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1. BACKGROUND

Mbhashe Local Municipality as employer acknowledges its responsibility and accountability
charged with under the Occupational Health and Safety Act,85 of 1993

2. PURPOSE OF POLICY

To adhere with Health and safety regulation and to educate employees on matters pertaining
health hazards.

3. OBJECTIVE OF POLICY

To provide for Health and Safety of persons at work and for the health and safety of persons
in connection with the use of plant and machinery, the protection of persons other than
persons at work against hazards to health and safety arising out of or in connection with the
activities of persons at work.

4. SCOPE

This policy shall apply to all employees and interns of Mbhashe Local Municipality.

5. POLICY DEFINITIONS

“‘Hazard” means a source of or exposure to danger

“Health and Safety committee” means a committee established under section 19 of
Occupational Health and Safety Act No85 of 1993

“Healthy” means free of illness or injury attributable to occupational causes
“Incident” means an incident as contemplated in section 24 of OHS Act
“PPE” means Personal protective Equipment

“PPC”" means Personal Protective Clothing

“Machinery” means any article to be used for converting any form of energy to performing
work, or which is used or intended to be used, whether incidental thereto or not, for developing,
receiving, storing, containing, confining, transforming, transmitting, transferring or controlling
any form of energy
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“Medical Surveillance” means a planned periodic examination which may include clinical

examination, biological monitoring or medical tests of employees by an Occupational Medical

Practitioner

“Risk” means the prabability that injury or damage may occur

“Suitable” means apprepriate to be worn or used by employee

6. LEGISLATIVE FRAMEWORK
a) Constitution Act 108 of 1996
b) Occupational Health and Safety Act
c) Labour Relations Act

d) Compensation for Occupational Injury and Diseases Act

7. POLICY PROCEDURE

a. Medical Surveillance program

The Municipality shall develop a Medical Surveillance Programme used to identify
and record the presence of any occupational diseases and the degree of exposure.
The information shall be used to ensure that the health of staff members shall not
be compromised by placement in a particular job.

Staff members who have health conditions that could or would be compromised
shall not be placed in high-risk areas.

General health information, not required for the job, is used to identify health needs
and the health care that the individual would require.

A declaration shall be signed by the prospective staff member to accept the
conditions of the Medical Surveillance Programme and any results of the testing

required.

b. The following may apply under the programme:

Pre-employment examination (PEM)

Some employees shall undergo pre-employment medical examination where the selection

criteria include the risks involved as determined by the inherent job requirement. The results

shall be kept confidential.

Periodic Screenings (PS)
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Employees working in specific areas or occupations shall undergo screening at various

intervals, depending on the health risk profile to risk, e.g. drivers may be examined annually

and a certificate of fithess issued.

Transfer Screenings (TS)

Employees are only screened for the job they are initially placed in. This means that they shall

not necessarily be suitable to work in another area, except if they are required to be multi-

skilled and work in all areas. Thus, any employee requiring a transfer from or to a risk profiled

job would first undergo an assessment to ensure suitability.

c. Incident and Injury reporting

Vi

Any injury at work no matter how small, shall be reported immediately to the immediate
supervisor and receive first aid attention.

All injuries on duty shall be reported without delay using an “incident form” which shall
be completed the supervisor and signed off by the manager

The injured employee shall bring along his / her ID (this is a legislative requirement of
the Compensation Fund for a medical practitioner to treat an injured employee with
positive proof of identification).

HRM section shall complete the necessary form for reporting the injury to the
Compensation Fund, and a copy shall be made available

Where the injured staff member unable {0 do so in person, the injured staff member or
somebody else shall notify the HRM Unit as soon as possible of the injury, furnishing
available details. Any incorrect details of the staff member should be corrected as soon
as the correct information are available.

This form shall be submitted to the Compensation Commissioner by Human Resource
section as prescribed in the COIDA.

d. Serious injury or death

The manager or delegate of the relevant department at the scene shall:

Any injury at work no matter how small, shall be reported immediately to the immediate
supervisor and receive first aid attention.

Immediately get medical assistance.

Inform the HRM section to arrange the completion of the forms as required;

Inform relevant Head of Department of the incident, to ensure transport is immediately
arranged to take the employee to the nearest / most convenient medical centre /
hospital for medical help;
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vi,

vii.

viii.

Xi.

Xii,

Xiii.,

Xiv.

Make sure that nothing is disturbed or removed from the scene except for persons or
things that may cause further injuries.

Make notes, arrange for photos to be taken efc. as to give the most accurate account
possible of what the scene looked like;

Take the names, ID's, addresses efc. witnesses, take down short accounts from them
and have it signed by the witness,; and

Inform the head of department and furnish details to incorporate in the report to the
Inspectorate of the Department of Employment and Labour.

The relevant Head of Department or delegate, together with the Head of Corporate
Services or his / her assignee, shall arrange to inform the next-of-kin of the injured or
deceased employee, ensuring that the message conveyed is factually correct and not
based on speculation that may be incorrect with regrettable consequences.

The HRM section, shall also report to the Department of Employment and Labour any
incident where a person at the workplace:

Dies, is likely to die, or loses a limb or part of a limb, using telephone, or fax;
Becomes unconscious, or is likely to suffer a permanent physical defect, using
telephone, or fax; and

Is injured, or ill so that is likely that he/she would be unable to recommence work for a
period of at least fourteen (14) days, using prescribed form.

Where any serious injury or death occur, the site where the accident occurred may not
be disturbed withcut the consent of the SAPS or the labour inspector, except for the

removal of the persons involved, or to prevent further accidents.

e. Working when it rains

Every employee who works in the open air shall wear suitable protective clothing on any
working day during which it rains. Depending on the level, rate or concentration of the
rainfall, the supervisor concerned may require employees who work in the open air to
continue working whilst it rains, provided they wear suitable protective clothing.

The supervisor concerned shall evaluate the rainfall level, extent, concentration and the
effect it has on the safety, health and qualitative production of employees working in the
rain. Should the supervisor be of the view that the level, rate or concentration of the
rainfall affects the safety, health, effectiveness or qualitative production of the
employees, he / she shall order work be abandoned forthwith and order such employees
to move to a suitable place identified by the supervisor where there is shelter.

Should the supervisor upon his / her assessment of the weather conditions be of the view
that there is slim and / or no prospects of the stoppage of rainfall, he / she may instruct

the employees to abandon work and return to the relevant depot, workshop or plant.
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iv.  Any employee removed from a worksite in the open-air due to rain may be expected to
perform other duties at the depot, workshop or plant, which shall not expose him / her to

rain.

f. Hazardous Chemical Substance in Daily use
i. Material Safety Data sheets will be available regarding the safe use, storage etc, of all

chemical substances in use on site.

g. Health and Safety Procedures

Specific safety rules and guidelines
To ensure your safety, and that of your co-workers, the following rules and guidelines shall be

observed:

i. Observe and practice the safety procedures established for the job.

ii. Incase of sickness or injury, no matter how slight, report at once to your supervisor.

iii. In case of injury resulting in possible fracture to legs or neck or any accident resulting
in an unconscious condition, or a severe head injury, the employee is not to be moved
until medical attention has been given by authorized personnel.

iv. Do not wear loose clothing or jewellery around machinery.

v.  Never distract the attention of another employee.

vi.  Where required, wear protective equipment.

vii. Report any unsafe condition or acts to your supervisor

h. Safety checklist
It is every employee’s responsibility to be on the lookout for possible hazards, if you spot one
of the following conditions on the following list report to your supervisor or safety

representative immediately.

i.  Slippery floors and walkways
ii.  Tripping hazards, such as hose links, piping etc.
ii. Missing entrance and exit signs and lighting
iv.  Poorly lighted stairs
v.  Loose handrails or guard rails
vi. Loose or broken windows

vii. Dangerously piled supplies or equipment
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viii.  Open or broken windows
ix. Unlocked doors and gates
X.  Electrical equipment left operating

xi.  Open doors and electrical panels efc.
Issues

i.  Wear and use of issues: Employees are compelled to wear and use the issued items on
daily basis.

ii. Supervisors, Safety representatives and Occupational Health and Safety Officer will
continuously check on employees and report deviations to the relevant Manager and the
Municipal Manager.

Provision of Ablution facilities and drinking water

i. Subject to facilities regulations 1990, every employer shall provide sanitary facilities at
the workplace in accordance with the provisions of Parts F, P and Q of the National
Building Regulations. Section 7 of facilities regulations also provides that, every
employer shall make available an adequate supply of drinking water for its employees
at their workplace.

ii. The municipality commits to continuously provide for its employee's access to
reasonable ablution facilities and drinking water in all its workplaces.

iii. In any case, wherein this provision is impossible, the municipal manager shall consider
alternative ways of providing drinking water for the employees, failure which the
employees may be released at 13HOO till the next working day.

iv. Employees to be released from workplace when there is no supply of electricity or

alternative.

Roles and Responsibilities

7.10.1 Responsibilities of the Municipal Manager
i. Establish the precautionary measures that are necessary to protect employees against
the identified hazards and provide means to implement these precautionary measures
in order to reduce or remove the risks associated with the hazards.
i Provide the necessary information, instructions, training and supervision.
iii. Take steps to ensure every employee complies with requirements of legislation.

iv. Enforce the necessary control measures in the interest of health and safety.
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V. Delegate responsibilities to employees appointed in terms of legisiation.

wi. Provide employees appointed in terms of legislation with appropriate information,
training, facilities and time to execute.

wii. Identify potential hazards which may be present while work is being done, and any
equipment is being used.

wiii. Ensure that plant, tools, equipment and machinery are safe, maintained in good
working condition and those materials and operational processes are without risk to
health.

7.10.2 Duties of the Senior Manager: Corporate Services

i.  Ensure full compliance with the OHS Act.

ii. Make written appointments indicating duties, functions and responsibilities of the Health
and Safety representatives for authorisation by the Municipal Manager.

iii. Document all agreements/strategies relevant to OHS

iv. Report all deviations, deficiencies and concerns to the Municipal Manager for
authorization, action and implementation within reasonable timeframes.

V. Ensure that all aspects of the programme are identified assesses, suitable risk control
measures are implemented, maintained, evaluated and reviewed for efficiency and

compliance.
7.10.3 Duties of departmental Senior Managers

i.  Provide as far as is reasonably practicable, a safe and healthy workplace
i ensuring that employees are trained or certified as required
ii.  Ensuring that all employees that need to wear personal protective clothing and equipment
are issued with such.

iv. Support the supervisors and managers in their health and safety activities
7.10.4 Duties of Occupational Health and Safety Officers

i. Incident investigation
i. Conduct risk assessments
iii. Monitoring legal compliance
iv.  Support structure for reps and committees
v.  Maintain OHS information, records and database
vi.  Supervise COID Act execution and compliance

vii.  Submit OHS committee recommendations to the Senior manager: Corporate Services
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7.10.5 Duties of Employees

vi.

Take reasonable care of his or her own health and safety as well as that of other persons
who may be affected by his or her actions or negligence to act.

Follow all the health and safety rules and procedures that are provided and
communicated by the employer or anyone authorized or competent to do so.

Wear the prescribed and issued safety clothing or use the prescribed safety equipment
where it is required

Cooperate with an employer or an employer or any person who has been authorized by
the employer to carry out duties in terms of the act.

Inform the employer or their health and safety representative of any unhealthy
circumstances or acts that they may result in an injury.

Not to interfere with, damage or misuse anything that is provided in the interest of health
or safety, this applies to intentional and or careless or irresponsible actions.

7.10.6 Health and Safety Representatives

vi.

vii.

Nomination and appointment

At the end of the three-year cycle, the senior manager or delegate shall convene a
meeting for the employees to nominate a health and safety representative of their
choice as per allocation attached as "Annexure B".
The names of the nominees shall be forwarded to corporate services for appointment
by the municipal manager.

Health and Safety representatives shall be appointed from each department and
sections as described by section 17 of the OHS Act No.85 of 1993 as amended.
Health and Safety representatives shall be appointed for a duration of 3 years, and new
reps shall be nominated and designated

Health and Safety committees shall be established as prescribed in section 19 of the
Act No.85 of 1993 as amended.

The functions of the health and safety representatives shall be as prescribed in section
18 and 20 of the OHS Act

Reasonable recognition of health and safety representatives shall be m aintained by

the employer.
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7.10.7 Occupational Health and Safety Committee
Composition

The committee shall be composed of not more than 15 members drawn from the Health
and Safety representatives appointed from the departments and of relevant
management representatives.

The chairperson and histher deputy shall be appointed by the municipal manager
amongst the committee members and serve for a period of three years

The secretary shall be nominated from Corporate Services department for proper
records keeping.

7.10.7 DUTIES OF OHS COMMITTEE

Conducting regular workplace inspections to identify to potential hazards and Assess
risks.

Review and analyse workplace incidents to identify root cause.

Monitor regulatory compliance and maintain records of safety meetings.

Making formal recommendations to management regarding health and safety of

Employees and visitors.

7.10.8 PENALTIES

Non -compliance to any of the stipulations contained in this policy will be regarded as

misconduct, which will be dealt with in terms of the Occupational Health and Safety Act and

regulations including the Disciplinary Procedure and Code.

8. GENERAL POLICY PROVISIONS
This policy shall be implemented as per the outlined procedure

9. PROCEDURE FOR IMPLEMENTING POLICY

This policy will be implemented as per the outlined procedure and reviewed on annual basis
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