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Occupational Health and Safety Policy & Procedures

Foreword

The management of the Nigeria Centre for Disease Control (NCDC) recognizes that the nature of
our work may place staff at risks of occupational hazards. The agency is committed to providing
a safer and healthier work environment to its workforce, while mitigating the risks that may occur
in the delivery of our services.

This policy has been formulated to enable the health and safety of all staff of NCDC, as well as
visitors to our campuses. This is in compliance with National Policy on Occupational Safety and
Health 2006.

The purpose of the health and safety policy and procedures is to provide guidance to all
employees in working safely and preventing injury, both to themselves and others.

All employees are required to take responsibility and adhere to the measures in this policy, for
health and safety reasons. This policy will be made available to all employees and enforced by
the Occupational Health and Safety committee of the agency. It will also be reviewed regularly in
line with best practice.

While the NCDC mandate requires that staff are involved in activities to protect the health of
Nigerians, it is important that staff are aware of and adhere to health and safety measures for

their protection. Together, we can achieve a safe and happy work environment.

Chlloe Nhoeas.

Dr. Chikwe Ilhekweazu
Director General
October 2021
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Preface
As we strive individually and collectively to fulfil our mandate to protect the health of Nigerians,
it is critical that the health and safety of staff receive the attention they deserve - this

Occupational Health Safety Policy & Procedure has been prepared to do just this.

This document has been prepared as part of our commitment to help prevent injuries, illnesses,
and death from work-related causes, and should accidents occur, to minimize the risk of losses
of material and other resources and work interruptions. It encompasses interventions to control

all types of hazards we may be exposed in carrying out our official duties.

Our work at the Nigeria Centre for Disease Control is founded on our abilities to work safely, to
the best of our abilities, within a protected workspace. Following the handover of the leadership
of the NCDC in October 2021, the work of the Occupational Health and Safety Unit has remained
a priority in areas such as the provision of first aid including basic life support training, fire and
environmental safety, and prevention of the transmission of COVID-19 in the office, amongst
others.

This document serves as a written reminder of our responsibility to cater to the needs of NCDC
staff as well as provide guidance on topics such as mental health, vaccinations, and ergonomics,
food safety, breastfeeding, and sexual harassment.

We owe the team that has worked tirelessly to draft and finalise this policy under the leadership
of my predecessor an immense debt of gratitude. | encourage current and prospective staff to
take ownership of this policy and to actively participate in the review, implementation, and
enforcement of this Occupational Health Safety Policy & Procedures across the entire
institution.

Dr. Ifedayo Adetifa
Director General, Nigeria Centre for Disease Control
April, 2022
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INTRODUCTION

The Nigeria Centre for Disease Control (NCDC) is the national public health institute mandated to
lead the preparedness, detection, and response to infectious disease outbreaks and public health
emergencies. The mission of the agency is to protect the health of people through evidence-
based prevention, integrated disease surveillance, and response activities. The agency ensures
that the discharge of these duties goes without harm to people, the environment, and
equipment. Also, it is paramount that all staff is in good health to properly carry out their various
duties and to support the mission of the agency. Therefore, to ensure a safe work environment,
there is need for a harmonized policy that articulates the processes and procedures for creating
a safe workplace. Hence, the health and safety policy has been developed to cover these. This is
done in line with legal requirements and to strive for excellence in health and safety

management.

The Health, Safety and Welfare Policy is an approach to establish and promote a health and safety
management system for the agency that is effective and efficient to deliver a safe and healthy

workplace and environment including the promotion of a positive and sustainable safety culture.
Purpose

The purpose of this policy is to protect the health, safety, and welfare of NCDC’s workforce and
to act in compliance with legal obligations, including standards relevant to the organization, as

reasonably practicable.
Scope

This policy shall apply to all NCDC workplaces, including field offices. The organization aims to
prevent accidents and departures from health that might arise out of or in the course of work,
improve work conditions and environment, and effectively manage hazards and risks arising from

its facilities or activities, through the following:
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1. Provide and maintain a safe working environment and systems for employees and
visitors.

2. Provide occupational health services and personal protective clothing and equipment,
which are appropriate for every task, at no cost to employees.

3. Provide information, instruction, training, and supervision to employees as required; to
safeguard their health and safety at work.

4. Provide adequate First Aid facilities

5. Provide timely, effective rehabilitation for work-related injuries and non-work injuries
where appropriate and practicable.

6. Provide compensations for work-related disabilities and rehabilitation of such employees
as reasonably practicable.

7. Establish health and safety objectives which will be reviewed once in three years;
however, these policy objectives can be reviewed in cases of emergencies to ensure
continuous improvement in health and safety management.

8. Provide resources to support employees to achieve the required health and safety
objective outcomes.

9. Ensure accurate reporting, notification, and investigation of all exposures, injuries, and
incidents.

10. Preparation, implementation, and regular reviewal of a written statement of this general
policy concerning the health and safety of the employees.

11. Ensure partnership between management, other employees, and relevant third

parties/public on matters relating to safety and health at the workplace.

Obligations of Employees

All employees are mandated to do the following;

A. Report all incidents and injuries as soon as practically possible after an event
B. Participate in the health and safety management systems in operation within the
organisation, including the usage of safety equipment provided

C. Report to relevant health and safety personnel any identified hazard to self/others
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D. Actively participate in rehabilitation for work-related injuries/illnesses.

Appraisal

Health and safety performance monitoring and reviewal shall be as follows:

A. Quarterly reports on health and safety performance will be submitted to the Head, Health
and Safety Committee, through the health and safety compliance team
B. Annual health and safety performance report, with goal setting and achievements, policy

reviews, significant events, corrective actions, and audit results inclusive.

OCCUPATIONAL VACCINATION

The Occupational Vaccination Policy is to protect NCDC employees by providing appropriate
vaccinations to meet the needs of their occupations, where effective vaccines are available. The

policy shall apply to all NCDC workers. (Add definition of terms in the glossary)

Goals

1. To ensure the protection of employees against vaccine-preventable diseases.

2. To reduce the risk of transmission or dissemination of infection among employees,
especially to those who might be vulnerable, pregnant women, immuno-compromised,

or non-immunised employees.

3. To engage employees for vaccination, as indicated by local risk assessment

4. To maintain comprehensive immunisation records

5. To collate and report data on employee vaccination uptake, refusal, and incidence of

Vaccine-Preventable Diseases.
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Potential exposure

For every task or work environment, the risk of exposure to pathogens shall be identified and

appropriate control measures implemented.
Vaccine availability

Vaccine shall be offered where effective vaccines exist and are available for vaccine-preventable

diseases and for which diseases that NCDC staff are exposed to.
Training program

All employees are to be provided formal training, tailored to the job, where the risk of exposure

to a pathogen is identified, and such training shall entail;

Characterisation of the hazards

A

B. Mode and prevention of transmission

C. Vaccine and vaccination procedure, side effects, and other relevant information
D

Necessary protective actions in the event of exposure
E. Signs and symptoms of the disease condition
F. Reporting structure and available remedy

G. Sharps management protocol where applicable
Employee consent

A. Informed consent must be taken and documented appropriately before any vaccination.

The attached appendix is the vaccine consent form for use

B. The case of vaccine refusal (due to medical or non-medical reasons) is to be

documented in the employee’s occupational health file. (Write the other outcome of a non-
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compliant staff to the effect of vaccination (Include in the document) such employee is to sign

vaccine refusal indemnity form

Immunisation Status and Records

A. Employee immunisation status shall be assessed, and vaccines offered according to the

level of risk associated with tasks and work environment

B. i. In the case of non-immunisation (vaccine refusal, non-response, etc.), counsel
employees regarding associated risk and the need for vaccination. Also, employees are

expected to sign the vaccine indemnity form

ii. Where there is a high risk of exposure, work restrictions should be considered

C. Records of vaccinations and immunisation status of an employee are to be documented in
the employee's occupational health file.

D. Duration of vaccine record storage 20-30years

E. Immunity status should be determined where applicable

F. None respondents should be offered the opportunity for repeat vaccination or offered none

respondent indemnity form (share template for these forms indemnity form)

Cost of Vaccination under this policy, all vaccinations shall be at no cost to employees but to

NCDC.

Vaccination Clinic

Accredited healthcare providers shall organise and conduct employee vaccination on-site or off-

site and as required.

Vaccine Management and Safety

Vaccines are to be secured by accredited healthcare providers directly through pharmaceutical

companies or government agencies.
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Vaccines are to be stored, transported, and administered in line with the manufacturer's

instructions and Cold chain standards.

Applicable cold chain management will be applied during transportation and storage

Requirements for employee vaccination

a. Provide information on setting up an immunisation clinic

b. Informed Consent including vaccine contra- indication checklist

c. Cold chain standards

d. Administration of vaccines

e. post-vaccination information

f. Record keeping

g. Management and reporting of vaccine side effects and adverse events

anaphylactic kits should be maintained in all centres where vaccination is administered

Basic requirements for Accreditation of Healthcare Provider

a. Available Personnel to monitor & manage vaccine storage

b. Equipment for vaccine storage & transport

¢. Maintenance of vaccine storage equipment

Ability to manage adverse effects following immunisation (AEFI)

Ability to keep proper record & share same with NCDC

Should be accredited by the relevant health authority

MENTAL WELLBEING
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The mental wellbeing of the workforce is important for an individual’s physical health, social
wellbeing, and productivity. Many factors in the workplace influence the mental well-being of
the individual employee, departments, and the organisation. Mental wellbeing in the workplace
is relevant to all employees and everyone has a role. Psychosocial distress and stress can affect

anyone, regardless of their position in the organisation.

As an employer, NCDC aims to promote the mental wellbeing of its employees.

Objectives
A. Create a healthy workplace environment, tackle workplace factors that may negatively affect
mental wellbeing, and develop management skills to promote the mental wellbeing of all

employees across all departments and units.

1. Ensure that all employees will be given information to increase their awareness of
mental wellbeing.

2. Ensure that opportunities will be provided for employees to look after their mental
wellbeing, for example through physical activity, stress-relief activities, and social
events.

3. Ensure employees are offered flexible working arrangements that promote their mental
wellbeing.

4. Ensure all staff is given equal opportunities to develop and fully utilize their skills.

5. Line managers/ supervisors should ensure that realistic targets will be set for employees
so that they are not required to work unreasonable hours.

6. Line managers and Heads of Departments should ensure all staff have clearly defined
job descriptions, objectives, and responsibilities (Terms of Reference)

7. Staff should be provided with adequate management support, appropriate training, and
adequate resources to do their job.

8. Workplace stressors will be identified, and risk assessments conducted to eliminate

stress or control the stress-associated risks. These risk assessments will be regularly

reviewed.
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Provide regular training in good management practices, including those related to
employee health, safety, and stress management.

Provide confidential expert counselling for staff affected by workplace stress or external
stress.

Ensure the workplace is free from bullying and harassment, discrimination, and racism;

and manage conflicts effectively.

B. Develop a culture based on trust, support, and mutual respect within the workplace.

As an employer, NCDC aims to create and promote a culture where employees can talk about

their job, difficulties, and stress.

Responsibilities

Everyone is responsible for an effective workplace mental wellbeing policy.

Managers have a responsibility to:

1.

© N o U

10.

NCDC.GOV.NG

Supervise the workplace, identify hazards and risks and take steps to eliminate or
reduce this as far as is reasonably practicable

Ensure effective two-way communication between management and staff.

Support employees who are known to have psychosocial distress or are experiencing
stress outside work — for example, due to bereavement or separation.

Ensure staff are provided with the resources and appropriate training required to carry
out their job

Monitor workloads and job demands to ensure that people are not overloaded.
Develop fatigue/burn-out risk-assessment-tool

Pre-employment and periodic medical examination to include mental health assessment
Ensure staff is not overworking longer than is reasonably necessary by monitoring work
hours, overtime, and holidays/leave to ensure that staff is taking their full entitlement.
Ensure staff is provided with meaningful professional development opportunities.
Senior management will ensure that staff performing a management or supervisory

function have sufficient competence and skill required to discharge that function.
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Human resources staff have a responsibility to:

Organise training and awareness courses on workplace mental health and wellbeing in
collaboration with suitable experts

Provide advice and support to employees and managers concerning this Mental well-
being policy

Monitor and report on level and pattern of “sickness absence” which relate to mental
health problems including stress-related illness (in conjunction with the occupational
health service and manager).

Ensure zero stigmatization policy for all employees who suffer mental health challenges

Employees have a responsibility to:

Raise issues of concern/ worry and seek help from their safety representative, line
manager, human resource managers, or occupational health team

Accept opportunities for counselling when recommended.

The staff of the Occupational health and safety have a responsibility to:

1.
2.

NCDC.GOV.NG

Provide specialist advice and awareness training on workplace mental wellbeing.
Train and support line managers in implementing and evaluating stress risk
assessments.

Support individuals who have been sick-off with psychosocial distress and stress
problems and advise them and their managers/supervisors on a planned return to work.
Refer individuals to workplace counsellors or specialist collaborating agencies as
required.

Monitor, evaluate, and review the effectiveness of measures in the organisation to
promote mental wellbeing.

Inform the supervisor and the health and safety committee of any changes and
developments of stress at work.

OHS Committee must consult with staff on the issue of stress and conduct workplace

stress surveys.
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8. Conduct risk assessment process and joint workplace inspections at least once every
three months, to ensure that workplace stressors are properly controlled. See attached

stress and fatigue risk assessment tool

Workstation Ergonomics

Purpose

This Policy is to protect workers from the health risks associated with poorly designed
workstations or environments that can lead to musculoskeletal disorders, visual fatigue, mental

stress, and reduced productivity.

Scope

The workstation ergonomics covers both office and field-based employees who may be

involved in the use of display screen equipment, manual handling, and prolonged postures.

Display Screen Equipment

Display Screen Equipment is any alphanumeric or graphic display screen, regardless of the
display process involved. It covers PCs, laptops, tablets, and smartphones as well as other

methods of displaying data, such as CCTV screens.

Purpose

This is to protect workers from the health risk associated with Display Screen Equipment (DSE).
Wrong use of DSE or poorly designed workstations or environments can lead to

musculoskeletal disorders, visual fatigue, and mental stress.

NCDC Management

NCDC management shall;
1. Conduct DSE workstation assessment see attached DSE risk assessment tools

2. Institute measures to reduce risks, such as regular short breaks from DSE or change of

activities.
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3. Provide safe workstation and equipment (like screen protector, safe display equipment,
and configurations)

4. Provide DSE workstation training for employees and encourage self-risk assessment

5. Provide periodic visual acuity check, subject to job demand, and provide necessary
interventions for delivery of DSE work including but not limited to prescription glasses

6. Provide training and information for users on DSE risk, appropriate workstation

arrangement, and intervention on work-related health problems.

Manual Handling
This is the transporting or supporting a load by hand or bodily force. This includes lifting,
putting down, pushing, pulling, carrying, or moving loads. A load can person, an object, or
an animal.
Purpose

e Avoid hazardous manual handling so far as it is reasonably practicable

® Access the risk of injury from any hazardous manual handling operation that cannot

be avoided

e Reduce the risk of injury from manual handling as low as reasonably practicable

Manual Handling Risk Assessment
Whenever manual handling cannot be avoided, effort should be made to consider the task, the
load, the working environment, and individual capability.
Such consideration should include the following:
® The posture adopted
e How far the load is lifted, lowered, or carried
e The frequency of the task, weight of the load, the nature of the load (hot, sharp, or
slippery)
e Cramped worked areas
e Poor lighting and extremes of temperature
e Worker’s strength

o Fitness and underline medical conditions
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Documented evidence of manual handling training

Where required, appropriate gadgets for manual handling should be used to aid task

Risk assessment

1. Appropriate equipment and workstation shall be used for every task.

2. Risk assessment (RA) shall be conducted to identify potential problems for users of
display screen equipment and those involved in manual handling

3. Display screen, workstation (keyboards, work desks, and chairs), and environmental
factors (space, lighting, temperature, noise, and humidity) shall be considered in the RA
tools

RA shall be repeated if an employee changes workstation

FIRST AID POLICY

First aid is the emergency orimmediate care given when there is injury or illness until full medical
treatment is available. In minor conditions, first aid care may be enough. In life-threatening
situations, first aid care should be continued until more advanced care becomes available. The

decision to act appropriately with first aid can mean the difference between life and death.

The purpose is to ensure employees and guests at the departments, units or field locations of

NCDC receive appropriate first aid treatment in the event of an accident.

Goals

° Prevent or minimises adverse outcomes of accidents, illnesses, or emergency occurrences

Objectives:

The objectives of the First Aid Policy are:

° To provide adequate and appropriately stocked first aid kits see appendix of standard

component and inventory management basic materials

e To nominate designated trained first aiders who will be responsible for the administration

of first aid at named units
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® Toassess first aid needs of departments, units, or field stations for adequate and appropriate
first-aid arrangements

e To provide information to all employees of first-aid arrangements see appendix on what to
do in an emergency

e To provide basic first aid training for every employee

Location and Availability
First aid kits will be made available in strategic places and for individuals as needed.
e Departments, units, or field locations

e Vehicles conveying employees

First Aid Training

e All employees shall have basic first aid training
e First, aider(s) shall be competent individuals having appropriate training as determined

by the first aid need assessment with valid certification(s).

Cost of first aid care
Under this policy, all first aid care within the work environment and training shall be at no cost

to employees but to NCDC

Records
The care administered shall be documented in the injury/iliness record. This includes full name,
age, sex, a brief description of the incident, first aid care given, place of referral and referral

destination, etc either electronic or paper-based

WORKPLACE HEALTH PROMOTION

Purpose

This Policy is developed as one of many policies to show organisational commitment to a safe,
positive, and healthy workplace. The NCDC recognises and supports a holistic approach to

creating and sustaining a healthy workplace and improving employee well-being.
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Workplace health promotion is the process of facilitating a responsible and healthy lifestyle for
employees through wellness programs/initiatives promoted and supported in the workplace.
Management should be committed to providing activities and facilities to promote physical
exercise within the office space.

Scope

This Policy applies to all employees.

Objectives

1. To ensure a healthy work environment that will reflect NCDC’s commitment and support
for employee health and wellbeing.

2. To promote and implement comprehensive wellness programs focusing on health
promotion, disease prevention, and lifestyle modification.

3. To facilitate a positive interpersonal and intra-organisational (manager-manager,
manager-employee, and employer-employee) relationship that will promote the health
and wellbeing of all.

4. Toincrease the understanding of workplace issues that impacts the health and well-being
of the NCDC workforce.

5. Lowering health care costs through preventive interventions

6. Achieve a higher level of employee productivity

Wellness team
The Wellness Team will be a group of volunteers who are interested in and committed to
improving the health and wellbeing at NCDC workplaces. Members of the wellness team will be
from management, human resources, and other departments.
The roles of the NCDC Wellness Team are as follows but not limited to;
1. Assessment of employee wellness needs through active involvement of stakeholders
(managers and employees) e. g health needs assessment
2. Development and implementation of wellness programs to meet the needs of NCDC
employees

3. Provide resources to employees to promote their health and wellbeing.
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4. To determine appropriate incentives to encourage employee participation

5. Organise periodic health promotion programs to discuss different topics on health and
safety relevant to the workforce

6. To develop and circulate health promotion materials

7. To evaluate the effectiveness and achievement of the wellness program

Human resources
1. Administer the workplace wellness budget, workplace wellness program (s), and wellness
team
2. Review and revise human resources policies that impact employee health to ensure that
they support and are in line with NCDC wellness policies.
3. Develop and review annually suitable policies that will promote and support employee

well-being in collaboration with the management and wellness team.

Management
The roles of the management will be, but not restricted to;
1. Regular communication of workplace health promotion activities and programs to
employees.
2. Support and encourage employee involvement in the health promotion activities (i.e.
create a healthy work environment and Wellness teams, etc.)
3. Provide appropriate training to members of the Wellness team.

4. Participate in the Wellness programs/activities and utilize resources disseminated.

Policy Implementation
1. Employee participation and engagement are the keys to the success of any workplace
program. Therefore, employees are encouraged to participate in any or all programs
Organised for them.
2. Surveys will be conducted by the Wellness team annually to determine initiatives that are

appropriate and important. Findings are to be used as a guide to developing Wellness

initiative(s) for the following year.
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3. To provide flexibility and promote maximal engagement of employees, workplace health
promotion initiatives/sessions will take place during work hours, over lunch breaks, and
after work hours

4. Information and modalities regarding workplace wellness sessions will be communicated
through suitable channels.

5. The Policy will be evaluated using data and trends indicating outcomes. A GAP analysis

will be conducted annually to improve planning and implementation.

Wellness programs

A wellness program should be based on relevant employee and evidence base needs of the
workforce, effort should be made to focus on programs that would benefit a greater number of
employees. The wellness program will include but is not limited to the following:

A. Keep fit Wellness Programme; Regular physical activities are beneficial in the prevention
and management of non-communicable diseases such as heart disease, diabetes, and
stroke. Physical activity also helps maintain healthy body weight and can improve mental
health and well-being.

Aim; To maintain fitness for optimal health through regular physical activity
Scope

1. Provide facilities and activities that will encourage employees to engage in regular
physical activity in the workplace

2. Encourage ambulation and making it easy and effective

3. Provide a fitness trainer and workout space with aerobic and weight training equipment
(with instructions on proper equipment use)

4. Partner with fitness facilities where workplace facilities or office space is inadequate or
not available

5. Offer regular fitness programs/sessions for workouts, on-site or offsite during selected

periods.
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Diet Modification Programme

This aims to encourage and support employees in making healthy food choices to maximize
health outcomes especially in conditions like obesity, diabetes, hypertension, heart disease, etc.
Scope
1. Encourage and support employees to eat right to maintain optimal health.
2. Encourage and support employees to eat as indicated by the existing disease conditions
such as high fibre diet, calorie-controlled diet, high protein diet or salt-restricted diet, etc.
3. Ensure workplace cafeteria to serve healthy foods

4. Provide for employee’s access to a qualified dietician.

Biometric Screening, BS: This is a clinical screening that is done to measure certain physical
characteristics. The goal of BS is to give a snapshot of employee health and provide an alert to
any changes in employee health status. BS is not a substitute for periodic fitness examinations.
Parameters to be assessed during biometric screening will include:

e Height

e Weight

® Body mass index

e Blood pressure

e Blood sugar

e Blood cholesterol
Findings from biometric screening may be compared with population and inform health
promotion interventions
Disease Management & Health Coaching
Employees with a known chronic noncommunicable disease should be encouraged to ensure
regular medical check-ups, medication compliance, and lifestyle modifications. Appropriate
health promotion materials should be developed to address chronic non-communicable diseases.
Employee health coaching refers to personalized education sessions with a certified expert it can
be conducted one on one or in a group format. This may be executed as a next step action for

employees identified as high risk through a biometric screening or for other persons who are
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looking for guidance and support to improve their health. Efforts should be made to include
health coaching as part of employee health care plan (HMO)

Flexible Work Schedule

Employees should be encouraged to achieve work-life balance through flexible work schedules.
On a case-by-case basis, employee needs should be reviewed, and opportunities created to allow
them to alter their workday in a manner that enables them to accommodate their needs outside
the office. This may include remote work options where employees can complete their work-
related tasks away from the office.

Smoking Cessation Programme

Based on the health needs assessments and objective evaluation of the workforce; lifestyle
efforts should be made to discourage smoking within and outside the workplace. Antismoking
work education materials should be made available. A conducive environment should be created
to enable smokers to seek help for smoking cessation without stigmatization.

Employee Assistance and Counselling

Employee wellbeing programs would be comprehensive enough to address various aspects of
employee health including mental health and financial counselling. The wellbeing program
should leverage existing employee assistance programmes to provide counselling services for
employees. Financial wellness is increasingly becoming relevant to employee wellbeing. It is a
good practice to engage the service of financial experts to support staff in financial planning

thereby reducing additional stress that may arise from financial imbalance
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EMPLOYEE HEALTH SURVEILLANCE POLICY

Introduction
Occupational Health Surveillance according to the International Labour Organisation (ILO)
occupational surveillance is the ongoing systematic collection, analysis, interpretation, and
designation of data for prevention. In occupational health surveillance mechanisms are put in
place to detect the early signs of adverse health outcomes that could indicate damage to the
employees' well-being.
Scope
The scope of surveillance should be based on risk assessment outcomes and local regulatory
requirements where hazards are identified with the potential for exceedance of recommending
exposure limits. Appropriate work surveillance should be put in place in addition to exposure
appropriate controls. Workplace surveillance applies to all employees and personnel (including
contractors) at workplaces under the control of NCDC.
The Objective of workplace surveillance should include but not be limited to:
e Protection of employee health by early detection of diseases or adverse health
outcomes which may be work-related such as exposure to hazardous substances
e Evaluate the effectiveness of existing risk management measures and identify areas for
improvement.
e Maintain and retain up to date records to determine and evaluate risks to health

e To achieve regulation compliance where applicable

Management Responsibilities

e Ensure competent, suitable, and enough employees are appointed and trained as risk
assessors within their area of responsibility.

e Ensure employees (risk assessors) undertake appropriate risk assessments and
implement appropriate control measures for all work that poses a risk to the health.

e Support the appointed person(s) in implementing measures to comply with health
surveillance regulations and guidelines.

e Ensure all managers/supervisors and employees within the department discharge their

responsibilities following this policy.
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e I|dentify and inform employees when health surveillance is required.

e Ensure adequate and up-to-date records are maintained.

Managers/Supervisors

e Ensure appropriate risk assessments are carried out and identify the need for health
surveillance

® Ensure risk assessments are reviewed as required

e Ensure employees are suitably trained in all aspects of safe work.

e |dentify all employees who may require health surveillance and inform the Occupational
Health unit/provider

e Ensure employees under them receive appropriate health surveillance.

e Ensure employees under them comply with guidance given.

Safety Officers /Responsible Persons

e Monitor all risk assessments and health surveillance following the policy

® Assist in training of all employees and personnel.

e Audit risk assessments documentation to verify that suitable and sufficient assessment
is in place and up to date.

e Ensure suitable and appropriate personal protective equipment (PPE) is provided and
maintained in good condition.

e Examine reusable protective equipment regularly for damage, malfunction, and wear
and tear.

e Ensure equipment and engineering controls are maintained and scheduled accordingly.

NCDC Occupational Health Unit
e Guide and provide advice on health surveillance for specific risks.
e Undertake and arrange appropriate health surveillance for similarly exposed groups
e Advice on remedial action(s) to be taken in the event of health and safety concerns
® Give workplace recommendations and adjustments as indicated.

e Support health surveillance training
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e Provide statistics relating to health surveillance.

Employee/Personnel Responsibilities
e Inform the Occupational Health unit/provider of any significant health issues.
e Reporting any significant changes in their health to the Occupational Health Unit in
intervals between health surveillance sessions.
e Cooperating with health surveillance programmes and other risk reduction measures for
the protection of their health.

e Avoid putting selves or others at risk by actions or inactions.

Records
Records completed by the Occupational Health unit/provider are confidential. Details of an
employee’s medical record can only be given to the manager/supervisor or as the case may be
with written informed consent by the individual.
Key legislative References for surveillance include but are not limited to:

o Nigeria Factory Act 1987

e Nigerian National Policy on Occupational Health and Safety 201

Hierarchy of Control

Administrative
Controls
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NCDC EMPLOYEE HEALTH SURVEILLANCE PROCEDURE

Purpose
This is to promote the physical and mental well-being of employees.
Objectives
1. To establish the physical and mental health status of employees.
2. To ensure employees meet the constitutional requirements of the job before
employment or in the case of redeployment.
3. To establish fitness to work in assigned roles.
4. To ensure employees can perform their work optimally or make an appropriate
recommendation for re-assignment as required.
5. To rehabilitate and re-integrate following injury and or ill-health.
6. To promptly diagnose and manage medical conditions.
7. To monitor employees to minimize work-related ill health and prevent risk to
self/others.
Outcome
On completion of the examination, Human Resources shall receive a certificate indicating
clearly, whether the employee is:
e Fit for the job, with no restrictions
e Fit for the job, with certain restrictions
e Unfit for the job, with recommendations for assignment to other roles

e Unfit for work

Method:
Employee Health Assessment and Screening shall consist of
1. The completion of the relevant questionnaire.
2. Physical examination
3. Laboratory and other investigations as required (See attached medical fitness scope
matrix)
4. Review of findings on examination, investigation results, and consultation.

5. Communication of results
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Employee Responsibilities

All employees must comply with all health and safety management systems to safeguard their

health and safety.

All employees should;

1.

2
3
4.
5

10.

11.

12.

13.
14.

Safeguard their health and safety and that of others

Observe safe work practices and procedures.

Keep the immediate work area safe and in tidy condition.

Safeguard and use appropriate safety devices and equipment provided at all times.
Participate in all activities aimed at the prevention of workplace accidents, injuries,
and illnesses.

Report faulty equipment or unsafe work condition to the health and safety unit.
Report to their supervisors all accidents, injuries, exposures, and ill-health occurring
within the workplace.

Report to their supervisors all exposures, accidents, injuries, and ill-health occurring
outside of the workplace with the potential of affecting their work or posing health
and safety risks to others.

Take appropriate steps in the event of exposure to infectious agents to prevent the
dissemination of such agents.

As soon as possible, complete an incident report form where an incident or
exposure has occurred.

Attend occupational health and safety training programmes and awareness
campaigns when organised.

Receive information, instruction, and ongoing supervision on likely hazards (physical,
chemical, biological, psychosocial, ergonomic, e.t.c) of the job.

Undergo appropriate training, if inexperienced, in the use of a piece of equipment.

Report all forms of harassment or bullying in the workplace.
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Components

A. Pre-Employment/Placement Medical Examination

A pre-employment examination is a comprehensive medical history, physical examination, and
clinical investigation of new employees. This is to determine employee health status in line with

the requirement of the job and to establish a baseline.

B. Periodic Medical Examination
A periodic examination is a medical and occupational history and physical examination of
existing employees. It is arranged to monitor the health of employees.
The periodic medical examination shall be carried out;
e Biennially (once in 2 years) for employees below the age of 50
e Annually for employees aged 50 years and above

e More regular assessments for specified exposures may be necessary.

The management shall be notified after the third reminder in the event an employee fails to
complete the recommended periodic medical examination.
C. Biological Monitoring
Shall be conducted for employees with the following;
e Routinely exposure to chemicals in the workplace
e Accidental exposure to hazardous chemical(s)

e For health surveillance and exposure assessment.

D. Return to Work Medical Examination
All employees who have been absent for more than four (4) consecutive weeks shall undergo
medical examination for the following reasons;

e Medical conditions

e Accident at work

e Orany other accident

E. Pre-Retirement Medical Examination
Retiring employees shall undergo a pre-retirement medical examination: where the periodic

medical examination was last carried out more than six (6) months before retirement.
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E. Expectant and Nursing Mothers
A Health Risk Assessment shall be carried out at her workplace to determine if any
modifications at the workplace are required. The following shall be considered;
e Pregnancy has to be confirmed
e Pregnant employees shall be monitored for pregnancy-related ill-health that may
adversely affect their work, health, or the baby
e Necessary adjustments, restrictions, or temporary redeployment for pregnant women

or nursing mothers as recommended.

EMERGENCY MANAGEMENT

Emergency management is the control and management of the resources and responsibilities of
all NCDC staff as regards all aspects of emergencies (preparedness, response, mitigation, and
recovery). The aim is to reduce the harmful effects of all hazards, including disasters within NCDC
operations.

Accident and incidence

The term incident can be defined as an occurrence, condition, or situation arising in the course
of work that resulted in or could have resulted in injuries, illnesses, damage to health, or fatalities.
... "Near miss" or "dangerous occurrence" are also terms for an event that could have caused
harm but did not.

Accident, unexpected event, typically sudden in nature and associated with injury, loss, or harm

Occupational accident contains the following indices;

1. Unexpected, sudden, or unexpected external event;

2. During working hours/on the way to and back from the workplace;

3. Arising out of work performed in the course and the scope of employment;
4. Bodily harm;

5. The causal link between the event and the harm.

Occupational accidents are accidents that arise out of work performed in the course and the

scope of employment.
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Emergency Planning and Control

Emergency planning is a discipline within all NCDC operations; it aims to reduce emergencies to
as low as reasonably practicable, initiates an efficient action plan to mitigate the results and
effects of any emergencies. The development of emergency plans is a cyclical process. The

following factors need to be developed such as;

] Recognition or identification of risks

] Ranking or evaluation of risks

] Responding to significant risks

] Resourcing controls and planning

] Reporting and Monitoring Risk Performance
] Reviewing the Risk Management Framework

Medical emergency

Physical exposures

. Flood

. Fire Outbreak

. Security threat
. Bomb explosion

o Electrocution

Chemical exposures

J These chemicals can be released directly or indirectly.

Action point: The MSDS of all the chemicals involved should be made available to the hospital or
HMO

All chemicals must remain in their original labelled container

Gas leaks and spills

Biological exposures

o Exposure/Disease outbreak
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Psychosocial Exposures

NCDC responsibilities

J NCDC shall maintain a safe and healthy workplace for its employees.

. When an emergency occurs, NCDC is expected to protect workers from all harm resulting
from any potential hazard, including physical, chemical, and biological exposure.

J Departmental heads should provide pre-emergency — training and build an emergency

action plan depending on their operation.

Emergency action plan (EAP)
The EAP shall state what action employers and employees should take when responding to an
emergency. According to OSHA regulations 1910.38, NCDC must have an Emergency Action Plan

to control possible emergencies during operations.

To develop an EAP, Departmental heads should conduct workplace evaluation exposure
monitoring, hazard control, work practices, and training.
Task: develop an emergency response flow chart.

e To develop an emergency evacuation floor plan

Training

NCDC shall train its employees before an emergency action plan is implemented to inform
employees of their responsibilities and/or plan of action during emergencies.

The training program should include the types of emergencies that may occur, the appropriate
response, evacuation procedure, warning/reporting procedure, and shutdown procedures.
Training requirements are different depending on the size of the workplace and workforce,
processes used, materials handled, available resources, and who will be in charge during an
emergency.

Phases and Personal Activities

Emergency management consists of five phases: prevention, mitigation, preparedness, response,
and recovery.

Prevention
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Preventive measures are designed to provide permanent protection from disasters. The risk of
loss of life and injury can be mitigated with good evacuation plans, environmental planning, and

design standards.

. Elimination or substitution: Eliminating the hazard from the workplace.
. Engineering controls
J Work practice or administrative controls: Change how the task was performed to reduce

the probability of exposure that can result in an emergency.

. Personal protective equipment

Mitigation strategy

Workplace disasters are any unforeseen situation that might threaten employees, customers, or
the public. This can take the form of emergencies. Emergencies can be natural or man-made. In
every organisation, some situations may occur that may lead to disaster which affects the health
and safety of staff and the entire workplace

NCDC shall take disaster mitigation measures to eliminate or reduce the impacts and risks of

hazards through proactive measures taken before an emergency or disaster occurs.

Preventive or mitigation measures vary for different types of disasters that may occur.

Preparedness

Preparedness focuses on preparing equipment and procedures for use when a disaster occurs.
Such as collaboration with security agencies, collaboration with ambulance services, NEMA, fire
services, FMOH, road safety, identified health facilities, and other relevant agencies. There

should be a prior meeting and synergy between the agencies and the lead agency must be known.
Response

The response phase of an emergency may commence with Search and Rescue will quickly focus

on fulfilling the basic humanitarian needs.
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Arrangements for Emergency Services/Response Procedures
Guidelines are required for the management of emergencies that may arise because of the
aforementioned disasters. In the workplace the involvement of relevant stakeholders in the
design of programs and action plans for prevention, relief, and rehabilitation are as follows:

e Management, Head of the department, Divisional heads

e Unit/Area Safety/Emergency Warden or Health and Safety Officer.

e Staff at and nearest to the place of accident/disaster.

e All sectional supervisors/ward in-charges.

e Security

Risk reduction of vulnerable staff should be the driving goal and defines the strategies to be
adopted for the prevention or minimisation of such disaster, Evacuation of victims, deployment
of medical assistance, and evaluation of the damage.
e Telephone numbers of NCDC security posts, Fire Service, Police, and other emergency
service agents should be posted at prominent places on the walls of NCDC premises.
e An Alarm system, with a unique sound for emergencies, should be provided and
maintained at the facility level.
e \Workers on the premises should be trained to react appropriately to the alarm.
e At the sound of the alarm, all staff is to gather at the NCDC designated Muster point.
e Encourage people to remain calm and orderly as they leave the building.
e Set out escape plan indicating:
e Designated escape routes from each work location within a building.
e Divide staff numbers to ensure optimum use of escape routes and to avoid congestion.
e Escape doors/gates should be indicated and appropriately labelled.
e Indicate high risks areas such as kitchens, chemicals/ generators/ and hazardous material
storage areas on a diagram of the building.
e Designate duties of individuals, such as shutting down equipment, checking offices,
different floor, and corridors, physically challenged and other forms of vulnerable workers,
etc., and train accordingly.

e Train Search and Rescue; and medical duties for any workers designated to perform them.
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e Appropriate PPEs (suits, breathing apparatus, etc.), ramp, emergency lighting systems (e.g.
facemasks, torch lights with batteries, etc.)

e The integration of preventive actions into NCDC programmes.

e Staff capacity building with appropriate technical personnel and material resources and

equipment for prevention and rescue in the case of disasters.

The establishment of an appropriate budget to take care of finance and material requirements,

taking into cognizance the type and nature of the disaster.

Recovery
NCDC shall start the recovery process after the immediate threat to human life has subsided. The

immediate goal of the recovery phase is to bring the affected area back to normalcy as quickly as

possible.
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EMERGENCY AND PREPAREDNESS
General emergency procedures

This procedure shall be taken into account in all emergencies.

e Evacuation may be necessary in case of a health or safety emergency/threat to the team
or any member of the team.

e This Evacuation plan should be discussed in advance with all team members and the
threshold to activate the plan should be known by all team members based on the
peculiarities of the assignment.

e Any threat / Emergency should be communicated to the team lead immediately (when
possible) or other members of the team (if the team lead is not reachable).

e The team lead has the authority to order an evacuation (when reachable) or another
designated member of the team.

e Such a decision should be escalated to the higher command structure Emergency
Operations Centre (EOC) immediately so that other support can be rendered to the team.

e The evacuation plan should include local assets (local security apparatus, vehicle, and
mode of evacuation, local health facility in case of health emergency and host as a guide)

e Evacuation should be through the safest available route (road, water bodies, or air).
Preplanning and identification of evacuation routes save time and ensure adequate
logistics for evacuation.

e Once an emergency is declared by any member of the team, the team lead / designated
team member should warn other team members and ensure all other team members are
accounted for.

e Other team members (based on strength, skill, or knowledge) can be called in to aid the
evacuation (when it is safe to do so). Otherwise, leave safe team members where they
are and use local resources to evacuate the team member in need.

e In case of a medical emergency, the first aid kit (checked before setting out) should be

used to administer care till definite medical intervention is possible.

NCDC.GOV.NG PLOT 800 EBITU UKIWE STREET, JABI ABUJA, NIGERIA TOLL FREE CALL: 6232 E:info@ncdc.gov.ng @NCDCgov 3 Y B




Occupational Health and Safety Policy & Procedures

Highlights

= Have an escape route and plan.

» Escape as fast as possible.

»  Follow the instructions of law enforcement officers.
« Do not attempt to move severely wounded people.

= Call an emergency/ helpline when you are in danger

Chain of command

» The team lead should be the responsible individual, with the appropriate training to lead
and coordinate the RRT emergency evacuation plan.

 The team members must understand that the team leader has the responsibility for
making life-saving decisions during an emergency.

» The team lead should be responsible for assessing the situation to determine how to liaise

between NCDC and field emergency Services.

Emergency Response and Evacuation

The following command order shall be adhered to in case of emergencies:

I.  Upon discovery or in case of a disaster due to fire explosion, flooding, or any threatening
situation e.g., a bomb, immediately sound the emergency alarm and notify appropriate
agencies such as fire services, NEMA, and the Police.

II.  Switch off all Power supplies in the affected area and or facility if it is safe to do so
lll.  The fire extinguishers should be serviced regularly.
IV. Identify all emergency exits
V. Locate the nearest fire extinguisher and if trained and safe to do so, use the fire
extinguisher.
VI.  Under the supervision of the trained personnel, carry out rescue/evacuation of people

from affected areas if it is safe to do so as follows:

a) Do not use lifts in case of any disaster.

b) Close doors and windows behind you as you leave the building.

NCDC.GOV.NG PLOT 800 EBITU UKIWE STREET, JABI ABUJA, NIGERIA TOLL FREE CALL: 6232 E:info@ncdc.gov.ng @NCDCgov 3 Y B




Occupational Health and Safety Policy & Procedures

c) When escaping through the smoke-filled area, keep close to the floor as there is
most oxygen at that level.

d) When trapped in a building, do not panic. Move to an outer room and try to
attract attention from a window.

e) Do not attempt to jump from a building unless you are sure there is enough
arrangement made to ensure your safe landing e.g., on a safety net or a soft piece
of soil, etc.

f) Should clothes catch fire do NOT RUN. Fall to the ground and roll.

g) In case of emergency, move to the muster point. Have a roll call to ascertain
numbers/names of missing employees who may be trapped or affected and were
last seen.

h) Ensure that first aid is rendered and arrange for transportation of
injured/affected persons to appropriate health facility/section under the
supervision of relevant health staff

i) Cordon off the affected area, to facilitate thorough investigation by the safety
department, police service, and other appropriate bodies.

j) Results of all investigations should be used to prevent future occurrences of
similar incidents.

k) Conduct mock exercises/fire drills and simulate other disaster management.

[) Train staff at least two times a year. This is to ensure that in the event of any

disaster, all employees will be abreast with actions to take.

NB: Do not be involved in rescue operations if you have not been trained.

Emergency Preparedness and Planning:

It is important to develop and implement emergency procedures for potentially major loss-
causing events to bring the event under control promptly, reduce the effects of the events (on-
premises, equipment, materials, environment, and people that might be affected), and enable
procedures fast return to normal condition. In the absence of emergency procedures, there may
not be a timely or suitable response to the emergency, allowing it to get out of control and cause
more serious effects than if procedures were not in place.

As part of emergency planning and response, management has the following responsibilities:
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a) Organisation: Grouping NCDC's actions and the formulation of procedures for action in the
event of emergencies and collaborating with the state and national agencies for support and
effectiveness

b) Integration of resources: The issue relating to an emergency should be captured at the
planning level and in the budget. This also includes the mobilization and allocation of
physical, material, human, and financial resources for actions that materialize the plan
before, during, and after the event.

c) In situations where support is needed from the state or national levels, such MUST be
leveraged on the existing relationship and such collaboration should be without rancour.
Leadership should encourage institutional collaborations and synergy.

d) Direction: The incident response procedures Must be developed and complied with always.
Discharge of responsibilities during emergencies should be well spelt out. Key response
personnel like fire marshals, search and rescue team, first aiders, etc, should be trained and
motivated.

e) Control and evaluation: Verification of the policy objectives or guiding principles and the
adjustment of activities to achieve efficient disaster management. This means that the
emergency response planning procedure should be continuously improved especially, by
ensuring that lessons learned from incidents are used to improve the strategies and

approaches required to achieve the desired success.

Workplace Best practices for Incident prevention
e Discourage Risky Behavior
e Implement Control Measures
Review Policies and Procedures
e Provide Adequate Training
e Perform Regular Inspections
® Supervise Employees
e Use Employees’ Expertise

e Take a Risk Management Approach
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e Offer Different Types of Support

e Use Case Management Software

Routine Safety Measures

Emergency Response Equipment/ Instruments and their Distribution in the Workplace

NCDC.GOV.NG

e General maintenance of office equipment’s and facilities

e Strict adherence to transportation management policy

e Switch off appliances after work

e Carry out routine safety inspections

e Sickbay/ clinic

e creche for the baby

e First aid boxes at specified locations

e Standby ambulance van
e Hand gloves

e Hoods

e Helmets

e Face Shields

e Body protection (Coveralls)
e Stretchers

e Blankets

® Respirators

® Rescue Equipment

e Safety boots

e Spill kits

e Electrical Insulator

e Firefighting Equipment

e Water Hydrant points

e Fire extinguishers at specific locations

e Fire/ emergency alarm

e Standby water reservoir

PLOT 800 EBITU UKIWE STREET, JABI ABUJA, NIGERIA TOLL FREE CALL: 6232 E:info@ncdc.gov.ng

@NCDCgov I VY B



Occupational Health and Safety Policy & Procedures

Disaster Management in the Workplace

Workplace disasters are any unforeseen situation that might threaten employees, customers, or
the public. This can take the form of emergencies. Emergencies can be natural or man-made. In
every organisation, some situations may occur that may lead to disaster which affects the health

and safety of staff and the entire workplace.
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FOOD SAFETY POLICY

Introduction

The NCDC food Safety Policy is intended to minimize the risk of an outbreak of diseases arising
from poor safety practices and reduce the prevalence of food-borne and related diseases. This is
to ensure that the food handlers across all NCDC campuses adhere to the principles and practice
of Hazard Analysis and Critical Control Point (HACCP) system would be applied during the
preparation, production, handling, storage, processing/preservation, transportation, and
distribution of foods.

Goal

To protect NCDC staff and visitors from the risk of food-borne illnesses and other health-related
conditions such as food allergy and death.

Objectives:

1. To ensure that food is safe and is handled safely.
2. To ensure the health-related quality of food in line with national policy on food safety.
3. To ensure that information given about food is truthful, sufficient, and not misleading.

4. To protect staff from health hazards and financial losses caused by foods that violate the

food regulations.

5. To provide guidance and issue clarifications/advisories for all matters related to food

safety

6. To secure a high-quality system of food control.

FOOD SAFETY GUIDELINES FOR FOOD HANDLERS

Food Premises Inspection (hazard analysis and critical control points- HACCP)

What is HACCP? HACCP is a way of managing food safety. It is based on putting in place
procedures to control hazards. It involves:

e Looking closely at what you do in your business and what could go wrong.
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e |dentifying the ‘critical control points’ — these are the places you need to focus on to

prevent hazards or reduce them to an acceptable level.

e Putting in place procedures to make sure hazards are controlled at your critical control

points.
e Deciding what action, you need to take if something goes wrong.
e Making sure that your procedures are working.
e Keeping appropriate records to show your procedures are working.

Food premises of all food handlers catering for NCDC workplaces shall be inspected for
compliance with the existing guidelines, to ensure food safety. The inspection shall assess:

e The condition of the structure of the buildings — the cleanliness, layout, lighting,

ventilation, and other facilities.

e How hygienically the food is handled — how it is prepared, cooked, re-heated, cooled

, and stored.

e The likelihood of sustaining practices observed during an inspection.

e Ensure that all food handlers are medically examined and declared to be free from potential

food-borne diseases.

Food handlers will be appropriately issued with any of the under-listed notices:
e Satisfactory Hygiene notice: Shall be issued to food premises that satisfactorily comply

with the issued guidelines

e Hygiene Remedial notice: shall make recommendations to address violations, to ensure

compliance to the guidelines.

e Unsatisfactory Hygiene notice: Shall be issued to premises that significantly fall below

standards.

Frequency of inspections

e Routine inspection will be scheduled at least quarterly. impromptu inspection may be

initiated at management’s discretion or, following a complaint.
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® Premises issued with Remedial, or Improvement notices shall be revisited within the

specified period to ensure compliance.

e Failure to comply, following two (2) consecutive inspections shall result in the issuance of

an Unsatisfactory Hygiene Notice.

Food Specimen for Testing
The food vendor shall endeavour to keep a sample of the food served daily in a preserved manner
for at least 3 days. Such sample should be provided for microbiological examination in the event
of suspected cases of food-related infection
PREMISES
Food premises include all the rooms or buildings use in the food business.
General requirements
premises must be kept clean and maintained in good repair and condition.
e The layout, design, construction, site, and size of your premises must:
e Allow adequate maintenance, cleaning, and/or disinfection.
® Avoid or minimize air-borne contamination (i.e., contamination carried in the air).
e Provide enough working space for you to carry out all tasks hygienically.
® Protect against the build-up of dirt, contact with toxic materials, shedding of particles into
food, and forming of condensation or mould on surfaces.
e Allow good food hygiene practices, including protection against contamination and pest
control.
e Provide, where necessary, suitable conditions for handling and storing food while keeping

it at appropriate temperatures. Those temperatures should be monitored and recorded.

HANDWASHING FACILITIES AND TOILETS
e There must be an adequate number of toilets, connected to an effective drainage system.
e Toilets must not open directly into rooms where you handle food.

e There must be an adequate number of washbasins, suitably located and used only for

cleaning hands.
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e Washbasins for cleaning hands must have hot and cold running water, soap, and materials
for hygienic drying.

e Where necessary, you should have a separate sink for washing food.

Ventilation

e There must be enough ventilation, either natural (e.g. opening windows or vents) or
mechanical (e.g., extractor fans).

e Ventilation systems must be constructed to allow access to clean or replace filters and
other parts. Other requirements

e There must be adequate lighting, either natural (daylight) and/or artificial (an electric
light).

e Drainage facilities must be adequate for the purpose intended.

e They must be designed and constructed to avoid the risk of contamination.

e Staff should have adequate facilities to change their clothes, where necessary.

The food handler must not store cleaning chemicals and disinfectants in areas where food is

handled.

ROOMS WHERE FOOD IS PREPARED, TREATED, OR PROCESSED

There are special requirements for rooms where you prepare, treat or process food.

The design and layout of the room must allow good food hygiene practices, including protection
against

contamination between and during tasks.

Floors

Floor surfaces must be maintained in a sound condition and be easy to clean and disinfect.

This means that floor surfaces need to be made of materials that are impervious (i.e. do not allow
fluid to pass through), non-absorbent, washable and non-toxic

Where appropriate, floors must allow adequate surface drainage.

Walls

Wall surfaces must be maintained in a sound condition and be easy to clean and, where

necessary,
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to disinfect. This means that wall surfaces need to be made of materials that are impervious (i.e.
do not allow fluid to pass through), non-absorbent, washable and non-toxic, and must be smooth
up to a height appropriate for the work you do
Ceilings
Ceilings (or, where there are no ceilings, the interior surface of the roof) and overhead fixtures
must be constructed and finished in a way that:

e prevents dirt from building up

e Reduces condensation, the growth of undesirable mould, and the shedding of particles.

e Windows

e Windows and other openings must be constructed to prevent dirt from building up.

e Windows and other openings (e.g., doors) that can be opened onto the outside must be

fitted, with insect-proof screens that can be easily cleaned.
e Where open windows would cause contamination, windows must remain closed and

fixed while you are handling food.

Doors
e Doors must be easy to clean and disinfect.

e This means that the surface of doors needs to be smooth and non-absorbent

Surfaces
e Surfaces (including surfaces of equipment) in areas where food is handled, particularly
those that
e are touched by food, must be maintained in a sound condition and be easy to clean and
disinfect.
e This means that surfaces need to be made of materials that are smooth, washable,

corrosion-resistant, and non-toxic,

TRANSPORT

e Vehicles and/or containers used to transport food must be kept clean and maintained in

good repair and condition, to protect food from contamination.
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e They must be designed and constructed to allow adequate cleaning and/or disinfection.

e Items used to hold food (e.g. boxes) in vehicles and/or containers must not be used for
transporting anything other than food where this may cause contamination.

e Where vehicles and/or containers are used for transporting anything other than food, or
for transporting different types of food at the same time, you must separate products
effectively.

e Where necessary, vehicles and/or containers used for transporting food must be capable
of keeping food at appropriate temperatures and allow those temperatures to be

monitored.

EQUIPMENT

e Allitems, fittings, and equipment that food touches must be:

e cleaned effectively and frequently enough to avoid any risk of contamination

e made of appropriate materials and kept in good order, repair and condition, in a way that
minimizes any risk of contamination

e made of appropriate materials and kept in good order, repair, and condition in a way that
enables them to be kept clean and, where necessary, to be disinfected, except

e for non-returnable containers and packaging

e installed in a way that allows adequate cleaning of the equipment and the surrounding
area

e fitted, where necessary, with an appropriate ‘control device’ (e.g. a temperature sensor)

e |f ‘chemical additives have to be used to prevent the corrosion of equipment and

containers, these must be used following good practice.

FOOD WASTE
e Food waste and other rubbish must be removed from rooms where food is present as
quickly as possible, to avoid them building up.
e Food waste and other rubbish must be placed in containers that can be closed

e These containers must be of appropriate construction, kept in sound condition, be easy

to clean and disinfect.
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e Adequate facilities must be provided for storing and disposing of food waste and other
rubbish.

e Stores for waste must be designed and managed in a way that enables them to be kept

e C(lean and, where necessary, free of animals and pests.

e All waste must be disposed appropriately in a hygienic and environmentally friendly way

e The waste must not be a direct or indirect source of contamination (e.g. touching surfaces

that food is prepared on, or attracting pests).

WATER SUPPLY
e The General Service Division should ensure adequate supply of potable (drinking quality)
water, which is to be used whenever necessary to ensure that food is not contaminated.
o Where non-potable water (i.e. not of drinking quality) is used in your
business, for example for fire control, steam production, refrigeration, and
other similar purposes, it must circulate in a separate, identified system. It
must not connect with, or be able to get into, the systems for potable
(drinking quality) water.
o If recycled water is used in processing or as an ingredient, it must not
present a risk of contamination. It must be of the same standard as potable
(drinking quality) water
e Ice that is touched by food, or may contaminate food (including drinks), must be made
from
e potable (drinking quality) water.
e |ce must be made, handled, and stored in ways that protect it from contamination.
e The steam that is used directly in contact with food must not contain any substance that
presents a
e hazard to health or is likely to contaminate the food.
e If you heat food in hermetically sealed containers (containers that are specially sealed to
be

e airtight), you must make sure that the water you use to cool the containers after heat

treatment is
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® not a source of contamination for the food.
® Routine water testing should be performed at least twice a year to ensure that the water

source is free from contamination.

PERSONAL HYGIENE

e Every person working in a food-handling area must maintain a high level of personal
cleanliness. He or she must wear suitable, clean clothing and, where necessary, protective
clothing.

e Staff should keep hair tied back and wear a suitable head covering, e.g. hat or hairnet,
when

e preparing food.

e Staff should avoid wearing watches or jewellery when preparing food (except a wedding
band).

e Staff should avoid touching their face and hair, smoking, spitting, sneezing, eating, or
chewing gum

e when they are handling food.

HANDWASHING
e Effective hand washing is extremely important to help prevent harmful bacteria from
spreading from people’s hands to food,
e Work surfaces, equipment, etc. Make sure that all staff that works with food wash their
hands properly:
o When entering the food handling area, e.g. After a break or going to the toilet
o Before preparing food
o After touching raw food, such as meat/poultry, fish, eggs, and unwashed fruit and
vegetables
o After handling food waste or emptying a bin

o After cleaning

o After blowing their nose
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o After touching phones, light switches, door handles, and cash registers, or other
surfaces that could come into contact with staff handling raw food

o Don’t forget that staff should dry hands thoroughly on a disposable towel —
harmful bacteria can spread more easily if your hands are wet or damp. Use the

disposable towel to turn off the tap.

Conclusion
The NCDC food Safety Policy is intended to minimize the risk of an outbreak of diseases arising
from food sources. Food vendors and consumers are encouraged to report any breach of food

safety policy to Fatima.saleh@ncdc.gov.ng
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ALCOHOL AND OTHER PSYCHOACTIVE SUBSTANCE USE

Alcohol and other psychoactive substance use increase the likelihood of accidents, injuries, and
impairment of performance at work that reduces productivity and eventually impacting
organisational goals and objectives. NCDC is committed to eliminating or minimising health and

safety-related risks.
Purpose

The essence of this policy is to reduce or eliminate the risks posed by the use of alcohol and other
psychoactive substances to health, safety, and the environment. All employees are advised to

comply strictly with the policy.
Components
The following are strictly prohibited:

1. The use, possession, distribution, or sale of alcohol and other psychoactive substances on
NCDC work locations or during work hours

2. Being under the influence of alcohol and other psychoactive substance; licit or illicit while
at work

3. Driving of vehicle under the influence of alcohol and other psychoactive substances at any

point in time.
Implementation

1. The NCDC reserves the right to search and screen all categories of employees for the use
of alcohol and other psychoactive substances where employee’s behaviour poses a risk.

2. Any employee with known alcohol or psychoactive substance dependence who seeks
medical assistance shall not be penalised.

3. Any employee with known alcohol or psychoactive substance dependence under medical

treatment and rehabilitation shall be considered for alternative job roles if the condition

affects function or performance in the present role.
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4. Any employee on medically prescribed psychoactive must have a legitimate indication
and prescription for it.

5. There is zero tolerance for alcohol or psychoactive substances use. Therefore, a blood
alcohol concentration of more than 0.01% is unacceptable during work hours or working
environment.

6. Toxicology screening shall be per international standards using non-invasive or minimally
invasive methods such as Alcohol Breath Test and Urine Drug Test.

7. Education, training, and counselling programmes shall be Organised routinely to create
awareness and promote a healthy lifestyle.

8. Alcohol and other psychoactive substance dependence shall be handled as ill-health.

Treatment and rehabilitation shall be in a similar manner.

9. All employees especially supervisors are encouraged to report suspicion of substance

abuse.

10. Any employee suspected to be under the influence of any substance can be asked to make
himself/herself available for toxicology screening. Refusal to consent will be interpreted

as an admission of guilt and will be sanctioned appropriately.

11. The process of conducting the toxicology screening must comply with best practices

12. Where the result of an employee is returned to be positive for a banned substance, the
employee must be allowed to defend himself in a panel comprising of medical experts
before the conclusion of substance abuse is made as there may be other justifiable

reasons for the positive test.

13. When the conclusion of substance abuse is made, the employee will be referred to the

appropriate authority for disciplinary measures.
Terminology

1. Alcohol: A broad group of organic compounds with one or more hydroxyl functional

groups (—OH) bound to a saturated carbon atom. For this policy, the term alcohol refers

NCDC.GOV.NG PLOT 800 EBITU UKIWE STREET, JABI ABUJA, NIGERIA TOLL FREE CALL: 6232 E:info@ncdc.gov.ng @NCDCgov 3 Y B




Occupational Health and Safety Policy & Procedures

to the primary alcohol ethanol (ethyl alcohol), which is used as a drug or present in
alcoholic beverages including locally brewed drinks.

2. Addiction: An uncontrollable need to use a drug even when there are known serious
effects.

3. Dependence: A condition in which the body is used to the presence of a drug and stopping
the drug suddenly causes unpleasant physical symptoms such as nausea, headache,
irritability, mood changes, depression, etc.

4. Psychoactive drug: This is a chemical substance that alters or affects the function of the
nervous system causing changes in thought, attention, judgment, mood, awareness, or
behaviour. Example: cocaine, cannabis, MDMA (ecstasy), Lysergic acid diethylamide (LSD

or blotter), codeine, hashish, e.tc.
JOURNEY MANAGEMENT

Journey management is a systematic process designed to reduce risks related to transportation
in the course of duty; to protect the health and safety of employees, prevent property loss, and
ensure NCDC's continuous operations. Considering the prevailing insecurity conditions, it is

pertinent to adhere strictly to this policy guideline.

This document sets out the arrangements for the control of work-related travel within Nigeria,
considering the requirements of the relevant legislation and good practice.

Objectives

The specific objectives of the process are;

1. To demonstrate NCDC's commitments to the safety of employees, assets, and third
parties.

2. Toeliminate needless trips to reduce the risk of accidents and reduce the cost of transport
and liabilities (refer to NCDC drivers manual)

3. Toreduce travelling distances

4. To minimise the risks associated with necessary trips.

5. Minimize exposure to traffic hazards.
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6. Reduce wear and tear on NCDC vehicles.

7. Increase the efficiency of NCDC drivers.
Factors that affect the outcome of transport during NCDC operations include;

1. Roadway
2. Drivers and Vehicle occupants
3. Vehicle

4. Environment
The factors above are associated with the following hazards.

Poor road conditions
Driver incompetence, fatigue, or distracting behaviour
Unfavourable weather conditions

Faulty or unsuitable vehicles

Unsecured projectiles (stones, bullets, etc.)

1.

2.

3.

4.

5. Risky behaviours of other drivers
6.

7. Wildlife on the road

8.

Communication failure
9. Insecurity, etc.
The management of NCDC discourages trips in the following circumstances.

1. Travelling after 6 pm (refer to NCDC travel guideline)

2. Travelling towards crisis areas or through unsafe routes.
3. Travelling during bad weather conditions

4. In the event of driver or passenger(s) falling ill.

5. Travelling without risk assessment of vehicles
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Trip arrangement and procedures

Before a Trip:

1. All NCDC vehicles must be thoroughly checked every six months for necessary movement
(Refer to NCDC’s vehicle checklist)

2. For all authorized trips, the Transport Unit would ensure the availability of a vehicle and
driver.

3. Transport unit must allocate a suitable driver and appropriate vehicle (for terrain,
weather, number of passengers, asset, prevailing security conditions) in good working
condition.

4. All trips outside the official travelling hours or during times of reduced visibility (e.g., dust,
smoke, fog, heavy rains, etc.) shall be analyzed for risk and require management approval
before commencement. (Pls refer to NCDC driver’s manual)

5. All authorized trips must have a Trip Plan and a complete passenger manifest attached
given to the driver.

6. There must be a safety briefing before all trips.

During the Trip

1. The driver must remain focused at all times.

2. The transport manager must maintain continual contact (as scheduled) with the driver
throughout the trip and respond appropriately in case of an accident/emergency.

3. The trip, in the event of iliness or accident, might be suspended to administer first aid or
seek medical intervention in the nearest hospital.

4. For safety purposes, the driver can stopover at designated locations (planned before the
trip and assessed to be safe) during a trip.

5. In transit, the driver and passenger(s) must identify and secure, safe, and suitable

accommodation to safeguard lives and property

6. All vehicle occupants must always use a Seat belt.

7. Driver must not exceed approved speed limits.
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After a Trip

1. The vehicle should be inspected for damage and faults

2. Transport manager to document the time of arrival and condition of the vehicle in line
with Trip Plan.

3. The driver must submit a Trip report to the Transport Manager. The trip report must
include all notable events, near misses, and faults. Drivers must not be penalized for
willingly documenting such events in the trip report.

4. Any identified fault(s) in the report submitted as mentioned above should be addressed

as appropriate to prevent a recurrence.

Responsibilities

Transport officer

1. Ensure proper documentation and equipment in compliance with all traffic rules and
regulations.

2. Ensure compliance with the use of appropriate monitoring devices such as GPRS Tracker,
speed limit devices, etc.

3. Provide all resources and support needed for transportation.

4. In cases of non-compliance from the drivers and the passengers, the transport officer

should kindly report to the management

5. Follow up with the management to ensure comprehensive insurance for all NCDC
vehicles.
6. Follow up with the management to ensure the settlement of all insurance claims and

related concerns.

7. To ensure comprehensive training on defensive driving courses and transport of

hazardous or infectious substances for all drivers.

8. Coordination and management of all trips.
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9. Ensure drivers have a valid license, official identification cards, and medical certification
of fitness.

10. Ensure the journey management checklist is completed and authorized.

11. Ensures vehicles are kitted with the standard safety gadgets (fire extinguisher, safety
belts, Airbags, First Aid box, Hazard light, C-caution, Toolbox, Speed limiter, Full-size spare
tyre, and wheel spanner) and are functioning.

12. Ensure synergy for appropriate support and resources (security agents, ambulance
service, fire service, towing service, e.t.c) for the driver/passenger(s) in the event of an

accident or emergency.

Driver Responsibilities

Must be fit to carry out his/her duties.

Must ensure the vehicle is in good condition.

Ensure the vehicle have the proper documentation and equipment as required by the law.
Must comply with a maximum speed limit

Ensure the safety of himself, passengers, and property throughout the trip.

Ensure all vehicle occupants use the se