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1. Guide Information

If you have any difficulties completing the application form, contact our Awards Helpdesk on
+94 11 2 585 425 / +94 11 2 598 672/+94 11 2 556 577

Each application form covers one site or business unit. If you wish to enter several sites or
business units, please complete a separate application form for each one. Submission of your
application indicates your acceptance of the terms as detailed in the accompanying National
Occupational Safety and Health Excellence Awards Brochure 2018.

2. How to obtain application

Applications are available on “www.niosh.gov.lk“ from 25th January 2018 onwards till 15th
March 2018 and at NIOSH office, No 97, Jawatta Road, Colombo 5

3. About the application

The application comprises of three sections (Section A, Section B and Section C).

Section A — Profile and key information of the competing business unit - Please fill the blanks
provided and cut any non-relevant words (eg: in Category). For industrial sector, please tick
only ONE most relevent sector. For the questions requested evidences, please provide
evidences referring to the correct question number.

Section B — Consists of 8 blocks of Occupational Safety and Health Management System - Please
write short answers in the blanks provided and attach evidences referring to the correct
guestion number.

Section C — Consists of 6 special questions that takes you to the next level of occupational
safety and health management system.

4. Application submission
Applications need to be submitted in printed version.

e All documents must be in A4 size.

e Need to print on one side only.

e A copy of award application must be attached at the beginning, with answers filling in
the blanks.

e Cut any non-relevant words in questions: Eg: Yes/Ne
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e Attach required number of A4 papers as evidences for answers in section B and C of

your application with referring to relevant question numbers.

e All reference documents need to list down, based on following sample table before each

block of the application.

Example- Before Block no 1 -

B-1.0 Management Commitment and Line Accountability

Question
No

Attachment list

Availability of

proof

Reference No

B.1.11

for safety management

Qualifications of person responsible

Yes

B.1.11

B.1.2.1

Safety and Health Policy

Yes

B.12.1

B.1.2.2

Safety and Health Policy
Communication methodologies

B.1.2.2

e Please mention the reference number on the right top corner of each reference
document.

Example:

B.l.ll

ABC Company 7 ¢
WORK HEALTH AND SAFETY POLICY

O Goals
This pailcy:
= shows the commiiment of ABC Company's management and Workers to heaitn and safety

® 3 10 FEMOVE 07 F20UCs I NIEKS [0 e NEN, S3Tety 30 WeTare of 3l Worars,
CONT3C0E 300 VISTIFE, aNd anYoNE else WD M3y b2 JMecten by OUF DUSINSES Operations

= @ims to ensure all work actities are done sately.
Responsibilities
O Management:
Will provide and maintain 3s far 35 possibe:

«  asafe working environment

« sate systems of wark

= piant ana substances i safe condtion

« facliities far the welfare of workers

= Infomation, Instruction, training and supenvision tat i re3sonably Necessary to ensure
that ach worker is Safe from Injury 3ng risks to heath

* & commitment to consult and co-operate with warkers In all matiers relatng to neatn and
safety N the warkplace
= acommitment to continually IMprowe our performancs thraugh affective safety
management.
O  Workers:
Each worker Nas an obigation to:
= compéy with safe work practices. with te Intent of avoiding Injury to themseives and
others and damage to plant and equipment
» fake reasonable care of the health and safety of themselves and others
= WEar personal proteciive equUIpMEnt and cloting WNETE NECEssary
= compiy with any dir=ction given by management for heatn and safety
= not misuse or Intarfare with anything provided for health and safety
= DOM 3l accitents and INcigents on 2 job IMmediatel, No Matisr Now Iviai
= report all Known or observed hazands 1o thelr SUPENVISOr of manager.

Application of this policy

We 5=k the co-operation of all workers, CUStomers and otner persans. We ncourags suggestons
for realising our health and safsty objectives to create a safe working snvironment with a zsro
aosident rate. This polley apples to 3l business cperations and functions, Including those stuations
where workers are required to work off-site

Pollcy authorised by: Dats:

Fig. 1

Reference
Number
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e Submit the application with relevant attachments as a binding document. Order of the
additional papers (Evidences in Section B) should follow the correct sequence location
before binding. Include the question number on top right corner of each page. (refer Fig.
1)

5. General support for submission

5.1 Clarity

Adequate clear information must be provided. Remember that judges do not know the details
and background for your organization.

5.2 Completeness

e All relevant supportive evidences must be sent with the entry as it will not be possible to
supply extra information later to achieve a higher grade.
e Reference to items submitted with previous entries will not be accepted as these are
not retained.
e Hyperlinks to website pages are NOT permitted.
¢ Include full details of all;
o Fatal and major injuries (including those resulting from work related road
accidents)
o Notifiable occupational diseases
o Enforcement action (including any pending)
o Any other serious matters which are under investigation

5.3 Organizations submitting multiple entries
Entries submitted by several sites/branches from the same organization must include unique

evidence of local implementation of the corporate policies. Independent applications should be
submitted representing each site/branch for NOSHE awards 2018.

5.4 Accident Data and Enforcement History

5.4.1 Fatalities and serious incidents

Entries declaring a fatality or other serious incident are not automatically disqualified as
National OSH Excellence awards recognizes that such events may still occur even where an
organization has done all in its power to prevent them.
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If not disclosing of the serious incidents (Fatalities/LTls), will lead to
disqualification of application.

5.4.2 Injuries/incidents/diseases history

For each definition, refer Factory Ordinance chapter 4, No 45 of 1942

5.5 Declaration and counter signatures

All entries must include following signatures and seals:

e Signature 1: Person responsible for OSH (whether in-house or external)

e Signature 2: Managing Director or equivalent (whole organization entries) or most senior
management representative (site level entries)

5.5.1 Missing signatures and seal
e A written explanation with proof must be provided for any missing signatures
* NIOSH reserves the right to disqualify entries with one or more missing signatures.

6. Common Faults

The following are likely to affect the level of award made or may lead to an award being
refused:

Failure to follow the entry format:

e Not addressing the B.1 to B.8 blocks related questions with relevant proof documents in
section B.

e Irrelevant and repetitive bulk of same type of supporting documentation.

e No and/or poor labeling for the supporting evidences.

Failure to supply detailed information on:

e Fatal injuries

e Major injuries

e Dangerous occurrences
* Notifiable diseases

Failure to obtain the required counter signature(s) and seals.
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Note: Application shall be disregarded if it associates with any fraudulent
documents or evidences.

7. Entry Checklist

Have you:

e Completed Section A with required information and proof documents

e Provided responses to the B.1 to B.8 blocks related questions with relevant proof
documents

e Provided section C information with specific proof that can strengthen the required
areas

e Completed and printed off ‘Declaration’, obtained the required counter signatures
and seals

e All documents properly labeled, numbered and attached in sequence

e List of references added before each block attached evidences

8. Award categories

Excellence Awards
Category: Multinational and Local
Award Types: Gold /Silver /Bronze
Total No of awards: 6

Sector Awards

Category: Manufacturing, Tourism, Transport,
Construction, Agriculture, Apparel, Food, Other

Award Types: Sectorial winner (Small-Medium/ Large)
Total No of awards: 16

Merit Awards
Organizations fulfill the Merit criteria
Total No of awards: 15 -20
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How to Categorize Your Business

» Small-Medium Scale — 1-250 employees

» Large Scale — More than 251 employees
**Including all the Managerial staff, Permanent & non-permanent/contracted
employees

9. Award Panel

eLead by: Dept of Labour
: ePanel of OS&H Experts from
DESk REVI ew Department of Labour, Academia
and Industry

eLead by: OHS Experts

FlEId Verlflcatlon ePanel of Dol and Key OS&H

Professionals from industry

eby Panel of Industrial OS&H

EXpe rt REVieW experts and officials from relevant

Ministries

The decision made by the Expert panel will be considered as the “Final Decision” and it will be
endorsed by the Secretary, Ministry of Labour, Trade Union Relations and Subaragamuwa
Development.

10. Important Dates

| End of 15

Application -

Launch Application Level National
submission

Event/ Media . Field Safety week
deadline 018

publication Verifications

: {} {}

.

g

Oct2017  25Jan 25 Jan 15 Mar 30 Apr 15 Jul 8 Oct 12 Oct

[]
Iﬁ
]
]
!
Call Application End of Desk External Award
Declaring Review Experts Ceremony
“National OHS review
Excellence
Awards 2018” 7
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11. Payment Details

Please note that full payment must be accompanied with the application. Each application
should be subjected to LKR 5000/~ as submission fee.

By Cash: Payable to NIOSH Helpdesk
By Cheque: Please draw the cheque in favor of “Director General NIOSH”

e NIOSH Bank Account Number:119100160003116 (Peoples Bank, Narahenpita)

12. Application Submission

Application should be submitted on or before 15™ March 2018, 1500 IST.
Submission Methodology

By hand: to NIOSH Help desk (No 97, Jawatta Road, Colombo 5)

By Currier or Registered post: National OSH Excellence Awards 2018, National Institution of
Occupational Safety and Health, No 97, Jawatta Road, Colombo 5.

13. Data Confidentiality

NIOSH will ensure the confidentiality of all information provided by organizations and it should
be noted that any information given here will not use for any other purpose.

NIOSH Contact
Dr. N. C. Amarasinghe — 0774 457 566

Mr. Mohan — 0773 956 382

Mr. Charith — 0712 348 973
Mr. Lakmal — 0750 690 111

Help Desk Number- 011 2 585 425 | 011 2 598 672 | 011 2 556 577
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