Safety management plan
Name of service provider
2011
In the Swedish Product Safety Act (SFS 2004:451) you can read that it is the service provider who has the responsibility to make sure that the service is safe. To write a safety management plan is the best way to prove the safety in the service and to prove that measures are taken to prevent risks. A safety management plan shall be continually maintained. 
This is an example of what can be included in a safety management plan for an activity, offered by a service provider, individual or organization.
This document is built on the Swedish Product Safety Act and “A guideline to safety management for consumer services”.

The risk analysis is the main part but the information about the education and experiences of the staff, information given to the consumer and different routines in the service are as well important.
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Main parts of a safety management plan
· Information of the service provided
· The service provider’s organization

· Risk analysis
· Report of incidents and accidents

· Information about equipments
· Information to and about the clients
· Emergency plan

· Rescue plan

· Crises plan

· Plan for follow up the safety management plan

Notification obligation

Information concerning to the 23 § in The Swedish Product Safety Act 
A tradesman who becomes aware that a service that they provide or have provided are dangerous shall immediately notify the supervisory authority about this and about the measures that have been implemented to prevent the occurrence of an accident. However, the supervisory authority does not need to be notified if it is manifestly clear that this would be of no importance.
A form ”Underrättelse om olycka/tillbud inom tjänsteområdet”  to notify authorities is to be found at www.konsumentverket.se , http://www.konsumentverket.se/Global/Konsumentverket.se/Best%c3%a4lla%20och%20ladda% .
Some advise before you fill in the forms

Write as clearly as possible. Complete the plan with your own headings and parts that are relevant for your business. Try to find examples from others. Keep the plan that you easily can use it and redo it.
Information of the service provided
· Business in general

· Security policy

· Activities offered to the consumers
· A short information about the activities:

· Where they take place

· The most important parts of the activity
The organization of the service provider and responsibility of the personal
Information about the organization and the personals’ responsibility.
	Name and phone number
	Duty
	Responsibility

	
	
	

	
	
	

	
	
	

	
	
	


Qualifications

Qualifications of the staff
The service provider shall maintain knowledge and experiences on all individuals delivering services.
Do an overview of the staff’s educations, courses and experiences, including knowledge in first aid.
	Name, address and date of birth
	Education/training
	Examination/last update
	Experiences 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Educational plan for the personal
Do a plan of future education that are required to maintain the staff’s competence
	Name
	Issue/subject
	Year A
	Year B
	Year C

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Risk analysis
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Name of the first guide:……………………………………………………………………..

Name of the second guide:

Number of participants:

Date for the activity:……………………….. Time:………………-  ……………….

Place:………………………………………..

Different parts of the activity:

	Part
/Time
	Deskription 

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Guides’ competence: 

(education, experiences)
Prerequisites of the participants: 

(new, experienced, be very experienced)
Scale of difficulty: 
(easy, middle, hard)

Is there a balance between the three parts?

If yes; how?

If not, describe the measures that must be taken before the activity start.
	Nr
	Hazard
	What can happen
	Injury
	P
	C
	Risk
	Measures to be taken to reduce the risk
	Measures to be taken to reduce the consequences or

Possibilities to handle the consequences
	P
	C
	Risk

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


P = Probability, C = Consequence, Risk= the value of P x C                 After the measures have been taken make a new risk assessment and decide 





if the risk is acceptable.

Equipment that reduce the risk:

Equipment that is necessary for the safety:

Equipment that is needed in case of an accident:

Equipment that is needed for an rescue activity:
Is the weather an important factor for the activity?

Safety instructions (short instructions to the participants, based on the risk analyse)
	1.

	

	2.

	

	3.

	

	4.

	

	5.

	

	6.

	

	7.

	

	8.

	

	9.

	

	10.

	


The risk analysis is made by:

-----------------------------------------------------

Name 
Incident report

	Incident/date
	What caused the incident
	Consequences
	Measures to be taken to avoid future incidents

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Communication schedule 

List name, phone- numbers of the personal for every activity.
List of the personal’s phone-number and radio
	Name
	Cell phone 
	Home number

	
	
	

	
	
	

	
	
	


List of communication equipemnet connected to an activity

	Activity
	primary connection
	Second connection

	Climbing XX

	Cell phone to
	Cell phone to
Phone number base station

	
	Radio
	

	
	
	

	
	
	


Overview of emergency connection rules
Make an emergency review how to alert in case of an accident. Make sure to have an alternative route in case if any connection is not working. 

This overview is connected to the plan of responsibility. Decide in which order the calls should be done.



Safety, security and rescue equipment
List the equipments that is needed for each activity.

Make a note that the equipment is checked and in order 
	Name of activity

	Safety Equipment
	Equipment for the group
	Personal Equipment
	Checked by

	A
	
	X
	xy

	B
	
	X


	xy

	C
	X
	
	xy

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Personal protective Equipment
	Other personal Equipment
	Checked by

	
	
	

	
	
	

	
	
	

	
	
	

	Rescue Equipment
	Equipment for the group
	Personal Equipment
	Checked by

	D 
	X
	
	xy

	E
	
	X
	xy

	
	
	
	

	
	
	
	


Check-list of personal equipment
Make a logbook of all equipment and record its use
	Equipment:

	Manufactured year:
Purchased year:
	Individual product-number for provided service

	

	Lated used date:


	Defects/damages:
	Repaired/measures taken date:
	Checked by: 

	
	
	
	

	
	
	
	

	
	
	
	

	Routines for cleaning and maintenance:
After use:
Before storage:

Before use:




Information sheet about client
Write one sheet per participant taking part in the activity
	The client
	Activity

	Name

	

	Address


	

	Security number

	

	Health status

	

	Medical information

	

	Name and phone number to relatives

	

	Other

	


Information to the client
List for each activity the information that shall be given before the activity takes place.
Get the information from the risk analysis. 
	The activity


	General information about the activity


	

	Information about special difficulties where there is a risk

	

	Prerequisites and Health requirements

	

	Security instruction


	


Action plans

Emergency plan
Write measures that are to be taken in case of accident, such as:

· First aid

· How to get help

· Caring of the injured person

· Caring of the rest of the group

· What will be done and by whom
Rescue plan
Write a rescue plan including at least:
Emergency connections

Place where rescue service can get the person
What will be done and by whom.

Maps

Make the rescue plan together with the rescue service.
Crises Plan
Write a plan how to take care of the crises of both the injured people and the rest of the group, both during and after the accident.
What will be done and by whom.
Plan for inform the press and other media 

In case of an accident there’ll be a lot of questions from journalists. Make a list how to handle the information and whom is responsible.
Agreements and contracts with subcontractors

If you have subcontractors ask for their safety plan.
Plan for follow up the safety management plan
Plan for incident and accident report and documentation

Plan for overall measures to be taken to increase the safety of the activity
Conducts an annual evaluation of safety and a revision of the safety management plan.
• List of incidents and accidents
• Make a list of safety improvements
• Write down other factors that may affect the safety, eg new legislation, experience
New issues that influence the activity

Risk analysis


Activity:


Service provider:


Date:





Written: 20…..…- …..…-…..…





Guide’s competence








Prerequisites of the participants





Scale of difficulty





112


The public emergency phone number in Sweden





Name of the guide





Staff


Office or at home 





Person B





Person A
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