run-throughs of variations in emergency 
response.  Preparation is a key to good safety. 
You should have an emergency plan of action mapped out in your head – a mental emergency plan – so that you 
are prepared to respond to any incident, from catastrophic to minor First Aid injuries without hesitation.  This is true 
in the home as well as in the workplace: 

• Know where emergency PPE, exits, evacuation routes and safe havens are located 

• Know the location of fire alarms and extinguishers 

• Locate safety showers, eye wash stations, and First Aid kits in your work area 

• Be aware of wind socks and watch them for wind direction during emergencies 

• Be prepared for emergency evacuations and other responses to emergency events, including terrorist attacks 

• Know who to call and how to reach them in an emergency 

YOU’RE RESPONSIBILITIES IN AN EMERGENCY SITUATION 
• Assist in an emergency ONLY to the level of your training. 

• Do not do anything that will jeopardize your own safety. 

• Know if you are expected to shutdown or activate any equipment in an emergency. 



JANUARY - CORE REFRESHER SAFETY MEETING 

EMPLOYEE NAME (PRINT) : ____________________________ _____ DATE: __________ COMPANY NAME: ________________________________   
EMPLOYEE SIGNATURE:________________________________ MEETING GIVEN BY: __________________________________________ 

1. Experts tell us that 90% of all accidents are related in cause to a person’s: 
 A. Environment 
 B. Attitude 
 C. Size 
 D. Job duties 

2.     The Observation Process includes a list of steps such as Observe, Understand, Identify Alternative Behavior, and: 
 A. Clarify Commitment 
 B. Obtain Agreement 
 C. Observe to Follow-up 
 D. All of the above 

3. Every employee should realize that he or she has the authority to stop unsafe work. 
 A.  True  B.  False 

 
4. Violence in the workplace can be caused by: 

 A. Personal relationships 
 B. Total strangers 
 C. Co-workers 
 D. All of the above 

5. Drug-Free Workplace policies exist in part to protect the health and safety of all employees, customers and the public. 
 A.  True  B.  False 

6. Anyone may request and view your drug test results. 
 A.  True  B.  False 

7. What is the purpose of incident investigation? 
 A. To help prevent future injuries 
 B. To document injuries required by regulatory agencies 
 C. To identify the cause and corrective actions 
 D. All of the above 

8. Unless you have been assigned special duties, your primary responsibility in the event of a fire, a toxic gas release, or chemical 
spill is: 
 A. Self-rescue 
 B. Contacting a supervisor 
 C. Donning PPE and helping out 
 D. None of the above 

9. Unless you have been assigned special duties, your primary responsibility in the event of a fire, a toxic gas release, or chemical 
spill is: 
 A. Self-rescue 
 B. Contacting a supervisor 
 C. Donning PPE and helping out 
 D. None of the above 

10. The Safety and Environmental Management Plan (SEMP), found in API RP 75, is designed specifically for the OCS and is an 
offshore program very similar to Process Safety Management (PSM), which applies to onshore facilities and in-shore waters. 
 A.  True  B.  False 

11. Since no one was injured, a near-miss does not need to be reported. 
 A.  True  B.  False 



12. All accidents, first aid cases, and near misses should be reported: 
 A. At the end of the shift, and within 24-hours of incident occurrence 
 B. Only if it requires stitches or you have to miss a day or more of work 
 C. Only if it delays the job 
 D. In every case and immediately 

13. Some behaviors promote violence and are never allowed on the jobsite; this includes: 
 A.  Horseplay 
 B.  Verbal abuse 
 C. Sexual remarks 
 D. All of the above 

14. An employee should be ____________for calling a Stop Work intervention, whether or not it is found to be necessary. 
 A. Reprimanded  
 B. Supported by co-workers 
 C. Penalized, if it caused problems or a major slowdown of work 
 D. Immediately called to the Supervisor’s office to explain the call, while other  workers on the job go back to work 

15. A different colored hard hat or a sticker on a hard hat with the letters “SSE” indicates: 
 A. Supervisors on the job 
 B. Safety Supervisor Experience 
 C. Short Service Employees 
 D. All of the above 

 

 

 

 



 

Sign-In Sheet for Safe Operations Meeting       

                                

Date: Conducted By:  

 

Means to Verify Understanding:       □ Quiz        □ Q & A - Group Discussion        □ Hands On Demo 

 

Safety Topic(s) Covered:  PEC Core Refresher 1 

                     

 Name ( p r I n t ) Signature 
Employee # or Last 4 

digits of  SS # 
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