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Preface 
 
This handbook is targeted at the needs of small and medium-sized enterprises (SMEs). 
The handbook is designed to support you in integrating Occupational Health and Safe-
ty within your business processes and in developing it further. 
Most of the work steps can be traced back to statutory requirements. If you use the 
handbook in your enterprise, you can be sure that you will have satisfied all significant 
Health and Safety requirements. 
If you use these guidelines, you'll soon find your way around Health and Safety regula-
tions.  
 
 
So how can you get on board? 
 
The first thing you should do is to take stock of where you currently stand with regard to 
Occupational Health and Safety. That's what First Check is for. 
The Check questions lead you to individual chapters of the handbook. If you find that 
you have to answer "no" to a question, that flags up a need for immediate action. 
Once you have used First Check to take stock of your position, you should then work 
through the individual chapters. 
 
 
And after that? 
 
Any of the following organisations will be happy to advise you: the Centre for Energy, 
Water and Environmental Technology (ZEWU), the Hamburg Chamber of Trade, the 
Occupational Health and Safety Office, or your insurance association. 
In the case of enterprises that have committed themselves to using the handbook, staff 
at the Chamber of Trade and the Occupational Health and Safety Office will check how 
you put the contents of the handbook into practice in your business. 
No sooner than 6 months and no later than 12 months after you have started using the 
handbook, they will check out your documentation, and conduct samples within your 
enterprise and surveys with your staff.  
If all the checks prove positive, your enterprise will be entitled to use the "Member of 
the Occupational Health and Safety Partnership" seal. You will receive a certificate to 
this effect, valid for three years. 
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Let‘s get started!

This is where you will learn how much your 
enterprise has already done for Occupational 
Health and Safety and where there may be a 
need to take further action.

First Check
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1. OccupatiOnal HealtH and Safety MOdel

Is Occupational Health and Safety one of your corporate objectives?

2. ObjectiveS

Do you set yourself concrete Health and Safety objectives every year?

3. ReSpOnSibility

Haben Sie die Verantwortung für den Arbeitsschutz festgelegt?

Have you ensured that you have the necessary technical expertise within
your enterprise to manage Health and Safety (specialist Health and Safety
personnel or alternative)?

Do you have occupational health care in place?

Does your enterprise have First Aiders?

Do the people appointed to these roles carry out their tasks properly?

Additional requirements if you have more than 20 employees:

• Do you have safety officers?

• Do you hold regular Health and Safety Committee meetings?

4. infORMatiOn

• Do you make a point of obtaining information on a regular basis on
Health and Safety regulations?

5. cOMMunicatiOn and qualificatiOnS

Before you engage personnel, do you check whether they have the
required knowledge of Health and Safety matters?

Do you conduct regular instruction and training on Health and Safety
issues for your members of staff?

Do you discuss the required Health and Safety measures
with your staff and encourage communication on that subject?

6. RiSk aSSeSSMent and MeaSuReS

Have you subjected your operational processes and tasks to risk
assessment?

Do you involve your staff in risk assessment and do you let them know
the results?

Do you document the results of your risk assessment and the actions
required, and do you check whether the actions are effective?

Do you check whether it might be possible to use alternative,
less hazardous materials?

Is there an overview of your hazardous work materials?

Do you carry out timely checks of your hazardous work materials and do
you document your checks?

FIRST CHECK Yes No Comment



Do you also take pressure caused by stress into account?

Do you arrange for occupational health care checks to be carried out 
on a regular basis?

Do you take advantage of occupational health promotion offers for 
your staff (e.g. from health insurance providers)?

Are operating instructions available for both general and special tasks; 
are your staff aware of them and can they access them?

7. Special RiSk aSSeSSMentS

Are special risk assessments carried out, where necessary?
• Mutterschutz
• Kinder- und Jugendarbeitsschutz
• Bildschirmarbeitsplätze
• Heben und Tragen von Lasten
• Explosionsgefährdete Bereiche
• Baustellen

8. WORkinG HOuRS

Are there company regulations with regard to working hours and
work on Sundays and public holidays?

Do you document the hours worked by your members of staff?

9. OpeRatiOnal bReakdOWnS and eMeRGencieS

Do you have regulations in respect of emergency situations
such as fi re, accident and operational breakdown?

Do you document and examine accidents at work and First Aid
measures, and then determine measures to be taken as a result?

10. Sub-cOntRactinG and pROcuReMent

Are temporary employees integrated within all Health and Safety issues?  

Are occupational Health and Safety requirements clearly set out 
when sub-contracting work to third parties?

Do you take account of occupational Health and Safety requirements 
in your enterprise when procuring equipment and materials?

11. yOuR ReSult

Do you use your risk assessment to improve Health and Safety?

Do you have a system that you use to monitor deadlines?

Are you certain that the measures you have taken are effective?

Yes  No   Comment
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Is Occupational Health and Safety
one of your corporate objectives?

Occupational Health 
and Safety Model
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Occupational Health and Safety Model 
 
 
 
Why is a model necessary? 
 
Your model should contain business objectives that are both achievable and credible. 
  

• It should provide direction, instruction and motivation for your staff. It should 
help to enhance job satisfaction. 

• It should form a clear statement to the public and to your customers as to how 
you view your business and the principles on which it is based. 

 
 
 
Some examples of key statements are given on the next page. You can, of course, 
vary and substitute these texts as appropriate. 
 
 
 
 
 
 
 

   
 



 
 

 

 

The model was published with the agreement (dated 1 December 2005) of the Environment and Health and Safety 
Committee of the Hamburg Chamber of Trade. 
 

Occupational Health and Safety is part of our business identity and is a 
major contributor to the success of our enterprise 
 
• Healthy employees are an important prerequisite for business operations, for the 

financial success of our enterprise and for safeguarding jobs. Health and Safety in 
the workplace, accident prevention and plant safety are therefore fundamental ob-
jectives of our enterprise. 
 

• All managers and employees are obliged to adhere at all times to statutory regula-
tions and operational guidelines with regard to Health and Safety in order to protect 
their own health and that of their colleagues. Staff must constantly pay attention in 
all of the work they do to ensure that accidents and work-related illness are pre-
vented, and also that no negative effects are created within the work environment. 

 
• Anyone who disregards these principles in a careless, deliberate or even wilful 

manner, thereby adversely affecting their own health, that of their colleagues or the 
ability of themselves or their colleagues to do their job, or endangering people with-
in the business premises, will be held accountable. Such behaviour is detrimental 
to the effectiveness and reputation of the enterprise in the eyes of our customers 
and the public in general. 

 
• Safe and healthy working conditions are an important factor in motivating employ-

ees and providing them with job satisfaction. Occupational Health and Safety is a 
matter of common concern to management and staff alike. All staff are therefore 
expressly requested to contribute suggestions aimed at preventing accidents and 
damage, as well as improving health provision and Health and Safety protection in 
the workplace. The enterprise will be happy to take suggestions on board and to 
recognise them. 

 

 
 
 
                      

 

           Date                                                                Signature and Stampe 
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Do you set yourself concrete objectives 
every year with regard to Occupational 
Health and Safety?

Objectives
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Objectives 
 
As an entrepreneur, you should set yourself concrete Health and Safety objectives 
every year. If you involve your employees, the measures you need to implement will 
find a greater degree of acceptance. 
You can enlist the assistance of Health and Safety advisers to determine the measures 
you need to take; this may be your Occupational Health and Safety Officer or your 
company physician. Information and advice is also available from your insurance 
association or from the Occupational Health and Safety Office. 
Keep your employees informed about your Health and Safety objectives. Take up their 
ideas to ensure that nothing gets lost. 
 
 

 
   
 

 



 
 

 
Tab. 1: Example of Health and Safety objectives   
 

 

 
 

 

Health and Safety objectives 

We have set ourselves the following Health and Safety objectives for 
2014: 

Improvements in lifting and carrying; evaluating all transport requirements using the 
key indicator method. 

Participation in the "Safely to Work - Zero Commuting Accidents" campaign 

Stress reduction by means of the "Effective Time Allocation" seminar produced in-
house. 

 
 
 
  

 

 

   

Prepared by Date Signature 
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Health and Safety objectives 

We have set ourselves the following Health and Safety objectives for 
............: 

 

 

 

 

 

 

   

Prepared by Date Signature 
   

Tab. 2: Health and Safety objectives 
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Are you aware of your responsibilities?  
 
Who is supporting you?

Responsibility
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Responsibility 
 
 
Are you aware of your responsibilities? 
  
In order to organise your Health and Safety measures and achieve your planned 
objectives, you need to set out the various responsibilities and positions clearly. 
 
Use the table to list everyone with a responsibility or position relating to Health 
and Safety. 
 
You can then also append your arrangements for occupational Health and Safety 
support and letters of appointment for Health and Safety officers and First Aiders (for 
example). Occupational Health and Safety support is obligatory even if you have only 
one member of staff. 
 
The next few pages will show how you can ensure this support. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   
 

 



 
 

 
 
 

Persons responsible and positions relating to Health 
and Safety 

Position Name Address (in the case 
of external specialists) 

The person responsible 
for Occupational Health 
and Safety is the 
employer himself/herself 
or a person appointed by 
him/her in writing 

  

Health and Safety specialist   

Company physician   

Health and Safety officers 
(20 or more employees)   

   

   

First Aiders   

Insurance association   

Professional associations 
(e.g. guilds)   

Occupational Health and 
Safety Office   

Tab. 3: Persons responsible and positions 
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 Responsibility within Health and Safety 

Information, 
communication and 
qualifications of 
employees 
 
Qualifications are achieved by 
means of training and 
instruction. 

 
Responsibility 

 
As an entrepreneur, 
you bear the 
responsibility. 

 
You have to make 
decisions and check 
results. 
 

Transfer of 
responsibility  
 

- appoint in writing 
- reliable person 
- competent person 
- authorised to give 

instructions 
- budget 

 

Risk  
assessment 

Adhere to statutory 
regulations, monitor 
delegated responsibilities 
and tasks 

Health and Safety 
organisation 
Advice provided by 

- specialist 
Occupational 
H&S Officer 

- company physician 
Support provided by 

- Health and Safety 
officers 

- First Aiders 
- Laser Protection 

Officers etc. 
- Insurance association 
- Chamber or guild etc. 
- Occupational Health 

and Safety Office. 
 

Fig. 1: Responsibility 

   
 



 
 

 

Which support models are available to you? 

 
You can arrange Occupational Health and Safety provision in a variety of ways. 

If you have no more than 50 employees, you can choose between standard support 
and alternative support - also known as the entrepreneurial model. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Chart 2: Support models 

 

 

How many people do 
you employ in your 

company? 

Standard support   
by specialist Occupational H&S 
Officer and company physician  
- basic advice 
- needs-related advice 

Standard support      
by Health and Safety specialist and company 
physician 

Alternative support  
in line with rules of your insurance association 

 
No  

Alternative 
 support  
possible 

11 to 50 1 to 10 51 or more 

   
 

 



 
Standard support 

If you have no more than 10 employees, standard support consists of basic support 
which is repeated every 1, 3 or 5 years, depending on the support group, together with 
needs-related support. Employers are obliged to seek support when certain events 
occur (e.g. when there are fundamental changes to working procedures). 

If you have more than 10 employees, you must appoint a Health and Safety specialist 
and company physician. In the case of SMEs, these are generally external advisers. In 
the case of larger enterprises it can also make sense to employ in-house specialists 
and company physicians. 

The scope of the support comprises basic support plus support that is specifically 
relevant to the enterprise. The maximum time to be set aside for basic support is 2.5 
hours per employee per year (enterprises with high risk profile). Levels of enterprise-
specific support time are determined by the individual requirements of the enterprise. 

 

Alternative support 
 
If you choose the entrepreneurial model, you have to acquire the levels of expertise 
yourself to allow you to be able to put Occupational Health and Safety measures in 
place that are appropriate to your risk assessment. This will involve your taking part in 
motivational, information and additional training measures. The extent of these 
measures depends on the support grouping into which your enterprise falls (depending 
on the nature of your business). You then decide when you want to call in support from 
a specialist or company physician. In special cases it is obligatory to call in support, 
e.g. with regard to occupational health care. 

 

Standard support is obligatory for enterprises with more than 50 employees. 

 



 
 
 

 

 

Appointment to the position of Occupational Health and 
Safety Specialist 

 

1. Mr/Ms .......................................................... is hereby appointed Specialist in 
Occupational Health and Safety, in accordance with Sect. 5 of the Act on Company 
Physicians, Safety Engineers and other Specialists in Occupational Health and Safety 
– Health and Safety at Work Act (ASiG) in conjunction with Sect. 2 of the insurance 
association regulation "Company Physicians and Specialists in Occupational Health 
and Safety" (DGUV regulation 2) of the ............................................................Insurance 
Association (in agreement with the Works Council) with immediate effect. 

2. As a specialist in Occupational Health and Safety, you will report directly to senior 
management and will have the right to address senior management on a one-to-one 
basis. Your task will be to support the entrepreneur and managers in all matters 
relating to Occupational Health and Safety and accident prevention; this shall include 
ensuring that working conditions take account of human requirements. Your role will 
include close cooperation with managers, the specialist personnel involved in Health 
and Safety and accident prevention, and employee representatives. 

3. You will carry out the tasks specified under Sect. 6 ASiG on your own authority. In 
addition, you will provide support with regard to the introduction, application and 
continuous improvement of the company's Occupational Health and Safety 
management system. 

4. You will be responsible for the following business areas: 

 

........................................................................................................................................... 

5. You will be obliged to participate in appropriate training measures and exchanges of 
information. 

6. Your qualification for the assigned duties in accordance with Sect. 7 ASiG is 
evidenced by the following documents.  

........................................................................................................................................... 

........................................................................................................................................... 

........................................................................................................................................... 

 

.......................................... 

Place, Date 

 

.............................................. ................................................ ......................................... 

Senior Management   Works Council (if present)     Person Appointed 
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Appointment to the position of Company Physician 
 

1. Mr/Ms .......................................................... is hereby appointed Company 
Physician, in accordance with Sect. 2 of the Act on Company Physicians, Safety 
Engineers and other Specialists in Occupational Health and Safety – Health and Safety 
at Work Act (ASiG) in conjunction with Sect. 2 of the insurance association regulation 
"Company Physicians and Specialists in Occupational Health and Safety" (DGUV 
regulation 2) of the ............................................................Insurance Association (in 
agreement with the Works Council) with immediate effect. 

2. As Company Physician, you will report directly to senior management and will have 
the right to address senior management on a one-to-one basis. Your task will be to 
support the entrepreneur and managers in all matters relating to Occupational Health 
and Safety and accident prevention. Your role will include close cooperation with 
managers, the specialist personnel involved in Health and Safety and accident 
prevention, and employee representatives. 

3. You will carry out the tasks specified under Sect. 3 ASiG on your own authority. In 
addition, you will provide support with regard to the introduction, application and 
continuous improvement of the company's occupational Health and Safety 
management system. 

4. You will be responsible for the following business areas: 

 

........................................................................................................................................... 

5. Your qualification for the assigned duties in accordance with Sect. 4 ASiG is 
evidenced by the following documents. 

........................................................................................................................................... 

........................................................................................................................................... 

........................................................................................................................................... 

 

 

.......................................... 

Place, Date 

 

 

.............................................. ................................................ ......................................... 

Senior Management   Works Council (if present)     Person Appointed 
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Information 
 
In order to create safe working conditions, you have to know the legal requirements 
that are important for your enterprise. 
Support is available in this connection from contacts at Occupational Health and Safety 
Offices (trade supervisory authorities), insurance associations and trade associations. 
 
 
Links: 
 
Hamburg Occupational Health and Safety Office:  
www.hamburg.de/arbeitsschutz 
 
Your accident insurance company's website. 
 
 
Additional sources of statutory regulations: 
 
Baden-Württemberg Trade Supervisory Authority  
www.gewerbeaufsicht.baden-wuerttemberg.de 
 
Federal Institute for Occupational Safety and Health 
www.baua.de 
 
German Statutory Accident Insurance  
www.dguv.de 
 
JURIS The legal portal  
www.juris.de 
 
 
Use the following table to compile a list of the regulations that apply to your enterprise. 

 
   
 

 

http://www.gewerbeaufsicht.baden-wuerttemberg.de/
http://www.baua.de/
http://www.dguv.de/
http://www.juris.de/


 
 

 

Tab. 4: Statutory provisions 

Statutory provisions 

Description obligatory 
display Version Comments 

National legislation    
Occupational Health and Safety 
Act    

Occupational Safety Act    

Workplace ordinance (“Arbeitsstät-
tenverordnung”)    

Industrial Safety ordinance (“Be-
triebssicherheitsverordnung”)    

Working Hours Act X   

Maternity Protection Act X   

Young Persons Employment Act X   

Ordinance on Hazardous Sub-
stances    

Construction Site Ordinance    

    

    

    

    

    

    

Insurance association regulati-
ons    

BGVA1 (Principles of Prevention)    

    

    

    

    

    

    

    

    

    

    

    

    

Person responsible for updating and distributing information regarding amendments: 
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Qualifications 
  
Your employees must be professionally qualified and aware of (instructed in) the 
hazards and burdens involved in their work. 
 
 
Why do you have to provide instruction to your employees? 
 
Professional skills and safety at work have always gone together. When talking about 
technical matters, take the opportunity to go into Health and Safety issues as well. 
Convey the measures required in the form of operating instructions. This saves time 
and money. 
 
 
In what areas do you have to provide instruction to your employees? 
 
You have to communicate danger zones that are specific to your company along with 
effective corrective measures; 
a few examples:  

• hazardous working procedures 
• handling work equipment 
• hazardous materials 
• biological agents 
• collaboration with third-party companies 

 
 
How often do you have to provide instruction? 
 
You have to provide instruction to employees (including employees from third-party 
companies who work for you): 

• initially before they assume their employment, 
• at least once a year, every year, 
• in the event of changes in workflow or working area, 
• in the event of an accident. 

 
 
What is the simplest way to document everything? 
 
You have to document Health and Safety instructions given during the course of 
meetings. The protocol template will make the documentation process easier for you. 
You legal position as an entrepreneur will be improved if you retain evidence of 
instructions you have given in the case of accidents or work-related illness.  
 
Keep everything under review. Keep a note in your Action and Deadlines Diary of time 
you have set aside for instruction to be given ( Tab. 6, see Chapter No. 6.2). 

 
   
 

 



 
 

   
 

 

 
 
 

 

Discussion / Instruction protocol 
 

Date: 12.12.2013 

Event: Instruction December 2013  

Participants:  

Name Signature   

Marder Marderer   

Luchs Luchs   

Dachs Dachs   

    

  
 Instruction regarding ladders and steps, based on an 

operating instruction 
 Organisation - Receipt of post 

 Securing loads 

 Mr Dachs to buy sling by 21.12.2013 

  

  

  

  

  

  

  
 
Circulation Group: Senior management  

 Discussion folder 

  
 

Date: 12.12.2013 Signature: Biber 
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Discussion / Instruction protocol 
Date:  

Event:  

Participants  

Name Signature   

    

    

    

    

  
  

  

  

  

  

  

  

  

  

  

  
 
Circulation Group:  

  

  
 

Date:  Signature:  
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How do you document measures
and deadlines? 
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Risk
assessment
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Fig. 3: A path to ensuring your enterprise is conscious of Health and Safety issues and meets its 
statutory obligations. 

 
What do you need a risk assessment for? 
 
All work is subject to accident and health risks. In order to keep the risks as low as 
possible, you need to know and recognise hazards. By using a risk assessment you 
can systematically assess the hazards that might arise within your enterprise. 
 
How does the enterprise benefit? 
 

 You can use your Action and Deadlines Diary to document the Health and 
Safety measures taken to safeguard your employees in line with statutory 
requirements. You can convey and document Health and Safety risks in a 
systematic manner, while listing the measures to be taken. 

 
 You must put these measures into practice and satisfy yourself that they are 

effective. Note this step in your Action and Deadlines Diary as well. 
Unfortunately, it is all too often forgotten! 

 
 Keep your risk assessment up-to-date. Ensure your risk assessment takes 

account of any changes in your working procedures. 
 

 Simply filing it away is not sufficient. Talk through the risk assessment with your 
employees, and provide them with instruction afterwards. 

 
 You have achieved your objective. A good risk assessment is a knowledge 

resource, a control tool for an enterprise that is conscious of Health and Safety 
issues and wishes to meet its statutory obligations. 
 
 

 



How can you carry out your risk assessment? 
The following graphic shows how to go about this.  

Fig. 4: Carrying out your risk assessment 

The chart shows that risk assessment is always a continuous process. You are guided 
step-by-step with the help of key questions. 
Enter the main points (by business unit) arising from the risk assessment in a table 
(Tab. 6 see Chapter No. 6.2). Then assess the risks, set protection objectives, 
introduce corrective measures and check their effectiveness. Using the table, 
document your actions in accordance with statutory requirements. 
When carrying out this process, enlist the assistance of your staff and experts such as 
your Health and Safety Specialist. 

Work catalogues are available from your insurance association in respect of individual 
working areas. Use this catalogue to carry out the risk assessment and determine the 
results. 



Tab. 5: Action and Deadlines Diary, example

5

6.2
Action and Deadlines Diary for risk assessment purposes 

Business unit 

Activities/ work 
Materials 

Hazard, defect 
(detected on) 

Measure 
What?  
Who? 
When? 

Dealt with and 
reviewed 

Date, Signature 

Electrical devices and 
equipment Operational safety not ensured 

Check that all electrical devices and equipment are 
in proper condition 
Mr Dipol/ Elektro-Blitz, Tel. 432543 
determined with examiner in accordance with BVG 
A3 

Workshop roller shutter Guide rail bent Check that all parts in safe condition 
Hubfix GmbH, annually 

Ladders and steps 
building and lifts  
boss's garden house  

Missing end cap on ladder 
Check all parts in proper condition - Mr Biber 
and Baubedarf Hammerle 
annually, non-company parts prior to use 

Company bicycle 
depot Brake Bowden cable defective, light cable defective Check brakes and lighting, replace Bowden 

cable and light cable. Mr Biber, annually 

Structural conditions Operational safety not ensured Check parts that are subject to wear and tear. 
Mr Biber, annually 

Warehouse A number of employees seen using lift-trucks as 
"scooters" 11.06.2013 

Instruction given to all warehouse staff on 
21.06.2013 

Workshop Not enough First Aiders First-aid basic training on 20.09.2013 for Ms Luchs and 
Mr Marder 

Date of entry :___________ Signature:  ________________  result checking in subsequent years:__________/ __________/ _________/ 



5
6.2

Action and Deadlines Diary for risk assessment purposes 
Business  

unit/ 

 Activities/ 

Work materials 

Hazard, defect 

(detected on) 

Measure 
What? 
Who? 
When? 

Dealt with and 
reviewed 

Date, Signature 

Date of entry :: ____________ Signature: __________________ result checking in subsequent years:____________/ ____________/ ____________/ 

Tab. 6: Action and Deadlines Diary 
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Case study 
 
An 18 year-old apprentice suffers serious injuries while working with an angle grinder. 
 
He switches the device off and lays it down on the floor. The disc is still running and 
causes the angle grinder to move uncontrollably. The disc hits the employee on the 
shin bone, causing him serious injuries. 

 
 What can you do as an employer to prevent such an accident from recurring? 
 What can your employees do in order to avoid this type of accident? 
 Ensure legal security! Did you provide instruction to your employees? Do you 

document all instructions? 
 When did you last have the angle grinder checked? 
 Was the person who suffered the accent wearing the prescribed protective 

clothing? 
 Do you talk through accidents and near-accidents with your employees? These 

are ways in which you can promote awareness of safe working practices in your 
enterprise! 

 What measures do you record in your Action and Deadlines Diary? The diary 
provides you with an overview of what you need to do and what you have done. 
It also enhances your legal security. 

 



 
 

 
   
 

 

 
 

Example of organisational structure 
 

Kramer Carpentry  

 
Working areas: 

 
Workshop,  
warehouse,  

office 
Installation 

Customer Service, 
Vehicles 

 
 
 

Activities 
 
Staircase construction Staircase fitting Repairs 

 
Hand rail construction Hand rail fitting Pumping 

 
Window construction Window fitting Locksmith Service 

 
Pipeline construction Pumps and pipelines Vehicle Operation 

 
Pump repair Sheet metal work Loading and unloading 

 
Sheet metal processing 

  

 
Welding 

  

 
Turning and milling 

  

Goods receiving, transport 
of materials 

  

General office work, 
display screen work 

  

Chart 5: Organisational structure, example 
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Organisational structure 
 

  

 
Working areas: 

 

   

 
 
 

Activities 

   

   

   

   

   

   

   

   

 
Chart 6: Organisational structure 

 
   
 

 



 

 
 
 
 
 
Equipment and systems register 
 
Which work materials have to be checked? 
 
You must check work materials  

• that are subject to factors that could result in injury; are subject to factors that 
could lead to hazardous situations; 

• whose safety might depend on assembly conditions. 
 
 
Why do you need an equipment and systems register? 
 
List in a register potentially hazardous work materials (equipment and systems) used in 
your enterprise. Use the register to record planned and completed checks and 
checking deadlines. 
 
 
What are the alternatives? 
 
You can also fulfil the statutory requirement to provide evidence that checks have been 
carried out by, for example, producing meaningful invoice documents. It must be 
possible to see the date, examination scope and repair details on the invoice 
documents, as well as which device or system was checked and/or repaired. 
Examination and/or maintenance contracts showing checking intervals can be used as 
evidence for planned checks. 
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Hazardous materials register 
 
As an employer you are required to assess the risks to which your employees are 
exposed when dealing with hazardous materials. The first step in doing so is to compile 
a hazardous materials register. 

 
The hazardous materials register 

• is a complete overview of all hazardous materials present or producible in your 
enterprise, and 

• documents your considerations with regard to the use of less hazardous 
materials. 

 
Your hazardous materials register can be compiled in a relatively straight forward 
manner when carrying out your annual inventory check. The quantities you have in 
stock will give you a good idea as to the relative importance of individual hazardous 
materials. For example, your stock figures will make it easier for you to assess the risk 
of fire or explosion.  
 
Individual safety data sheets are required by way of documentation indicating how to 
handle hazardous materials safely. 
The manufacturer / supplier will make these available to you without charge. 
You can use the safety data sheet to determine which special measures may be 
necessary to protect your employees. Document these in your Action and Deadlines 
Diary (Tab. 6 see Chapter 6.2). 
Safety data sheets are also a basis for determining operating instructions. 
 

   
 

 



 
 

    

   

Hazardous materials register 
 

 
No. 

 

Product / trade name 
Identifier, classification of 

hazardous substance and/or 
details of hazardous properties 

Quantities used Location Safety data sheet 
dated 

1 Fat solvent Xi, R35, R41 10 l canteen 07.01.2013 

2 Drain cleaner C, R35 5 kg canteen 07.01.2013 

3 All-purpose adhesive F, R11 500 g office 28.01.2013 

4 Thinner Xn, N, R10, R20/21 10 l workshop 25.03.2013 

5 2-component installation foam Xi, F+, R12, R36/37/38, R42/43 20 kg workshop 25.03.2013 

6 Petrol T, F+, N, R12, R36/38, R45, R46, 
R51/53, R63, R65, R67 30 l  depot 26.03.2013 

7 Cement Xi, R37/38, R41 100 kg warehous 08.04.2013 

 
* 

    

Enter hazardous material label as per Hazardous Materials Directive (GefStoffV): C=corrosive, Xi=irritant, Xn=harmful, T=toxic, T+=very toxic, 
N=environmental hazard, F=highly flammable, F+=extremely flammable, O=oxidising, information in safety data sheet 
New labelling rules apply as from 01.06.2015 in accordance with the CLP Regulation. However, they can be used straight away. 

 

04.06.2012  Biber                                              04.06.2013  Biber 
Creation date, Signature   Checking date, Signature 

Tab. 7: Hazardous materials register, Example 
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Hazardous materials register 
 

 
No. 

 

Product / trade name 
Identifier, classification of 

hazardous substance and/or 
details of hazardous properties 

Quantities used Location Safety data sheet 
dated 

      

      

      

      

      

 

* 

    

Enter hazardous material label as per Hazardous Materials Directive (GefStoffV): C=corrosive, Xi=irritant, Xn=harmful, T=toxic, T+=very toxic, 
N=environmental hazard, F=highly flammable, F+=extremely flammable, O=oxidising, information in safety data sheet 
New labelling rules apply as from 01.06.2015 in accordance with the CLP Regulation. However, they can be used straight away. 

 

 
Creation date, Signature             Checking date, Signature 

Tab. 8: Hazardous materials register 



 
 

 
 
 
 
 
What stresses your employees? 
 
When compiling your risk assessment do you also consider factors arising as a result 
of 
 

• how work tasks are designed, 
• working structure,  
• work environment conditions,  
• social factors associated with the working structure, 
• social framework conditions and 
• work constraints. 

 
 
Do you talk to your employees about what is working well in your enterprise and what 
could be improved? Do you deal with topics such as under-work and over-work, family-
friendly working hours and time pressure? Does your enterprise have peer pressure or 
forms of discrimination? What happens in the case of older employees and what 
happens in the case of employees with poor health? Is there any gender-specific 
behaviour or are there any gender-specific problems in your enterprise? 
What sort of psychological strains are typical for your sector? 
 
 
Compile a list of measures arising from these areas of consideration and use them to 
augment your risk assessment. 
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Medical check-ups 
 
Do all your employees have to have medical check-ups? 
   
Certain types of work come with a requirement for medical check-ups to be carried out. 
Based on your risk assessment, you can advise your company physician which of 
your employees need to have medical check-ups on the basis of which Health and 
Safety principles. 
 
Make a note of offers of check-ups in the table. 
The table should make it easier for you to have an overview of employee medical 
check-ups and to ensure that appointments are kept. 

   
 

 



 
 

 

 

 

 
Tab. 9: Medical check-up, example 

Medical check-ups 
Name Nature of work/ 

Item No. in risk 
assessment 

Insurance 
association’s 
principle for 

check-up 

Initial 
check-up 

on 

Next check-up 
on 

Jens 
Mustermann 

carpentry, dealing with 
wood dust G 44 .... .... 

Jens 
Mustermann 

carpentry, noisy 
area G 20   
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Tab. 10: Medical check-ups 

Medical check-ups 
Name Nature of work/ 

Item No. in risk 
assessment 

Insurance 
association’s 
principle for 

check-up 

Initial 
check-up on 

Next check-
up on 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     



 

 
 
 
 
 
 
What personal protective equipment do you need? 
 

• One important result of the risk assessment is establishing what personal 
protective equipment (PPE) your employees need for what activities. 

• Check whether the PPE specified in the operating instructions is present and 
whether it is in reliable condition. 

• Use the Action and Deadlines Diary to record when the PPE has been checked 
or when new PPE is acquired. 

 

   
 

 



 
 

 
 
 
 
Operating instructions 
 
Compiling operating instructions is a senior management obligation which is 
designed to ensure Health and Safety protection in the workplace. 
 
 
What purpose do operating instructions serve? 
 
The purpose of operating instructions is briefly to provide employees with basic 
knowledge and concrete handling instructions: 
 

• Scope of application 
• Dangers to people and the environment 
• Protective measures and rules of conduct 
• What to do when failures occur 
• What to do when accidents occur, First Aid 
• Maintenance 
• Consequences of failure to observe operating instructions 

 
Operating instructions are a sort of "central thread" guiding employees to safety-
conscious conduct. 
 
They are compiled by completing the fields in the template, as relevant. In the case of 
hazardous materials, basic information can be taken from the individual safety data 
sheets prepared by the manufacturers. 
You can obtain information in respect of machines, vehicles, personal protective 
equipment etc. from the manufacturers' operating instruction booklets and insurance 
associations' written rules and regulations. 
Once your operating instructions are ready, you must talk them through with your 
employees. The best way to do this is during an instruction which should then be 
documented. 
 
Operating instructions must be displayed/distributed at appropriate locations so that 
your staff have an opportunity to read them at any time. 
 
You can obtain templates for compiling operating instructions for special systems, 
equipment and vehicles as well as hazardous materials specific to your sector, via your 
insurance association or from manufacturers and suppliers. 

   
 

 



 
 

Fig. 7: Example of operating instruction hazardous materials 

 
Number:  Enterprise: 
Date: 
responsible:         
Workplace/type of activity:  
 1. Type of hazardous material  

 
 Petrol 

Regular, super-plus, super, unleaded eurosuper petrol  
(ADR UN1203, Class 3 flammable liquids)

 
 

 2. Dangers to people and the environment  

 

Vapour-air mixtures are explosive. Degreasing effect on the skin and can lead to skin 
damage. Can cause cancer, skin irritation. 
Damage to health as a result of prolonged inhalation or contact with the skin; dam-
age to lungs if swallowed. Vapours may cause dizziness 
or drowsiness. Toxic to aquatic organisms. Vapours are heavier than air and should 
never be used for cleaning purposes. 

3. Protective measures and rules of conduct 

 

 
 

- Vapours must not be inhaled, avoid contact with skin. 
- Do not smoke, eat or drink while working. 
- Apply caution in case nearby work equipment has acquired a static charge. 
- Stay clear of heat and ignition sources of any kind. 
- Use exclusively UN-coded BAM-approved containers (Federal 
- Institute for Materials Testing) for transport purposes. 
- Store exclusively in well ventilated locations. 
- Must not be allowed to enter drainage or water systems. 
Eye protection: Where there is a risk of splashing, use tight-fitting basket goggles with side 
protectors! 
Hand protection: Wear protective gloves made from PVC or nitrile rubber! 
Respiratory protection: In the case of high concentrations use gas-filter A, colour-code brown 
(A1 to 0.1 vol.-% or A2 to 0.5 vol.-% or A3 to 1 vol.-%). 
Skin protection: Practise preventive skin protection.  
Body protection: Clean and care for skin after working; where relevant, wear oil-resistant pro-
tective clothing. Retain cleaning cloths in fireproof, disposable containers in well-ventilated lo-
cations. 

 

4. What to do in the event of an accident 

 
Do not inhale gases. 
Fire: Suitable extinguishing media are ABC powder, foam extinguishers, CO2. 
Spillages: Do not allow petrol spillages to seep into the subsoil. Use absorbent materials 

 

5. First Aid 

 
Eye contact: Rinse with lots of water. 
Skin contact: Clean skin with soap and water; use skin protection products. 
Clothing: Clean or change contaminated clothing. Inhalation: Fresh air, keep respiratory pas-
sages clear, phone doctor.  
Swallowing: Do not induce vomiting. Phone doctor. First Aiders: Mr/Ms .......................... 
Emergency Tel. No.: 112 
- Initiate emergency measures at the scene of the accident. 
- Phone ambulance/doctor. 
- Inform entrepreneur/line manager.. 

6. Sachgerechte Entsorgung 
 Hand over fuel-contaminated containers only to authorised disposal companies in accordance 

with EU waste code No. 130702 petrol (Closed Substance Cycle Waste Management Act). It is 
possible to re-use cleaned drums and jerricans. One-way packaging must be disposed of after 
use in accordance with the Packaging Ordinance! 

 

 Date  Signature 

Operating instruction  



 

 

 

 

 

 

 

 
Number:   Enterprise: 
Date: 
Person responsible:          
Workplace/type of activity: 
 1. Type of hazardous material   

 
 

 
 
 
 

 
 

 2. Dangers to people and the environment  

 
 
 
 
  
 
 
 
 
 

 
 
   

3. Protective measures and rules of conduct 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

4. What to do in the event of an accident 

   

5. First Aid 

 
 
 
 
 
 
 
 
 
 
 

 

6. Proper disposal 
  

  
Date  Signature  

Operating instruction   

 
Fig 8: Operating instruction hazardous materials 
 



 
 

Fig. 9: Example of operating instruction work materials 

Number:    Enterprise: 
Date: 
Person responsible:  
Workplace/type of activity: 
 1. Scope of application  

  
 

Operation of hand-guided lift trucks  
 
 

 

 2. Dangers to people and the environment  

 
 

 Toppling of lift truck 
 Loads falling to ground 
 Driving into people or objects  

 

 

3. Protective measures and rules of conduct 
 
 

 

 
 Lift trucks many only be used by trained personnel working for … . 
 Using the trucks as "scooters" is forbidden. 
 Safety shoes must be worn during operation. 
 In the proximity of doors, gates and intersections, you must not deposit loads 

any closer than 5 metres away, unless on a placement area marked as such 
 

 

4. What to do when faults occur and in the event of an accident 

 
 
If you detect faults, 

 pass on information immediately to … 
 prevent further use. 

 
 
 
 

 

5. What to do when accidents occur, First Aid 

 

 
 Make the accident location secure. 
 Rescue injured people. 
 Give First Aid. 
 Report the accident to … 

 

 

  6. Maintenance, disposal 
 Cleaning, maintenance and repair work may only be carried out by persons charged 

with these tasks. 
 

 

 
Date: 
Next review date: Signature: 

Entrepreneur/Senior management 
 

Operating instruction   



 
 

Number:    Enterprise: 
Date: 
Person responsible: 
Workplace/type of activity:  
 1. Scope of application  

 
 

 
 

 
 

 

 2. Dangers to people and the environment  

 
 
 
 
 
 
 
 
 

 

3. Protective measures and rules of conduct 
  

 
 
 
 
 
 
 
 

 

4. What to do when faults occur and in the event of an accident 

 
 
 
 
 
 
 
 
 
 

 

5. What to do when accidents occur, First Aid  

 
 
 
 
 
 
 
 
 

 

  6. Maintenance, disposal 
  

 
 
 
 
 
 

 

Date: 
Next review date: Signature: 

Entrepreneur/Senior management 
 

Operating instruction  

Fig. 10: Operating instruction work materials, blank 
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Employment of expectant and breast-feeding mothers 
 
Women cannot carry out all their duties as normal while they are pregnant or breast-
feeding. In order to protect mother and child from hazards, over-taxing and damage to 
their health, the workplace and duties of the expectant mother must be adapted in line 
with the circumstances. For example, women may not carry heavy loads while 
pregnant, nor may they handle certain hazardous materials or work nights. The Health 
and Safety specialist and company physician can assist in the evaluation of working 
conditions. The workplace risk assessment should be carried out jointly with the 
pregnant member of staff on the basis of the check list and documented. This ensures 
that the member of staff is kept informed and that there is a direct opportunity to 
discuss the necessary measures. Given that pregnancies can progress in a variety of 
manners, it is possible that the doctor will recommend workplace adjustments to the 
pregnant member of staff or will ban her from working altogether. 
If it is not possible for a woman to be employed at her normal workplace during her 
pregnancy, attempts should be made to find alternative duties for her. If it is not 
possible to continue to employ the expectant mother, she must be wholly or partially 
released from work. During the time that she is released from work the employer must 
continue to pay the expectant mother her normal salary or wages. Costs are 
reimbursed to all employers in accordance with the U2 pay-as-you-go procedure. This 
also applies in respect of all employer social security contributions and payments made 
during the period of protection (employer's contribution to maternity pay). Information 
on this point can be obtained from health insurance providers. 
During pregnancy and for a period of four months after confinement, women have 
protection against dismissal. This protection also applies to mothers and fathers on 
maternity/paternity leave. Only in exceptional cases can protection against dismissal 
be broken; this requires a corresponding declaration of approval on the part of the 
Health and Safety Office. 
An employee's pregnancy must be notified without delay to the Occupational Health 
and Safety Office/ Trade Supervisory Authority. The following form may be used for this 
purpose. 
Further information can be obtained from the Hamburg Occupational Health and Safety 
Office or via the following websites 
www.hamburg.de/arbeitsschutz and www.hamburg.de/mutterschutz. 

   
 

 



 
 
 
 

Employment of expectant and breast-feeding mothers 
 

Check list 
 

1. Have you reported your staff member's pregnancy to the Occupational Health 
and Safety Office/ Trade Supervisory Authority? 

 
2. Have you carried out an assessment as to whether the pregnant employee's 

workplace is suitable for her? 

 
3. In carrying out the workplace assessment, have you taken into account the fact 

that employment restrictions and prohibitions apply in the case of pregnant 
employees? 

 
4. In carrying out the workplace assessment have you sought the views of your 

company physician / and your Health and Safety specialist? 

 
5. Have you adapted the workplace in such a manner that the pregnant member of 

staff can continue to work there without problem? 

 
6. Have you checked, that the working hours of the pregnant member of staff do 

not exceed the requirements of the Maternity Protection Act? 

 

 
   
 

 



 

_______________________________

d) continuous noise exposure      > 80 dB(A), indicate noise level. dB(A)
e) Lifting and carrying loads > 5 kg and occasionally >10 kg  

 
 
- Maternity- 
Billstr. 80 
20539 Hamburg 

 

 

Fax 040- 4273-10098, Occupational Health and Safety line: 040- 42837-2112 
 

Notification regarding the employment of an expectant mother 
as per Sect. 5 Para. 1 Sentence 3 Maternity Protection Act - MuSchG - 

 

Name and address of the company 

Contact person (for queries) Telephone number 

 

First and last name of expectant mother Date of birth 

Address Telephone number 

employed as (job title) 

where employed, e.g. enterprise/branch/sub-branch(address) The employment relationship is 
 
  permanent  
  temporary until 

The employee advised us on   that she expects to give birth on     . 
 

The details provided below do not form part of the reporting obligations under Sect. 5 MuSchG, but are requested to avoid 
queries within the meaning of Sect. 19 MuSchG. 

1. Activities 
a) Standing       sitting       walking 
b) full-time       part-time     shift work     working from home 

piece-work    assembly-line work at prescribed pace 
c) deals with 

(for further details please 
use reverse) 

substances hazardous to health, which? 

radiation hazardous to health, which? 

infective material, which? 

 

 
2. Working hours 

a) Length of working hours      hrs. (per week)  hrs. (per day) 
b) Working hours Mon, Tue, Weds, Thur, Fri. from to , break hrs./min. 
(cross out non-applicable days) Saturday from to , break hrs./min

 Sunday from to , break hrs./ min. 

3. Is there a resting room or are there resting facilities available? yes no 

4. A working conditions assessment within the meaning of Sect. 1 MuSchG - Regulation on the Protection of Mothers 
in the Workplace - was undertaken on      . 
We have made the following arrangements for the protection and safety of mother and child: 
a) No special measures are required. 
b) Change of working conditions,  i.e.making working easier 

exclusion of hazardous tasks  
 change in working hours 

c) switch to new workplace 
d) released as of (no alternative deployment can be offered). 

 
 
 

Place, Date,   Signature and company stamp 
 

QM-VA-02-15-F6 (04/13) 
 



 
 
 
Are you permitted to employ children and young 
people? 
 
Children (younger than 15 years of age) 
 
Children aged less than 13 years may not be employed. 
Children over 13 years may be entrusted with certain tasks to a limited extent (max. 2 
hours per day). Examples include delivering newspapers, helping on the farm and 
baby-sitting. 
 
Work placements 
This ban on employment does not apply to work placements, Boys’ and Girls’ Day or 
other work experience activities arranged as part of school work. Children may only be 
entrusted with light work. It is a requirement in all cases to carry out a workplace and 
personal risk assessment before the assumption of duties. 
 
 
Young people (aged 15 years or over) 
 
Young people 
Young people who have not yet completed 9th grade may not be employed. They may 
only take on holiday jobs (max. 4 weeks a year). In all other respects, the same rules 
apply as for children on work placement. 
 
Young people in apprenticeships and normal employment 
The mental and physical development of young people should not be restricted as a 
result of employment, but rather enhanced. There are therefore special regulations 
aimed at protecting young people. 
Young people may only be deployed in a manner appropriate to their stage of 
development. This means that 

• they are not permitted, for example, to operate certain machinery without 
supervision 

• they should receive exact instructions on how they are required to handle 
hazardous materials. 

As a rule, young people may not work longer than 8 hours a day or 40 hours a week. 
Once they have worked 4.5 hours they are entitled to a break of 30 minutes. Once they 
have worked 6 hours young people are entitled to a break of 60 minutes. 
Young people are entitled to leisure time of 12 hours a day and to sleep time between 
20:00 and 06:00. 
 
A 5-day week is a requirement in the case of young people. Young people do not 
normally have to work Saturdays and Sundays. 
There are exceptions for certain sectors. 
When carrying out a workplace risk assessment, account must be taken of the fact that 
it is not an adult, but rather a young person, who is being deployed. The required 
measures may therefore be different from those required in respect of adults. 
Before entering into employment, young people must have a medical examination. The 
employer must have received a certificate to say that the examination has taken place. 
When deploying a young person, the employer must take account of the doctor's 
recommendations. 
Information on the protection of young people at work can also be found on the website 
of the Health and Safety Office at www.hamburg.de/arbeitsschutz. 
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Assessment of computer screen workplaces 
 
Computer screens are becoming more and more central to our daily work, whether at a 
conventional office desk, in the workshop or while driving. There is an increasing 
necessity to check a computer screen, operate a display and to keep a record of what 
one has just done. New pressures can lead to stresses that have an impact on health 
and on the quality of work. 

Measures are therefore required to reduce pressures and to minimize the effects of 
stress. 

 
Pressures and stresses 
 
There is particular pressure on the musculoskeletal system and the eyes. Computer 
screen work can also lead to psychological pressure. Such pressures need to be 
considered separately. 

Pressure can lead to stress in the shoulder and neck area, not to mention in the arm 
and hand. Stressed eyes can lead to headaches, over-tiredness and increased error 
levels. 

 
Medical checks 
 
In order to avoid unnecessary pressure while working at computer screens, it is 
necessary to offer the employee an eye and vision check. The initial check should be 
carried out prior to the assumption of duties. 

Subsequent checks should be carried out every five years in the case of employees 
under 40 years of age, and every three years in the case of employees over 40 years 
of age. 

The insurance associations' G 37 principle "computer screen workplaces" has been 
designed as the basis for the medical check-up. 

Keep a record of when you make the offer. 

 
Check list 
 
You will find a check list for carrying out working conditions assessments at 
 
Occupational Health and Safety Office (2006): Check list computer screen work (Order 
No. M15) www.hamburg.de/arbeitsschutzpublikation 

 
   
 

 



 

 
   
 

 

 
 
 
 
Risk assessment with regard to lifting and carrying 
loads 
 

Lifting and carrying loads can lead to serious illness in the musculoskeletal system. 
Pressure should therefore be kept as low as possible. Technical assistance is 
commonly available. In similar fashion, we are used these days to having wheels on 
our suitcases, and a well-positioned rucksack is better than a bag carried to one side of 
the body. 

In addition to using aids, the following factors play a part: 

 Posture and load position, 

 weight and 

 the time factor (how often, how long). 

 

The key indicator method offers a fast and simple method for assessing pressure 
caused by lifting and carrying. By using this method, you will quickly be able to 
recognise the tasks that require measures to be taken. Often this will both ease the 
task and improve the overall process. 

 
The following brochures and link explain the topic in more detail and will take 
you to the key indicator method. 
 

Occupational Health and Safety Office (2011): Everything okay? Working conditions 
assessment for load transportation  
(alles paletti? Beurteilung der Arbeitsbedingungen beim Lastentransport)  
(Order No. M17) 

www.hamburg.de/arbeitsschutzpublikation 

 

Federal Institute for Occupational Health and Safety (2011):  
Lifting and Carrying without Sustaining Harm  
(Heben und Tragen ohne Schaden)  
(brochure) 

www.baua.de/publikationen/broschueren 

 

www.baua.de, Categories "Topics from A-Z", "Physical Pressure", 
"Risk Assessment using the key indicator method”  
(„Themen von A-Z“, „Physische Belastungen“, „Gefährdungsbeurteilung mithilfe der 
Leitmerkmalmethode“) 
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Risk of fire and explosion 
 
Protection against fire and explosion are key elements of safe operation within a 
workplace. 
 
 
Protection against fire 
 
Equip your enterprise with sufficient quantities of the correct fire extinguishers. You will 
find comprehensive information on this subject in workplace law. 
 
www.baua.de, Categories "Topics from A-Z", "Workplaces", "ASR A2.2 Measures to 
Combat Fire" 
("Themen von A-Z", "Arbeitsstätten", "ASR A2.2 Maßnahmen gegen Brände") 
 
Have your fire extinguishers checked on a regular basis and make sure that both you 
and your employees are familiar with how to operate them. 
 
 
Protection against explosion 
 
Special measures are required in order to prevent explosions. Seek advice on this 
subject from your Health and Safety specialist. If there are potentially explosive 
atmospheres in your enterprise, an explosion protection document must be compiled 
in order to assess the degree of risk. As part of this process you must assess the effect 
that an explosion would have and the likelihood of it occurring. 
You must establish protective measures for working areas and provide instruction to 
your employees. 
 
You can find examples of how to compile an explosion protection document at: 
 
www.bghm.de, Categories "Safety Experts", "Practical Assistance", "Forms", "Fire and 
Explosion Protection" 
("Arbeitsschützer", "Praxishilfen", "Formulare", "Brand- und Explosionsschutz") 
 
  
 
 



 
 

 
 
 
 
 
Working safely on construction sites 
 
The following questions for the construction and construction-related industries provide 
contract-orientated guidelines on working safely and economically on construction 
sites and with third-party companies. 
You can use the risk assessment carried out for your own enterprise as a basis for this 
purpose. 
Supplementary guidelines, hazard catalogues and check lists are available to you 
from your insurance association as well as from the Insurance Association for the 
Building Industry. They should be adapted to fit the profile of your enterprise. 
The following safety plan can provide you at offer stage with an overview of what will 
be required. 
 

 
   
 

 



 
 

 
   
 

 

 
Contract: Person responsible on site: 

Safety Plan Construction Sites 

Question / criterion 

answer 
yes/ no/ 

not 
relevant

Comments/ measures 

Have special risks been determined and 
assessed for this construction site? 

yes Construction meeting dated 30.06.2013, 
minutes in contract file 

Did this reveal a need for special 
measures and, if so, have they been 
determined? 

yes Asbestos ventilation duct to be removed 
prior to start of work, coordination by 
Lamm Architects. 

Do your employees and temporary 
workers have adequate knowledge and 
skills? 

no Train temporary workers by 10.07.2013: 
Wall chasers 

Have your employees and temporary 
workers had the required medical 
checks? 

yes Standard construction 

Has a hazardous materials register been 
compiled? 

no Produce complete register by 15.07.2013 

Are the required operating instructions 
available? 

yes contract file 

Have the required instructions been 
carried out? 

yes  

Is the required protective equipment 
available? 

yes Standard 

Is use being made exclusively of recently 
checked equipment and devices? 

yes Check hired saw 

Is there an alarm and hazard prevention 
plan? 

yes Standard, contract file 

Are the required First Aiders present on 
site? 

yes  

Are the required First Aid equipment and 
fire extinguishers available? 

yes vehicle 

Were the construction site installation 
and safety systems checked prior to 
starting work? 

n/r  

Work in several areas and enterprises 
Has a coordinator been appointed for the 
construction site who has the authority to 
issue instructions? 

yes Lamm Architects 

Has the coordinator carried out training 
with regard to the risks specific to this 
operation, the regulations to be observed 
and the required protection measures? 

no to 14.07.2013 

Has the work we are doing been taken 
account of in the risk assessment plan and 
does this include any special 
requirements? 

n/r  

 
Comments: 

Tab. 11: Safety plan construction sites, example 



 

 
 

Contract: Person responsible on site: 

Safety Plan Construction Sites 

Question / criterion 

answer 
yes/ no/ 

not 
relevant 

Comments/ measures 

Have special risks been determined and 
assessed for this construction site? 

  

Did this reveal a need for special measures 
and, if so, have they been determined? 

  

Do your employees and temporary workers 
have adequate knowledge and skills? 

  

Have your employees and temporary 
workers had the required medical checks? 

  

Has a hazardous materials register been 
compiled? 

  

Are the required operating instructions 
available? 

  

Have the required instructions been carried 
out? 

  

Is the required protective equipment 
available? 

  

Is use being made exclusively of recently 
checked equipment and devices? 

  

Is there an alarm and hazard prevention 
plan? 

  

Are the required First Aiders present on 
site? 

  

Are the required First Aid equipment and 
fire extinguishers available? 

  

Were the construction site installation and   

Work in several areas and enterprises 
Has a coordinator been appointed for the 
construction site who has the authority to 
issue instructions? 

  

Has the coordinator carried out training 
with regard to the risks specific to this 
operation, the regulations to be observed 
and the required protection measures? 

  

Has the work we are doing been taken 
account of in the risk assessment plan 
and does this include any special 
requirements? 

  

 
Comments: 

 
Tab. 12: Safety Plan Construction Sites 
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working hours?

Working Hours
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8.1 

 
 
Working Hours 
The table contains the most important facts that you need to take account of with 
regard to working hours. 

What What do you have to take account of? 
daily working hours  Basically a maximum of 8 hours per working day 

permitted 
 If more than 8 hours a day worked there is a 

requirement to record hours worked 
 It is possible to work up to 10 hours (max.) per day; 

however, in this case it is not permitted to exceed an 
average of 8 hours per working day over a period of 6 
calendar months or 24 weeks. 

Working days Mon, Tue, Weds, Thur, Fri, Sat except for public holidays 
Daily rest periods  If more than 6 hours are worked there is a requirement 

to have a break of at least 30 minutes. 
 If more than 9 hours are worked there is a requirement 

to have a break of at least 45 minutes. 
 Depending on the activity (risk assessment), it may 

also be necessary to have breaks even if fewer than 6 
hours are worked 

Daily leisure time  at least 11 hours 
 exception: at least 10 hours for people who work in 

hospitals, for example. 
Night work and shift 
work 

 Employees are entitled to medical check-ups  
 Basically up to a maximum of 8 hours a day permitted 
 It is possible to work up to 10 hours (max.) per day; 

however, in this case it is not permitted to exceed an 
average of 8 hours per working day over a period of 
one calendar month or 24 weeks. 

Young people Working bans Chapter 7, Young Persons Employment Act
Pregnant employees Working bans Chapter 7, as well as Maternity Protection 
Working on Sundays 
and public holidays  

 Application form on following pages 
 refer to footnote 1) to select the correct pro forma 
 post or fax the fully completed pro forma to the 

Occupational Health and Safety Office  
 Employees must have at least 15 Sundays free each 

year. 
 Time off in lieu for a Sunday must be provided within 2 

weeks; time off in lieu for a public holiday within 8 
weeks 

 Exceptions where permitted by law or in emergency 
situations 

Collective 
agreements 

Deviating arrangements are permitted 

Health promotion You may voluntarily offer your employees: 
 Family-friendly working hours arrangements 
 Including employees in the planning of working hours 

Tab. 13 important facts regarding the Working Hours Act 

www.bmas.de, Categories "Service", "Laws", "Working Hours Act"“ 



 

___________________________

 

Occupational Health and Safety 
Office - Employee Protection 
Department 
Billstr. 80 
20539 Hamburg 

 

Fax 040- 4273-10098 
 

Application for permission to work on Sundays and public holidays 
in accordance with Sect. 13 Para. 3 No. 2a Working Hours Act - 
ArbZG1) 2) 

1. Applicant 
Company name Telephone 

Address Fax 

Contact person email 

 

2. Application to work on Sundays and public holidays 
No. Date Event location Nature of event Number of 

employees 
Working 

from to
1            

2            

3            

4            

5            

6            

7            

8            

9            

10            
 

3. Employee representation 
Works Council present yes  Has the Works Council consented? yes 

no no 
 
 

Town/city, date signature of person responsible 
1) You may apply if particular conditions exist in your trade or profession that make it necessary (in-house trade fairs, exhibitions 

etc.) to carry out additional business. There is a limit of ten Sundays/public holidays per year. 
Sunday and public holiday work at trade fairs as defined by Sect. 69 Industrial Code do not require permission to be granted. 

2)   Please be aware that applications for Sunday and public holiday work adjoining a Sunday must be received no later than 10:00 on 
the Friday. In the case of public holidays that fall on a working day the deadline is 10.00 on the previous working day. Applications 
received after these deadlines cannot be considered. 

 

QM-VA-02-05-F3 (04/13)  



 

___________________________ 

 
 

 
Occupational Health and Safety Office 
- Employee Protection Department 
Billstr. 80 
20539 Hamburg 

 
Fax 040- 4273-10098 

 

 

Application for permission to work on Sundays and public holidays 
in accordance with Sect. 13 Para. 3 No. 2b Working Hours Act – 
ArbZG 1) 2) 

1. Applicant 
 

Company name Telephone 

Address Fax 

Contact person email 

 

2. Sunday and public holiday work applied for 
 

No. Date Establishment/ place of work Number of 
employees 

Working Hours 
from to 

1          

2          

3          

4          

5          

3. Description of activities 
 
 
 
 
4. Reason for the application 

 
 
 
 
5. Employee representation 

Works Council present yes  Has the Works Council consented? yes 

no no 
 

 
 
 

Town/city, date,    signature of person responsible 
 

1) You may apply if particular conditions (e.g. unusually high levels of sickness, extremely untypical weather 
conditions etc.) make it necessary to employ staff on a Sunday or public holiday in order to prevent the 
occurrence of disproportionate loss (high contractual penalties, withdrawal of contract etc.). There is a limit of five 
Sundays/public holidays per year. 

2)   Please be aware that applications for Sunday and public holiday work  
adjoining a Sunday must be received no later than 10:00 on the Friday. In the case of public holidays that fall on a 
working day the deadline is 10.00 on the previous working day. Applications received after these deadlines cannot 
be considered. 

 
QM-VA-02-05-F5 (05/13) 

 
 



 

___________________________ 

 
 
 

Occupational Health and Safety Office - 
Employee Protection Department 
Billstr. 80 
20539 Hamburg 

 
Fax 040- 4273-10098 

 

 

Application for permission to work on Sundays and public holidays in 
accordance with Sect. 13 Para. 3 No. 2c Working Hours Act - ArbZG 1) 

2) 

1. Applicant 
 

Company name Telephone 

Address Fax 

Contact person Email 

 

2. Sunday and public holiday work applied for 
 

Date Establishment/ place of work Number of 
employees 

Working hours 
from to 

         

 

3. Employee representation 

Works Council present yes Has the Works Council consented? yes 

no no 
 
 
 
 
 
 

Town/city, date signature of person responsible 
 

 
 

1) You may apply if you would like to carry out your legally required annual inventory on a Sunday. The 
inventory check may not take place on a public holiday. 

2) Please be aware that applications must be received no later than 10:00 on a Friday. 
Applications received after this deadline cannot be considered. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
   
 

 

5 8.3 

Example of working hours record 
 
Name month / 

Year 
     

Marianne 
Musterfrau 

March 2013      

Date Start of work Finish of 
work 

Working 
hours 
(excluding 
breaks) 

+ - Comments 

1.      Saturday 
2.      Sunday 
3. 08:00 17:00 08:30 00:30   
4. 07:45 17:15 09:00 01:00   
5. 07:45 15:00 06:45  01:15  
6.      Holiday 

entitlement 
7.      Holiday 

entitlement 
8.      Holiday entitleme

Saturday 
9.      Holiday 

entitlement, 
Sunday 

10. 08:00 17:00 08:30    
11. 07:45 17:15 09:00    
12.      ill 
13. 08:00 17:00 08:30    
14. ...      
15.      day off in lieu 

of tomorrow
16. 09:00 15:00  05:00 05:00  Sunday work 
17.       
18.       
19.       
20.       
21.       
22.       
23.       
24.       
25.       
26.       
27.       
28.       
29.       
30.       
31.       

Hours in credit : 
At month-end : 

 
+ / -  ____ 

     

Hours in credit : 
from previous month:  
 

 
+ / - ____ 

     

Hours in credit total: 
 

+ / - ____      

 
Tab. 14: Working hours record, example 



 

 
 
Working hours record 
 

Name month / Year      
 

 
     

Date Start of work Finish of 
work 

Working 
hours 
(excluding 
breaks) 

+ - Comments 

1.    
   

2.    
   

3.       
4.       
5.       
6.    

   
7.       
8.       
9.       
10.       
11.       
12.       
13.       
14.       
15.       
16.       
17.       
18.       
19.       
20.       
21.       
22.       
23.       
24.       
25.       
26.       
27.       
28.       
29.       
30.       
31.       

Hours in credit At month-end: 
+ / - ______ 

    

Hours in credit from previous month: 
+ / - ______ 

    

Hours in credit total: 
+ / - ______ 

    

 
Tab. 15: Working hours record 
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Do you make arrangements in respect 
of emergency situations such as fi re, 
accidents and operational breakdowns? 

Operational breakdowns
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Operational breakdowns and emergencies 
 
 
What type of operational breakdowns and emergencies might arise in your 
enterprise? 
 
Consider the types of operational breakdowns and emergencies that might arise, for example: 

• accidents 
• gas escape 
• storm damage 
• floods 
• release of hazardous materials or dangerous goods 
• illnesses (heart attacks, strokes, ...) 
• raids 
• emergency situations as a result of working alone 

 
Working together with your Health and Safety specialist and your company physician, you 
must prepare for emergencies: 
 

• Set out the measures required in writing, 
• make your employees aware of them and 
• practise them (e.g. test alarm) along with your employees. 

 
Pay special attention to ensuring that escape and rescue routes remain clear at all times. 
 
On the next page you will find a template for an alarm plan appropriate for accidents and fire. 
You can use other templates provided by the insurance associations. 
 



 

 

Alarm plan 
 Enterprise/ project: 

Accident - fire: 
Emergency Tel. 112 

Hold-up, intruders: 
Emergency Tel. 110 

WHERE is it? 
WHAT is happening? 
WHO is reporting? 
HOW MANY injured? 
WHAT type of injuries? 
WAIT for queries! 
 

  relay to: 

 First Aiders: 

    

Unit Manager: 

 

Other details: 

 
Immediate action  

Secure the scene of the incident/accident - care for the injured - follow the guidance 
given in the operating instructions - fight fire - switch off electricity - keep 

approaches and access routes clear - explain to the rescue services what has 
happened 

First Aid box:  

Hospital:     

Casualty doctor:     

Fire extinguisher:  

Electricity master switch:  

Gas shut-off valve:  

Mains water connection:  

Th
en

 

1. Prior to resuming activities, the person responsible for Occupational Health and Safety must 
confirm in writing that it is in order to use the systems. 

2. All accidents at work must be entered in the First Aid log. 
3. If it is not possible to resume work within 3 days, the insurance association and Trade 

Supervisory Authority must be notified. 
4. In the case of serious or fatal accidents at work: immediately notify your line manager, the 

police, the insurance association and the Occupational Health and Safety Office/ Trade 
Supervisory Authority. 

 Insurance association 
  

Occupational Health and Safety 
Office: 
 

Local police: 
 

 
Chart 11: Alarm plan 
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Why does your company need in-house First Aiders? 
 
In the case of accidents or medical emergencies, in-house First Aiders should be in a 
position to take immediate life-saving action. They administer initial medical care and 
are the first link in the rescue chain. 
 
 
How many First Aiders does your enterprise need? 
 
In Germany at least 10 per cent of employees must have been trained as First Aiders; 
in administrative and commercial enterprises the figure is 5 per cent. Training takes 
place over 8 double periods and must be repeated every two years. 
Note the training times in your Action and Deadlines Diary. 
 
 
Why is the First Aid log so important? 
 
Recording the provision of First Aid serves as evidence of an accident at work or work-
related damage to health, for insurance purposes. 
You can make the First Aid log entries electronically in a file. You must treat this data in 
the same way as employment records, retaining it for at least five years. 
You must record each and every instance of First Aid administered, no matter 
how insignificant it might appear. 
Whether or not bandages were used is irrelevant. 
You must enter the following in the First Aid log: Time, location and circumstances 
leading to the accident or damage to health, nature and extent of the injury, name of 
the insured party together with those of witnesses and persons who have administered 
First Aid. 
This ensures that evidence can be provided in connection with an insurance claim, 
should there be any long-term consequences. 
Such entries also provide important information on possible accident causes. An 
assessment of this information can be of assistance in respect of preventive measures. 
Check out your enterprise's First Aid log on a regular basis! 
 

 
   
 

 



 
 
 
 
 
 
 

 
 
   
 

 

5 

First Aid log  ................................................ 
Checked: Date/ Signature of 

person responsible:     

 
 
N
o. 

 
Name of 
injured 

person or 
person falling 

ill 

Details as to how accident or damage to health caused Nature and extent 
of injury or illness 

First Aid provision 

 
Date, time Location (business 

unit) 
How caused 

 
Name der 
Zeugen 

Date, 
time 

Location 
(business 

unit) 

How 
caused 

1 Adolf Biber 10.07.12/ 
10:17 Workshop Knife slipped when opening 

carton Karl Dachs Pierced lower left 
arm 

10.07.12/
10:18 

Pressure 
dressing, 
plaster 

Karl Dachs 

2 Erika Knauser 08.09.12/ 
09:15 Office Caught finger in cabinet 

drawers when closing Hans Meister Left middle finger 
caught 

08.09.12/
09:15 Cooled selbst 

          

          

          

          

          

Every instance of First Aid provision must be documented and retained for five years, no matter how insignificant it might appear to be! 
 
Tab. 16: First Aid log 
 



 
 
 
 
 
 
 

 
 
   
 

5 

First Aid log  ................................................ 
Checked: Date/ Signature of 

person responsible:     

 
 
N
o. 

 
Name of 
injured 

person or 
person falling 

ill 

Details as to how accident or damage to health caused Nature and extent 
of injury or illness 

First Aid provision 

 
Date, time Location (business 

unit) 
How caused 

 
Name der 
Zeugen 

Date, 
time 

Location 
(business 

unit) 

How 
caused 

          

          

          

          

          

          

          

Every instance of First Aid provision must be documented and retained for five years, no matter how insignificant it might appear to be! 
 
Tab. 16: First Aid log 
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Occupational Health and Safety require-
ments when sub-contracting to third-party 
companies, hiring out staff and procuring 
equipment and materials?

Sub-contracting
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Sub-contracting and procurement 
 
When sub-contracting work to third parties and procuring work equipment and 
hazardous materials, Occupational Health and Safety issues should form an integral 
part of the contract. 
For this reason you should append the pro formae you will find on the following pages 
to the commissioning document. 
When hiring out staff you must prescribe arrangements for the required personal 
protective equipment and medical checks. 
 

 
   
 

 



 

 
 
 

 

Appendix: Health and safety requirements when 
commissioning third parties 

 
What obligations apply when the principal sub-contracts work to third party 
companies, which then work for him? 
 
The services to be provided by your company must be performed in compliance with the 

relevant Occupational Health and Safety regulations. 

Those of your employees who will be working for our company are obliged to adhere to our 

Health and Safety regulations and to the procedural and operating instructions designed to 

ensure that work is carried out safely. 

In this regard, the person in our company who is responsible for collaboration with your 
company, namely 

coordinator Ms/Mr ……………………………………………………………  

is authorised to give instructions to your employees. 

However, this does not relieve managers in your company from their responsibility for your 
employees. 

Prior to starting work, your employees will receive training from the coordinator in respect of 
our safety standards. 

Please inform your employees of this arrangement in advance. 

 

 

……………………….  ………………………………… 

Date      
 

   

 



 
 

 
Contract Supplier 

Occupational Health and Safety Agreement – Hiring out Staff 

Is there a statutory requirement to have an Occupational Health and 
Safety agreement when hiring out staff? 

The Employee Leasing Act regulates the hiring out of staff in the course of economic 
activities. The Federal Employment Agency is responsible for granting permission to 
the provider. 

Occupational Health and Safety agreements are a statutory requirement when hiring 
out staff. As an entrepreneur, you should supplement all employee leasing contracts as 
follows. 

1. Personal protective equipment (PPE) 
In order to perform duties within the scope of this agreement, the following PPE is 
required: 

 Provided by 
     Lessor  Lessee 

1. ___________________________________________    

2. ___________________________________________    

3. ___________________________________________    
   

   

2. Occupational health care 
The following medical check-ups are required in connection with the duties: 

1. _______________  The following certification has been provided: 

2. _______________  ___________________________________________  

3. _______________  ___________________________________________  

4. _______________  The lessor will arrange the following examinations: 

5. _______________  ___________________________________________  

   ___________________________________________  

   The lessee will arrange the following examinations:  

   ___________________________________________  

 ___________________________________________ 

 

 
   
 

 



 

 

 
 

 

Occupational Health and Safety Agreement – Hiring out Staff Page 2 

 

 

3. Safety training at work location 
The lessor's personnel will receive training prior to the start of work from the person 
responsible in the lessee's company as to the specific hazards of the enterprise and 
the work location. 

4. First Aid 
First Aid equipment and facilities are provided/arranged by the lessee. 
 
5. Accidents at work 
The lessee undertakes to notify the lessor immediately if an accident at work occurs. 
Reportable accidents at work must be examined jointly by the lessor and lessee. 

This Occupational Health and Safety agreement is an integral part of the Employee 
Leasing Contract. 
 
 
dated ____________________________ 

 

 

   
Town/city, Date  Town/city, Date 

   
Company stamp, Signature lessor  Company stamp, Signature Lessee 

 

 
   
 

 



 

 
 
 
 
Health and Safety requirements in the case of 
procurement 
 
 
 
What do you have to know about procuring tools, machines, lifting 
gear and conveyor equipment? 
 
As a general rule, this type of work equipment will have a CE marking attached to it; 
German-language operating instructions must also be supplied. 
In addition, there must be a declaration of conformity, by which the importer or 
manufacturer certifies that the equipment was produced in conformity with EU standards. 
The equipment must meet safety requirements in order to ensure that the health of 
operators is not endangered. 
 
 

What do you have to know about procuring hazardous materials? 
 
Hazardous materials include (for example) chemicals, solvent-based adhesives 
and cleaning agents. The initial delivery must include a free and up-to-date 
safety data sheet in German. Where operating instructions or 
a manufacturer's risk assessment are provided, you must adapt these to the 
operating conditions. 
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Deadlines in view 
If you use this Health and Safety handbook in your enterprise, you can be sure that you will 
have satisfied all significant Health and Safety requirements. 

As an employer you always bear responsibility for Occupational Health and Safety. Skill, 
knowledge and findings enhance safety. Seek support from experts ( Chapter 3 "Persons 
responsible and positions").  
The pragmatically designed Health and Safety handbook will help you to implement your 
Health and Safety arrangements in a systematic manner. Use the action and deadlines diary 
( Chapter 6.2) to ensure you have a constant overview of Health and Safety issues in 
your enterprise.  

 

Action and Deadlines Diary for risk assessment purposes 

Business unit 
Activities/ 

work materials 

Hazard, defect 

(detected on) 

Measure 
What?  
Who? 
When? 

dealt with 
and 

reviewed 

Date, 
Signature 

    

    

    

    

    

    

    

Tab. 6: Action and Deadlines Diary 

 

You will make lots of discoveries. 

Little things and major things happen - not least in Health and Safety in your enterprise. 
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