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Occupational Safety and Health (OSH) Program of 
(SM Retail Inc. – Head Quarters) 

 
I. Complete Company Profile/ Project details 

• Company Name: _SM Retail Inc.______________________________________ 

• Date Established: _1958_____________________________________________ 

• Complete Address:      
J.W. Diokno Boulevard Corner Seaside Boulevard, Mall of Asia Complex, Barangay 
76, Pasay City_______________________________________________________  

• Phone and fax numbers: (02) 8831 8000___________________________________   

• Website URL/Email address: thesmstore.com_______________________________  

• Name of Company Owner/Manager/President: Ponciano C. Manalo______________  

• Total Number of Employees (as of 1/31/22):    _1084_  Male _466_  Female _618_ 

• Description of the business          

o Kindly check: 

o Manufacturing:  

• Service: Administrative and Support Service Activities 
  (Back office support)___________________ 

o Agri/fishing:  
o Wholesale/retail    
o Utilities   
o Banks and financial institution  
o Security Agency  
o Maintenance 
o Construction   
o Others (Please specify)  

 

• Product descriptions: SM Retail Head Quarters is the back support office such as 
accounting, recruitment and ITS. 

 

• Description of services: Provides communication and continually provide updates 
and assure proper dissemination of pertinent information.  
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Basic Components of Company OSH Program and Policy 
                              (DO 198-18, Chapter IV, Section 12) 
 

1.0 Company Commitment to  Comply with OSH Requirements 

2.0 General Safety and Health Programs 

-Safety and health Hazard Identification, Risk Assessment and Control (HIRAC) 

-Medical Surveillance for early detection and management  of occupational and 

work related diseases 

-First-aid and emergency medical services 

3.0  Promotion of Drug Free workplace, Mental health Services in the Workplace, 

Healthy lifestyle 

4.0  Prevention and Control of HIV-AIDS, Tuberculosis, Hepatitis B 

5.0  Composition and Duties of health and safety Committee 

6.0   OSH Personnel and Facilities 

7.0 Safety and Health Promotion, Training and Education 

-Orientation of all workers on OSH 

-Conduct of Risk Assessment, evaluation and Control 

-Continuing training on OSH for OSH Personnel  

-Work permit System 

8.0 Toolbox/Safety Meetings, job safety analysis 

9.0 Accident/Incident/illness Investigation, Recording and Reporting 

10.0 Personal Protective Equipment (PPE) 

11.0 Safety signages 

12.0 Dust control and management and regulation on activities  

13.0 Welfare Facilities 

14.0 Emergency and disaster preparedness and response plan to include the organization 

and creation of disaster control groups, business continuity plan, and updating the 

hazard, risk and vulnerability assessment (as required) 

15.0 Solid waste management system 

16.0 Compliance with Reportorial Government Requirement (refer to Item 9.0) 

17.0 Control and Management of Hazards (refer to Item 2-HIRAC) 

18.0 Prohibited Acts and Penalties for Violations  

19.0 Cost of Implementing Company OSH program  
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1.0  Company Commitment to Comply with OSH Policy 

 
 

SM Retail, Inc. do hereby commit to comply with the requirements of RA 11058 and DOLE 

Department Order 198-18 (its Implementing Rules and Regulations) and the applicable 

provisions of the Occupational Safety and Health Standards (OSHS).   

 

We acknowledge the company’s obligation and responsibilities to provide appropriate funds 

for implementing this OSH program including orientation and training of its employees on 

OSH, provision and dissemination of IEC materials on safety and health, provision of 

Personal Protective Equipment (PPE) when necessary and other OSH related requirements 

and activities, to ensure the protection for our workers and employees against injuries, 

illnesses  and death through safe and healthy  working conditions and environment. 

 

We commit to conduct risk assessment as required to prevent workplace accidents as well 

as comply with other provisions of this OSH program.   That we are also fully aware of the 

penalties and sanctions for OSH violations as provided for in RA 11058 and its Implementing 

Rules and Regulations.     

 

 
______________________________ 
            Jose Rommel T. Alipio  

                      Sr. Manager - FWM 
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2.0 General Safety and Health Programs  

2.1 Conduct of Risk Assessment 

ANNEX B Hazard Identification and Risk Assessment Document 

 
 

2.2 Medical Surveillance 

The company will require all employees to undergo a baseline or initial medical 

health examination prior to assigning to a potentially hazardous activity.  The 

examination will include but not limited to the following:   

a. Routine :    (✓) CBC      (✓) Chest X-ray    (✓) Urinalysis    (✓) stool exam 

b. Special:      (✓) Blood Chemistry (✓) ECG (✓) others: 

          pap smear, mammography 

c. Schedule of Annual medical examination:  (✓) Q1    (   )Q2    (   )Q3  (   )Q4 

 

d. Is random drug testing conducted?   Yes ✓ when: February 2022    No__  

 
2.3 First-Aid, Health Care Medicines and Equipment Facilities  

• How may treatment rooms/first aid rooms are existing in your company?  

2 (Building A and Building B) 

 

• How many Clinics in the workplace? 2 (Building A and Building B) 

 

• What hospital (s) are you affiliated with?  

San Juan De Dios Hospital, Adventist Medical Center Pasay 

 
3.0 And 4.0 - Health Programs for the promotion, prevention and control 

 

ANNEX C Mental Health and Wellbeing Policy 

ANNEX D HIV and AIDS 

ANNEX E Tuberculosis Policy 

ANNEX F Hepatitis B Policy 

ANNEX G COVID-19 Prevention and Control Workplace Guidelines 

 
 
5.0 Composition and Duties of Safety and Health Committee  

 
Chairperson : Luis S. Lava Jr. / VP – Workplace and Admin 
 
Secretary 

 
: 

 
Madelene Grace D. Abrajano/SM Retail Inc. OSH Officer 
Kareen M. Riño / SM Retail Inc. OSH Officer  

 
Members 

 
: 

 
Jose Rommel T. Alipio / SM Retail Inc. – FWM Sr. Manager 
Juliet G. Manipis / SM Mart Inc. – VP Human Resources 
Jeanette G. Cruz / Medical Services & RA’s – Sr. Manager 
Charles M. Tan / Customer Relations Services – Assistant VP 

 
Safety and Health Committee Minutes/Reports submitted to DOLE (pls attach latest OSH 
committee minutes/report) 
      

Yes ✓ No __  

 



Page | 5 
 

ANNEX H Latest OSH Committee Minutes of the Meeting 

6.0  OSH Personnel and Facilities    
6.1 Safety Officer 

Name of Safety Officer(s): DOLE-OSH Accreditation Number 

Madelene Grace D. Abrajano 1033-210309-N-1472 

Kareen M. Riño 1033-210816-N-1002 

 

ANNEX I Safety Officer’s DOLE-OSH Accreditation ID 

 

6.2 Emergency Occupational Health Personnel and Facilities 

List of competent emergency health personnel within the worksite duly complemented by 
adequate medical supplies, equipment and facilities based on the total number of workers.       
 

Shift/Area/unit/ 
Department  

 Total number 
of  workers/area  

Health Personnel & Facilities  

Health Personnel (First-
aider, Nurse, Physician, 

Dentist)  

Facilities (Treatment 
Room/ Clinic/ Hospital)  

Medical Services - Nurse 
  
  
  
  

1084 Employees 
  
  
  
  

Heidy R. Salazar Bayshore Clinic 

Medical Services - Nurse Asset Kristin L. Alvarez Bayshore Clinic 

Medical Services - Nurse Odessa V. Mayo Diokno Clinic  

Medical Services - Nurse Jean L. Palacol Diokno Clinic  

Medical Services - Doctor Brenda  D. Yu Bayshore / Diokno Clinic 

Medical Services - Doctor Ma. Victoria  D. Rey Hipolito Bayshore Clinic 

Medical Services - Doctor Edgar  J. Mendiola Diokno Clinic  

Medical Services - Doctor Orpha  P. Montillano Bayshore Clinic 

Medical Services - Doctor Moonyeen  D. Noble Diokno Clinic  

 
 

7.0 Safety and Health Promotion, training and education provided to workers 

--Orientation of all workers on OSH 

ANNEX J Mandatory Eight Hours Safety and Health Training 

 

-Conduct of Risk Assessment, evaluation and Control 

ANNEX B Hazard Identification and Risk Assessment 

 

-*Continuing training on OSH for OSH Personnel 

ANNEX K Training Calendar for OSH Personnel 

  

-*Work permit System  

ANNEX L Work Permit System 

 
 

8.0 Conduct of Tool Box Meetings/ Safety Meetings if applicable 
 

Conduct of Safety Meetings/Tool Box Meetings Date 

OSH Committee Meeting July 27, 2022 
February 24, 2022 
March 24, 2022 
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9.0  

10.0 Accident/Incident/Injury investigation recording and reporting  

ANNEX M AEDR & AMR  

 
 

11.0 Provision and use of PPE  

Php 500,000.00 annual estimated amount for OSH program implementation to 
include but not limited to the following: orientation/training of workers, safety officer, 
OH personnel, purchase and maintenance of PPE, first aid medicine and other 
medical supplies, safety signages and devices, fire safety equipment/tools, safety of 
equipment (i.e machine guards,) etc.  
 

DESCRIPTION QTY UNIT 
UNIT 
COST 

COST USED EXCESS 

Personal Protective Equipment 

(PPE) 
10 set 

       

5,000.00  

         

50,000.00  
60,300.00 -10,300.00 

Additional Fire Protection System 28 pcs 
       

6,000.00  
       

168,000.00  
0.00 168,000.00 

Safety strobelight with siren 105 pc 
       

8,000.00  
       

840,000.00  
0.00 840,000.00 

Work Environment Measurement 
(WEM) 

2 sets 
   

600,000.00  
   

1,200,000.00  
60,397.00 1,139,603.00 

Signs, fire extinguisher 350 pc 
       

1,500.00  
       

525,000.00  
350,000.00 175,000.00 

Evacuation map 350 pc 
       

2,000.00  
       

700,000.00  
0.00 700,000.00 

Lock-out Tag Out Station 1 unit 
     

85,000.00  
         

85,000.00  
0.00 85,000.00 

Signs, fire exits 30 pc 
       

1,500.00  
         

45,000.00  
0.00 45,000.00 

    

   
3,613,000.00  470,697.00 3,142,303.00  

 
12.0 Safety Signage 

The safety signages include warning to workers and employees and the public about 
the hazards within the workplace. These signages were installed to different strategic 
areas where it provides specific information to hazards and risk 
 

Type of Safety Signage: 
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12.0  Dust control and management and regulation on activities  

 

Housekeeping team was dedicated to maintain cleanliness of the property at all times. 
The coverage of their operations for the whole property is 24 hrs. a day, 7 days a 
week. 
 
The provision of air purifiers all throughout the property is required not only to control 
the dust from the offices but also manage to reduce the viruses and bacteria in air- 
utilizing HEPA filter type of air purifier. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
13.0 Workers Facilities Provided: 

FACILITIES PROVIDED? REMARKS 
YES NO  

a. Adequate supply of drinking water ✓   
b. Adequate sanitary and washing 

facilities 
✓   

c. Suitable living accommodation (if 
applicable) 

  Not Applicable 

d. Separate sanitary, washing and 
sleeping facilities (if applicable) 

  Not Applicable 

e. Lactation station (in consonance 
with DOLE D.O. 143-15) 

✓   

f. Ramps, railings, and the like ✓   

g. Other workers’ welfare facilities as 
prescribed by OSHS and other 
related issuances 

✓   

 
 

14.0 Emergency and Disaster Preparedness: 

14.1 Written Emergency and Disaster Program     Yes ✓  No __ 

14.2 Types and number of Drills conducted 

Type of Drills (fire, 
earthquake) 

Date Responsible 
person/position 
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Earthquake Drill (most 
recent) 

March 10, 2022 Kareen M. Rino 

Q4 2020 Earthquake Drill 
(NSED) 

Nov. 27, 2020 Kareen Rino 

Q1 2021 Earthquake Drill 
& Firefighting Demo 

March 11,2021 Kareen Rino 

Q2 2021 Earthquake Drill June 10, 2021 Kareen Rino 

 
15.0 Solid Waste Management System 

Written Pollution Control Program: Yes: ✓ No: __ 

 
Name of Pollution Control Officer: Madelene Grace D. Abrajano 

 
 
16.0Compliance with Reportorial Government  Requirements  (refer to item 9.0) 
 

ANNEX M AEDR & AMR  

 

17.0 Control and management of hazards. 

ANNEX B Hazard Identification and Risk Assessment 

 
 

18.0 Prohibited Acts and Penalties/sanctions for violations on OSH  

OFFENSES 

PENALTY 

1st 2nd 3rd 4th 5th 6th 

1. Creating or 
contributing to 
unsanitary condition 
or violating rules on 
health and 
sanitation 

Warning of 
suspension 

Minimum of 
6 days 
suspension 

Warning of 
separation 
with 
minimum 12 
days 
suspension 

Separation 

  

2. Failure to report 
to Company 
authority the fact of 
his contagious 
illness/disease 

Minimum of 
6 days 
suspension 

Warning of 
separation 
with 
minimum 12 
days 
suspension 

Separation  

  

3. Failure to follow 
safety rules and 
regulations 

Warning of 
separation 
with 
minimum 12 
days 
suspension 

Separation   

  

4. Failure to 
undergo 
rehabilitation or to 
submit to a required 
medical check-up / 
laboratory tests or 
for confirmation / 

Warning of 
separation 
with 
minimum 12 
days 
suspension 

Separation   
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OFFENSES 

PENALTY 

1st 2nd 3rd 4th 5th 6th 

verification of any 
claim of illness 

5. Presentation of 
forged, false, altered 
or falsified medical 
certificate to show 
good health or as 
justification for 
absence(s) 

Warning of 
separation 
with 
minimum 12 
days 
suspension 

Separation   

  

Reference: Employee Handbook page 25 
 

19.0 Cost of implementing  company OSH program  
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ANNEX A: 
 

WORKPLACE POLICY AND PROGRAM ON PROMOTING WORKERS HEALTH AND 
ENSURING PREVENTION AND CONTROL OF HEALTH-RELATED ISSUES AND 

ILLNESS  
 

SM Retail Inc. is committed to promote and ensure a healthy and safe working 
environment through its various health programs for its employees. We shall conform to the 
all issuances and laws that guarantee workers health and safety at all times.  

 
The company shall ensure that worker’s health is maintained through the following 

company programs and activities: 
a) Orientation and education of employees  
b) Access to reliable information on illness and hazards at work  
c) Referral to medical experts for diagnosis and management of illness or health-

related concerns 
d) Provide health-related programs such proper nutrition and exercise activities are 

made available to the workers 
 
The above-mentioned programs shall comply with the Government’s issuances on 
promoting healthy lifestyle, addressing mental health in the workplace and preventing 
and controlling substance abuse. 

 
In addition, company policies to protect workers’ rights arising from illness shall be 
guaranteed. The company shall promote the following workers’ rights: 

a) Confidentiality of information 
b) Non-discrimination including non-termination  
c) Work accommodation following a course of illness 
d) Assistance to compensation 

 
 

 
This policy is formulated for everybody’s information. The company is committed to 

ensuring workers’ health and providing a healthy and safe workplace.  
 
 
Prepared by: 
 
 
Madelene Grace D. Abrajano     Kareen M. Riño 
OSH officer/Supervisor 3     OSH officer/Supervisor 3 
 
 
 
Noted by: 
 
 
Jose Rommel T. Alipio     
Sr. Manager - FWM      
 
 
 
DATE: ______________                

 
 
 

mda6474
Typewritten Text
3/21/2022

mda6474
Typewritten Text
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ANNEX B: Hazard Identification and Risk Assessment Document 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Likelihood

Descriptor Level

Rare Level 1

Unlikely Level 2

Possible Level 3

Likely Level 4

Almost Certain Level 5

Consequence

Descriptor Level

Insignificant Level 1

Minor/Slight Level 2

Moderate Level 3

Major/high Level 4

Catastrophic/ Very 

High

Level 5

Risk Matrix

Insignificant (1) Minor (2) Moderate (3) Major (4) Severe (5)

Almost Certain (5) HIGH HIGH EXTREME EXTREME EXTREME

Likely (4) MEDIUM HIGH HIGH HIGH EXTREME

Possible (3) MEDIUM MEDIUM HIGH HIGH EXTREME

Unlikely (2) LOW MEDIUM MEDIUM HIGH HIGH

Rare (1) LOW LOW MEDIUM MEDIUM HIGH

Key

Extreme:

High:

Medium:

Low:

Risk Controls

Elimination

Substitution

Engineering

Administrative

Personal Protective 

Equipment (PPE)

Implementing PPE to prevent physical contact between a person and a hazard e.g. Correct footwear, gloves 

etc.

Death, serious environmental effect, huge financial loss

Likelihood Consequence

Notify Facilities and Workplace Management immediately. Stop Action/task/process immediately. 

Corrective actions should be taken immediately.

Notify Facilities and Workplace Management immediately.

Corrective actions should be taken within 48 hours of notification

Notify Facilities and Workplace Management.

Nominated employee, OSH Representative / OSH Committee is to follow up that corrective action is taken 

within 7 days.

Notify Nominated employee, HSR / OSH Committee.

Nominated employee, HSR / OSH Committee is to follow up that corrective action is taken within a reasonable 

time.

Completely remove the hazard e.g. removal of hazardous substance from the workplace.

Change a work practice, substance or piece of equipment to provide a safer environment e.g. substitute old 

office chairs to ergonomic chairs to reduce the risk of ergonomic injuries.

Modify the design of the workplace or plant and/or environmental conditions e.g. the use of a fume extraction 

system to remove fumes generated by hazardous substance use in labs.

Developing procedures and systems to control the interaction between people and hazards e.g. reducing the 

amount of time of exposure to noise by requiring people to be remote from equipment during operation, 

providing manual handling training to persons so they are better able to identify/report/control/avoid hazards in 

the workplace.

Extensive injuries, loss of operational capability, environmental release with 

detrimental effects, major financial loss

Definition

The event may occur only in exceptional circumstances /once per 10 years

The event could occur at some time / once per 5 year

The event might occur at some time/Once 2 year

The event will probably occur in most circumstances/More

than once per yeaThe event is expected to occur in most circumstances

Definition

No injuries, low financial loss

First aid treatment, on-site release immediately contained, medium financial 

Medical treatment required, environmental release contained with outside 

assistance, high financial loss
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Hazard Identification, Risk Assessment and Control Registry  

N
o. 

Signific
ant 

Hazard 

Immed
iate 

Hazard 
Effect 

Impact 
Dept. 
(Risk 

Owner) 
Location 

Inherent 
Risk 

Existing Controls 
Residual 

Risk 
Additional Controls 

L S 
Rat
ing 

Elimin
ation 

Substi
tution 

Engine
ering 

Administ
ration 

PPE 
Li
k
e 

S
e
v 

Rat
ing 

E S Eng Adm PPE 

H
-
0
1 

Accumu
lation of 
Combus

tible 
Materia

ls 
(Papers, 
Wastes, 
Clothing

/ 
Apparel

s, 
Various 
Mercha
ndising 
Items, 
Mall 

Paraphe
rnalias 

etc) 

Fire 

Employees/c
ontractors 
may suffer 
serious or 

fatal injuries 
due to fire 

 
Property/eq

uipment  
damage 

Shared 
Services 
(accoun

ting), 
Payroll, 
Finance, 
Mercha
ndising, 
Buying 

and 
Admin 
(Residu

al 
Wastes) 

Storage/
Archive 
Rooms 

of 
Docume

nts/ 
Files, 

Mercha
ndise 
Items, 

Garbage 
Rooms 

3 5 E 

Reduc
e the 
amou
nt of 

paper 
use in 

the 
proce

ss. 
(5S+2 
Policy 
Progr
am) 

Shift 
to 

paperl
ess or 
online 
transa
ction 

Provisi
on of 
fire 

detecti
on and 
alarm 

system
s 

Provision 
of a fire 
safety 

manage
ment 

system 
(5S Audit 
Inspectio

ns and 
report of 

non-
complian

ce) 

  

2 5 S 

    

Yearly 
mainte
nance 

of 
FDAS 

to 
increas

e 
effecti

ve 
monito
ring of 
storag
e areas 

Additional 
fire 

extinguishe
rs 

Purch
ase 
of 

smok
e 

hood 

    

Provisi
on of 

smoke 
control 
system

s/ 
smoke 
extract

ion 
system 

Portable 
fire 

extinguis
hers 

      

Increas
e 

covera
ge of 
FDAS 

Intensify 
awareness 
training on 

fire 
prevention 
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Provisi
on of 

emerg
ency 

lighting 

Emergen
cy 

response 
and 

evacuati
on plan 

        

Conduct 
trainings/si
mulations 

for 
Emergency 
Response 

Team 

  

    

Autom
atic 
fire 

sprinkl
ers 

Intensify 
emergen

cy 
response 
training 

            

    

Provisi
on of 
fixed 

escape 
routes, 

and 
fire 

exits 

Identified 
fire 

hazard 
area and 
strategie

s 

            

      
Fire exits 
signage 

            

H
-
0
1 

Uncoor
dinated 
contrac

tor 
works 

(hotwor
ks), 

Defectiv
e 

equipm
ent 

Fire/ 
Explosi

on 

Employees/c
ontractors 
may suffer 
serious or 

fatal injuries 
due to fire 

 
Property/eq

uipment  
damage 

Facility 
Manage

ment 

Areas 
under 

construc
tion 

3 5 E 

Reduc
e 

hotwo
rk 

activit
ies at 
site. 

  

Provisi
on of 
fire 

detecti
on and 
alarm 

system
s 

Impleme
ntation 

of Permit 
to Work 
System 
(PTW) 

  

2 5 S 

    

Additi
onal 

emerg
ency 
lights 

Robust 
implement

ation of 
Permit to 

Work 
System 

(Hotworks 
etc) 

  

    

Provisi
on of 

smoke 
control 
system

s/ 

Emergen
cy 

response 
and 

evacuati
on plan 

        

Intensify 
awareness 
training on 

fire 
prevention 
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smoke 
extract

ion 
system 

    

Provisi
on of 

emerg
ency 

lighting 

Training 
for 

emergen
cy 

response 
for 

highrise 
building 

        

Conduct 
trainings/si
mulations 

for 
Emergency 
Response 

Team 

  

    

Autom
atic 
fire 

sprinkl
ers 

Identified 
fire 

hazard 
area and 
strategie

s 

            

    

Provisi
on of 
fixed 

escape 
routes, 

and 
fire 

exits 

              

H
-
0
1 

Unatten
ded 

cooking
, gas 
leak,  

Fire/ 
Explosi

on 

Employees/c
ontractors 
may suffer 
serious or 

fatal injuries 
due to fire 

 
Property/eq

uipment  
damage 

Kitchen 
Staff 

Kitchen 
Areas 

3 5 E 

    

Provisi
on of 
fire 

detecti
on and 
alarm 

system
s 

Intensify 
kitchen 
safety 

awarenes
s training 

  

2 5 S 

    

Provisi
on of 
gas 
leak 

detect
or 

equip
ment 

Additional 
fire 

extinguishe
rs (Type K) 

  

    
Provisi
on of 

Provision 
of 

        
Additional 
exit signs 
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ansul 
fire 

suppre
ssion 

portable 
fire 

extinguis
hers 

(Type K) 

    

Emerg
ency 
LPG 
shut 
off 

Emergen
cy 

response 
and 

evacuati
on plan 

        
Increase 

coverage of 
FDAS 

  

    

Provisi
on of 
fixed 

escape 
routes 

and 
fire 

exits 

          
Identify 

additional 
exits 

  

                
Identify 

LPG shut 
off 

  

                    

H
-
0
2 

Exposur
e to 

Electric
al 

Hazards 
(220 

volts) - 

Fire/ 
Explosi

on 

Employees/c
ontractor 
could suffer 
serious or 
fatal injuries 
as result of 
electric 
shock or 
electrocutio

Facility 
Manage

ment 

Electrica
l Rooms, 

Office 
Equipme

nt, etc 

3 5 E     

Installe
d 

circuit 
breake

rs to 
main 

panels 

Electrical 
signage 
posted 

  2 5 S     

Installi
ng 

residu
al 

curren
t 

device
s or 
GFCI 

Robust 
PTW 

System (HV 
isolation  

and 
maintenan
ce, LOTO) 
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n during the 
use of 
electrical 
equipment 
or touching 
live system;  
 
Fire may 
occur due to 
electrical 
short 
circuits or 
faulty 
appliances;  
 
Electrical 
wirings did 
not meet 
the safety 
standards; 
 
Arc flashes 
events may 
occur  

    

The 
thickne

ss of 
an 

extensi
on 

cord is 
at least 

as 
thick 

as the 
cord 

for the 
electric
al tool  

Reportin
g of 

electrical 
hazards 
noticed 

by 
personne

l to the 
Facility 

Manage
ment 
(FM) 

      

Groun
ding of 
electri

cal 
system
s and 
tools 

Electrical 
Safety 

Training for 
non-

specialist/t
echnical 

personnel 

  

    

Mainte
nance 
to be 

undert
aken 

only on 
de-

energiz
ed 

equip
ment. 

Authoriz
ed FM 

Electricia
ns and 

Technicia
ns 

      

De-
energi
ze the 
electri

cal 
system 
prior 

to 
doing 
electri

cal 
work. 

Electrical 
inspection 
program of 

all 
electrical 

equipment 
and 

appliance 

  

      

Testing 
and 

commissi
oning of 
electrical 
equipme
nt prior 
to use 

      

Use 
lockou
t/tag 
out 
and 

Isolati
on 

system 

Validate 
electrical 
layout, as 
built plans 
for conduit 
run under 

the floor or 
floor 

embedded 
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electrical 
activities 

      

Workplac
e 

Inspectio
ns- 

electrical 
hazards 

captured 
and 

reported 
to FM or 
authorize

d 
electricia
ns for the 
rectificati

on 

        

Contractor 
to provide 

risk 
assessment 

and work 
methodolo

gy 

  

      

Work 
Method 

Statemen
t 

        

Risk 
assessment 
done prior 
to start of 

work 

  

      

Electrical 
appliance 
supplied 
had CE 

markings
, PNS 

stamped 
and 

conform

        

Electrical 
inspection 
program 

for all 
electrical 

equipment 
onsite 

(Quarterly). 
Portable 
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ed to 
standard

s 

Appliance 
Inspection 

and Testing 
conducted 
regularly 
(Yearly) 

                

Establish 
and adhere 

to 
consistent 
procedures 
for working 

around 
electricity. 

  

                

High risk 
activities 

not 
undertaken 

alone 

  

                

Keep all 
equipment 

in good 
working 

order 
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Adequate 
informatio
n, training, 
instruction 

and 
supervision 

must be 
given to 

workers/e
mployees. 

(i.e. 
induction 
training, 

supervisor 
and 

manageme
nt training, 

work-
specific 
training, 
electrical 
first aid 
training, 
electrical  

emergency 
procedure 
training, 
electrical 

rescue and 
resuscitatio
n training 
for safety 
observers) 

  

                
Equipment 

visually 
inspected 

  



Page | 22 
 

prior to use 
daily, every 

week. 

                

Ensure that 
equipment 

are 
installed 

and 
operated in 
compliance 

with 
applicable 
requireme

nts 

  

                

Safe 
Operating 

Procedures 
documente

d and 
posted for 
plant and 

equipment. 

  

H
-
0
2 

Exposur
e to 

Electric
al 

Hazards 
(Mediu
m and 
High 

Voltage
) 

Fire/ 
Explosi

on 

Arc Flash 
Incidents 
that may 
result to 
explosion 
and release 
of current 

Facility 
Manage

ment 

EE 
Rooms, 
Meralco 

Room 

3 5 E     

Electric
al 

Rooms 
are 

enclos
ed and 
locked 

    1 5 H     

Install 
protec

tion 
from 
direct 

or 
indirec

t 
contac
t with 
electri

c 
curren
t (i.e. 

High-
voltage 
training 

refresher 
training 

with rescue 
operations 

Arc 
flash 
prote
ction 
PPEs 
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insulati
on 

system
, mats, 

etc.) 

    

Author
ized 

person
nel 

allowe
d LOTO 
imple
mente

d 

          
Arc flash 

protection 
study 

  

                
Establish 
exclusion 

zones 
  

                

Safety 
Equipment 

(High 
Voltage 

PPE, mats, 
etc.) 

  

                

Procedure 
for 

Isolation, 
and PMs  

  

                
Label 

Requireme
nts 
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H
-
0
3 

Loose 
carpet, 
cables, 
poor 
slip 

resistan
ce of 
stairs 
and 

kitchen 
areas 

Slips 
and 
trips 

Abrasions, 
fracture and 

severe 
head/back 

injury 

Facility 
Manage

ment 

Stairs, 
Kitchen 
Areas, 
Offices 

3 2 M 

    

Floor 
built to 

anti-
slip 

design 

Good 
housekee

ping – 
goods 
stored 

suitably, 
work 
areas 

kept tidy, 
floor 

maintena
nce are 
upmost 
priority 

  

2 2 M 

    

Floor 
built to 

anti-
slip 

design 

Employees 
Training 

Choo
se 

foot
wear 
that 

is 
resist
ant 

to oil, 
chem
icals, 
and 

heat. 

      

Houseke
eping 

(ensuring 
waste 

and spills 
are 

promptly 
cleaned 

up) 

Kitche
n staff 
footw

ear 
are in 
accord
ance 

to 
anti-
slip 

requir
ement 

      

Review 
working 

practices to 
reduce risk 

of water 
and oil 
spillage 

onto floor  

  

      

Installati
on of 
safety 

signs to 
slippery 

areas 
‘’Caution 
Slippery 

floor” 

        

Review 
working 

practices to 
reduce risk 

of water 
and oil 
spillage 

onto floor  
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H
-
0
4 

Unstabl
e 

platfor
m, 

defectiv
e ladder 

or 
defectiv
e lifting 
equipm

ent 

Fall 
from 

height  

Result to 
serious 
physical 

injury 

Facility 
Manage

ment 

All 
working 

at 
heights 
beyond 
6 feet 

3 4 H 

      

MEWPs 
(mobile 
elevated 

work 
platform) 
operator

s are 
trained 

and 
authorize

d 

Mand
atory 

wearin
g of 
full 

body 
harnes

s 

1 4 M 

    

Gondo
la for 
windo

ws 
cleane

r 

Scaffolding 
availability 

Wear 
stand

ard  
PPE 

      

MEWPs 
operatio
n are in 

accordan
ce to 
OEM 

        
Competenc

y of 
scaffolders 

  

      

Risk 
Assessme
nt/JHAs 

and 
PTWs 

impleme
nted 

        

Restrict 
access by 

unauthoriz
ed worker 
to EWPs. 

  

      

Inspectio
n 

program 
for 

ladders/s
caffold 

and 
other 

work at 
heights 

equipme
nt 

        

Proposed 
proper 

illuminatio
n in the 

work area. 
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Inspectio
n 

program 
of 

MEWPs 
and 

other 
work at 
heights 

equipme
nt 

        

Risk 
Assessmen
t and PTW 

system 
implement

ation 

  

                
Planning 

and 
Supervision 

  

                

Avoidance 
of work 
during 

adverse 
weather 

  

                

Emergency 
Rescue 
Plans or 

emergency 
procedures 
are in place 
in case of a 

fall 

  

                

Inspection 
Requireme

nts for 
work at 
heights 

equipment 
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Glass/wind
ow 

cleaners 
are trained, 
competent 

and 
certified 

conforming 
to 

ANSI/IWCA 
I-14 Safety 
Standard 

or any 
relevant 

standards 

  

                

Fragile 
surfaces 

are 
properly 

controlled 
(e.g. 

skylights 
properly 
covered) 

  

                

Certificatio
n of all 

lifting and 
work at 
heights 

equipment 
from the 

third party 

  

                

Trained 
and 

competent 
personnel 
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for working 
at height 

                

Identificati
on of 

anchor 
points and 
installation 

  

H
-
0
5 

Storage, 
use and 
handlin

g of 
chemica

ls 

Chemic
al Burn 
Injury 

Fire, 
explosion, 
poisoning, 
chemical 

burns, 
serious 
physical 

injury and 
damage to 
property 

Facility  
Manage

ment 

Chemica
l Room 

3 3 H 

  

Replac
e 

hazard
ous 

chemi
cal 

with 
less 

potent 
chemi

cal 

Provisi
on of 

restrict
ed 

access 
to 

chemic
al 

storag
e 

Chemical  
Safety 

Training 
to users 

Wear 
appro
priate 
PPE 

2 3 M 

    

Chemi
cals 

kept in 
the 

origina
l 

contai
ner 

Available 
portable 

fire 
extinguishe

rs 

  

    

Exhaus
t 

ventila
tion 

Chemical
s kept in 

the 
original 

container
s 

Safety 
showe
r and 

eyewa
sh 

built in 
accord
ance 

to 
standa

rds 
(ANSI) 

    

Exhaus
t 

ventila
tion 

takes 
fumes 
away 
from 
the 

operat
or 

Safety 
signage, 

NO 
SMOKING, 

are 
installed 

and readily 
to be seen 

  

              

Spill/D
rip 

trays 
are 

SDS 
register is 

maintained 
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fitted 
at the 
decati

ng 
points 

              

Danger
ous 

goods 
are 

bunde
d 

Chemicals 
should be 
kept in the 

original 
container 

and should 
be clearly 
available 

  

                

Chemical 
label 

follows the 
GHS new 

classificatio
n of 

chemical 
labelling 

  

                

Re-training 
on 

chemical 
handling 

every year 

  

                
Separation 
of acid and 

base 
  

                

Dangerous 
goods are 
assigned 
based on 

its 
classificatio

n 
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Auto 
shutoff 
taps in 

place for 
decating 

operations 

  

                

Decanting 
is done by 

trained and 
authorised 
personnel 

  

                

Chemicals 
are 

transporte
d in 

suitable 
baskets or 
wire racks 

  

                

Chemicals 
transporte

d in 
delivered 
packages 
compliant 

with 
Dangerous 

Goods 
code 

transport 
package 

requireme
nts 
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Appropriat
e personal 
protective 
equipment 
(e.g gloves, 

goggles 
etc) 

provided 
and worn 

as 
identified 
in the Risk 
Assessmen
ts, SOPs or 

OEMs 

  

                

Implement
ation of the 

GHS 
classificatio

n and 
labelling 
system 

  

                

Segregatio
n and 

separation 
of 

chemicals 

  

                

Segregatio
n and 

separation 
of 

chemicals 

  

                

ERT must 
be trained 

for 
chemical 
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response 
(HAZMAT) 

                    

                    

                    

                    

H
-
0
6 

Gas 
Leak 
(LPG) 

LPG 
leak 
that 
may 

result 
to 

BLEVE, 
gas 

cloud 
formati

on.  
 

High 
concen
tration 

of 
exposu
re may 
cause 

fainting
, 

irritatio
n, 

headac
he and 
even 
death 

Fire and 
explosion 

Facility  
Manage

ment 

LPG 
Line, 
LPG 
Tank 
farm, 

Kitchen 

3 5 E 

      

Leak 
testing 
done 
once 

every qtr 
by 

contracto
r 

  

2 5 S 

    

Gas 
detecti
on in 
place 

in 
every 
riser 

Stored in 
adequate 
location 
where in 
vessels or 
cylinders 

are suitably 
positioned 

  

    

ASME 
built 
LPG 

tanks 

Conduct 
of Fire 
safety 

assessme
nt 

      

Fitted 
with 

monito
ring 

control 
device

s 
operat
ed by 

compe
tent 

person
s 

LPG 
supplier 

will provide 
the 

necessary 
Gas 

training 

  

    

Piping 
design 
meets 

the 
ASME 
standa

Standby 
authorize

d LPG 
Technicia

n to 
assist 

      

Pipew
ork 

integri
ty 

system 

Installation
s must 
have 

security 
measures 
to prevent 
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rds operatio
ns 

unwanted 
access 

    

Kitche
n hood 
meets 

the 
design 

LPG 
safety 

and gas 
testing 
training 

by 
contracto
r prior to 
acceptan

ce 

      

FDAS 
and 

suppre
ssions 
system 
to tank 

farm 

Commissio
ning and 
testing of 
LPG farm 

  

              

Final 
connec
tion to 
applia
nces 
must 

be 
rigid 

Kitchen 
staff are 

trained in 
LPG safety 

  

              

Ventila
tions 
must 

be 
presen

t 

Appliances 
must bear 

the mark of 
CE or BSP 

  

              

Isolati
on 

points 
for 
LPG 
lines 

Kitchen 
staff are 

trained in 
LPG safety 
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Kitche
n 

applia
nce 

must 
have a 
separa

te 
means 

of 
isolatio

n for 
servici

ng 

Appliances 
must bear 

the mark of 
CE or BSP 

  

              

Kitche
n 

applia
nce 

must 
have a 
separa

te 
means 

of 
isolatio

n for 
servici

ng 

Implement 
Fire 

Protection 
Impairmen

t System 

  

                
Training for 
Authorised 
Gas tester 
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H
-
0
7 

Food   

Slips and 
trips 
Manual 
handling 
Contact with 
steam, hot 
water, hot 
oil and hot 
surfaces 
Knives 
Food 
handling 
Contact with 
bleach and 
other 
cleaning and 
washing 
chemicals 

Food 
and 

Beverag
e 

Kitchen, 
Storage 
room 

3 2 M 

    

Good 
lighting 

in all 
areas 

Supplied 
food is 
clean 

  

2 2 M 

          

      

proper 
maintena

nce of 
preparati
on areas 

            

      
proper 
wash 
areas 

            

      

separatio
n of food 

and 
waste 

            

      
clean 
dining 
areas 

            

      

staff are 
trained in 

food 
handling 

            

      
sealed 
foods 

            

      

kitchen 
equipme

nt 
maintain

ed to 
prevent 
leakage 

            

      

staff 
trained in 
manual 

handling/
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lifting 

      

staff 
trained in 
handling 
cooking 

oils 

            

                    

        

staff 
to 

wear 
prescri

bed 
ppe 

          

                    

                    

H
-
0
8 

Storage, 
use and 
handlin

g of 
other 

flamma
ble 

materia
ls 

Fire 
and 

explosi
on; 

serious 
physica
l injury 

or 
fatality 

Fire and 
explosion; 

serious 
physical 
injury or 
fatality 

Facility 
Manage

ment 

Kitchen, 
LPG 
Tank 
Farm 

3 5 E 

    
Fire 

alarm 
system 

Risk 
assessme

nt on 
storage 
areas 

  

1 5 S 

          

    

sprinkl
er 

system 
on 

storag
e and 
wareh
ouse 
area 

Do not 
burn 

items for 
disposal 

            

      

Emergen
cy 

response 
equipme
nt readily 
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available 

      

Separate 
the 

combutib
le and 

non 
combusti

ble 
materias 

            

      

Identify 
hazardou

s 
materials 

for 
separatio

n 
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ANNEX C: Mental Health and Wellbeing Policy 
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ANNEX D: HIV and AIDS 
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ANNEX E: HIV and AIDS 
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Page | 47 
 

ANNEX F: Hepatitis B Policy 
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ANNEX G: COVID-19 Prevention and Control Workplace Guidelines 
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ANNEX H: Latest OSH Committee Meeting 
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ANNEX I: Safety Officer’s DOLE OSH Accreditation  
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ANNEX J: Mandatory Eight Hours Safety and Health Training 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Link for the training: 
http://smstore-
elearning.smretail.intranet/login/ma
ster/smri/module/Core/OSHO/index
.php?id=261  
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ANNEX K: Training Calendar for OSH Personnel 
 
 

Quarter Training 

Q1’2022 
• LLDA PCO Training – Done 

• EMB Waste Management – Done 

Q2’2022 • Seminar On The Safe Use Of Chemicals At Work – for registration 

• 40-Hour Fundamentals Of Industrial Hygiene – for registration 

Q3’2022 • Work Environment Measurement Training – for registration 

• Industrial Ventilation Training – for registration 

Q4’2022 • 40-Hour Fundamentals Of Industrial Hygiene – for registration 
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ANNEX L: Work Permit System 
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ANNEX M: AEDR & AMR 
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