
Campaign manual
Everything you need to know
and do for a successful campaign
in 5 steps:

	 - INFORM

	 - OBSERVE

	 - DISCUSS

	 - IMPLEMENT

	 - EVALUATE

HSElife NL Industry-wide campaign
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Management system for a safer and healthier workplace



Content
• Campaign routing
• I		 - Inform
• II		 - Observe
• III	 - Discuss
• IV	 - Implement
• V	 - Evaluate
• Additional supporting tools
• Communication tools

TEAMWORK is essential!
By working well together with your colleagues and supervisor,
incidents can be avoided.
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kick-off session

INFORM

I

Campaign routing
HSElife NL is very much in favour of an integrated approach when preparing an activity. This means that all parties 
involved must be engaged from the very first moment up to the execution of the task, must evaluate it and can 
learn from it. We indicate in five steps to think, observe, act and learn from and about a certain theme. It is 
essential to be involved and have an open conversation with all parties involved, in the office and at a location.

Use the onscreen
group presentation

Use ‘ON-THE-SPOT’
checklist

What has been observed and 
what can be improved

Work according to the 
implementation plan

What have we done, improved 
and learned

Campaign manual
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Energy Industry standards for professionals on the shop floor

HSElife NL Industry-wide campaign

I - Inform
This ‘Keep them all!’ campaign focuses on what you can do to avoid 
injuries to hands and fingers. This starts with discussing the subject 
at the start of the campaign. Various supporting and stimulating 
promotional materials and tools are available. Think of a poster, 
handout, video and an onscreen group presentation. At the end of 
the session, the team decides what will be assessed (next step - 
OBSERVE).

Use the onscreen group presentation and 
the video

supporting tools >

Print the handout to give 
suggestions and tips as a result 
of the ‘Inform onscreen group 
presentation’. (suggestions and 
tips can be used to improve 
existing processes)

print the poster
(A4/A3/A2...)

for explanation
and discussion

Energy Industry standards for professionals on the shop floor

HSElife NL Industry-wide campaign

INFORM
onscreen group

presentation

CAMPAIGN
kick-off session

INFORM

to be used for

Energy industry standards for professionals on the shop floor

Work safely or don't work at all!

1
2
3
4
5

to remember
Discuss the tasks and risks beforehand. If in doubt, do not start work!

Use the gloves prescribed for the job in question.

Do not remove any protective covers, barriers or safety devices of 
the machines.

Avoid injuries by working hands-free as much as possible. Keep your 
hands out of the danger zone.

Take off all rings and jewelry during work.

If in doubt, stop the work and discuss it with the location 
manager or supervisor!

hselifenl.com
ELIMINATE POTENTIAL HAZARDS,

INDIVIDUALLY OR AS A TEAM

HSElife NL Industry-wide campaign

CAMPAIGN
kick-off session

INFORM

Energy Industry standards for professionals on the shop floor

INFORM
handoutfor suggestions and tips

Your input is very valuable and can potentially
be used to improve existing processes.

associated with the onscreen
group presentation

Name:

Organisation:

Date:

HSElife NL Industry-wide campaign

CAMPAIGN
kick-off session

INFORM

to be used for
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https://hselifenl.com/?file=HSElife-NL-Keep-them-all-poster-EN-v2.pdf
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Inform-handout-EN.pdf
https://thewatgroup.wistia.com/medias/r18flkcyx8
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Inform-presentation-EN.pdf
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Inform-presentation-EN.pdf
https://thewatgroup.wistia.com/medias/r18flkcyx8
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Inform-handout-EN.pdf


CAMPAIGN
kick-off session

INFORM

I

OBSERVE

II

A change on the shop floor that creates a hazardous situation.

Insufficient or incorrect tools are present to carry out the task.

Sharp parts of machines and equipment are not or insufficiently covered.

Poor lighting due to time of day, lack of lighting and shadow areas.

Working in areas that are too small to carry out the task properly.

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

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

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

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

ON-THE-SPOT
Checklist

Use this checklist at the workplace for discussion with the people on the shop floor.
People make mistakes, consciously or subconsciously. This has several causes.

1. USING THE WRONG APPROACH, USING THE WRONG TOOLS
2. NOT BEING ABLE TO ASSESS THE SITUATION PROPERLY
3. INSUFFICIENT ALERTNESS

By working well together with your colleagues and supervisor, incidents can be avoided.
TEAMWORK is essential!

WORK SAFELY OR DON’T WORK AT ALL

3. PROTECTIVE EQUIPMENT

4. LOCATION

5. HUMAN FACTOR 

Using the wrong type of gloves for specific tasks.

Working with damaged safety gloves.

Incorrect use of personal protective equipment.

Insufficient knowledge of the necessary protective equipment.

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

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

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

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

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Part of the campaign

to be used for

OBSERVE

II - Observe
Now the campaign can be put into practice. That means observing practical 
situations. What hazards do you see? What are the risks? What do you notice 
and what do colleagues think? Is it a normal situation or could it be different? 
Use the ‘on-the-spot’ checklist to make notes of your findings. Take pictures 
of the situation if necessary, always ask permission. And discuss your findings 
(next step - DISCUSS).

Print and use the
‘ON-THE-SPOT’ checklist
at the location

Distractions when completing a task on site.

Personal and professional problems that hamper thinking during the day.

Feeling tired and not being rested before starting a task or walking around the site.

Putting your hands in the wrong place.

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

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

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

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

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

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

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

ON-THE-SPOT
Part of the campaign

Checklist

See other side >

Circumventing rules and procedures or setting wrong priorities due to cutting corners.

Incorrect lifting or force exertion.

Using the wrong equipment for the job.

Unnecessarily handling the load.

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

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

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

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

1. PERSONAL CONDUCT

2. RULES AND PROCEDURES

Your finding

Name (not mandatory)

Date

Location

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

HSElife NL Industry-wide campaign

to be used for

OBSERVE

supporting tools >
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https://hselifenl.com/?file=HSElife-NL-Keep-them-all-O-T-S-C-EN.pdf
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-O-T-S-C-EN.pdf


A change on the shop floor that creates a hazardous situation.

Insufficient or incorrect tools are present to carry out the task.

Sharp parts of machines and equipment are not or insufficiently covered.

Poor lighting due to time of day, lack of lighting and shadow areas.

Working in areas that are too small to carry out the task properly.

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

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

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

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

ON-THE-SPOT
Checklist

Use this checklist at the workplace for discussion with the people on the shop floor.
People make mistakes, consciously or subconsciously. This has several causes.

1. USING THE WRONG APPROACH, USING THE WRONG TOOLS
2. NOT BEING ABLE TO ASSESS THE SITUATION PROPERLY
3. INSUFFICIENT ALERTNESS

By working well together with your colleagues and supervisor, incidents can be avoided.
TEAMWORK is essential!

WORK SAFELY OR DON’T WORK AT ALL

3. PROTECTIVE EQUIPMENT

4. LOCATION

5. HUMAN FACTOR 

Using the wrong type of gloves for specific tasks.

Working with damaged safety gloves.

Incorrect use of personal protective equipment.

Insufficient knowledge of the necessary protective equipment.

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

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

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

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

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Part of the campaign

to be used for

OBSERVE

III - Discuss
Now that everyone has observed practical situations and taken notes, the findings can 
be discussed collectively. What have you noticed in recent weeks? What do we want to 
improve and how can we do that? Based on discussing findings and action points, an 
implementation plan can be written. This also means making clear agreements about 
actions, responsibilities and time planning (next step - IMPLEMENT).

Make an implementation plan

Advice and tips on various topics:
- work plan
- division of labour
- time planning

Distractions when completing a task on site.

Personal and professional problems that hamper thinking during the day.

Feeling tired and not being rested before starting a task or walking around the site.

Putting your hands in the wrong place.

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

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

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

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

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

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

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

ON-THE-SPOT
Part of the campaign

Checklist

See other side >

Circumventing rules and procedures or setting wrong priorities due to cutting corners.

Incorrect lifting or force exertion.

Using the wrong equipment for the job.

Unnecessarily handling the load.

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

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

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

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

1. PERSONAL CONDUCT

2. RULES AND PROCEDURES

Your finding

Name (not mandatory)

Date

Location

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

Your finding

HSElife NL Industry-wide campaign

to be used for

OBSERVE

Energy Industry standards for professionals on the shop floor

HSElife NL Industry-wide campaign

Implementation plan
For writing down findings, actions, 
responsibilities and time planning.

to be used for

DISCUSS

to be used for

IMPLEMENT

to be used for

EVALUATE

NAME:

DATE:

LOCATION:

supporting tools >

Print and use the
‘ON-THE-SPOT’ checklist
at the location
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https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Implementation-plan-EN.pdf
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Implementation-plan-EN.pdf
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-O-T-S-C-EN.pdf


IV - Implement
Once the implementation plan is ready and everyone is aware of the expectations, actions and responsibilities, the agreed 
improvements can be implemented. By defining the improvements as a team, in which everyone’s opinion is equally 
valuable and important, involvement is high. Ideas of the man/woman on the shop floor can lead to improvements that can 
be implemented organization-wide.

During the implementation period, make sure you monitor the progress and effectiveness of the implemented 
improvements. Take pictures of the result, when allowed (next step – EVALUATE).

Implement the actions according to 
the implementation plan

Consists of:
Advice and tips discussed and approved 
plus work plan, division of labour and time 
planning. 

Energy Industry standards for professionals on the shop floor

HSElife NL Industry-wide campaign

Implementation plan
For writing down findings, actions, 
responsibilities and time planning.

to be used for

DISCUSS

to be used for

IMPLEMENT

to be used for

EVALUATE

NAME:

DATE:

LOCATION:

Campaign manual
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https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Implementation-plan-EN.pdf


HSElife NL Industry-wide campaign

V - Evaluate
An evaluation will take place after the implementation period. The overall course of the ‘Keep them all’ campaign and the various 
aspects will be looked into. What steps have been taken? What have we improved? What have we learned? What more can be 
done? What are the next steps?

Take the action points, as defined in the ‘observation phase’ and the ‘discussion phase’, and discuss the successes and new 
situations in practice.

< feedback on evaluation to the team and organization

Campaign manual
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Energy Industry standards for professionals on the shop floor

HSElife NL Industry-wide campaign

Additional supporting tools
Use these additional  
supporting tools during the 
campaign

Energy Industry standards for professionals on the shop floor

Safety gloves guide
ANNEX
June 2020

HSElife NL Industry-wide campaign

CAMPAIGN
kick-off session

INFORM

to be used for to be used for

OBSERVE

to be used for

DISCUSS

to be used for

IMPLEMENT

to be used for

EVALUATE

AVOIDING
HAND INJURIES

June 2020WORKFORCE EDITION

Associated IOGP Life-Saving Rules

Energy industry standards for professionals on the shop floor

HSE guidelines

to remember

!

1 Discuss the tasks and risks beforehand. If in doubt, do not 
start work! 

2 Use the gloves prescribed for the job in question.

3 Do not remove any protective covers, barriers or safety devices
of the machines.

4 Avoid injuries by working hands-free as much as possible. 
Keep your hands out of the danger zone.

5 Take off all rings and jewelry during work.

If in doubt, stop the work and discuss it with the 
location manager or supervisor!

Energy industry standards for professionals on the shop floor

hselifenl.com

Work safely or don't work at all!

WHAT ARE HAND INJURIES?

And half of all workplace accidents involve hand injuries. In most cases, these accidents 
occur when handling objects. The injuries caused by this are usually broken, trapped or 
severed fingers.

Injuries to limbs, especially to various parts of the hand or fingers, are 
approximately 85% of all serious injuries.

There are many potential hazards that can cause injuries to hands and fingers, such as 
working with sharp and heavy objects or with objects that are difficult to handle. But 
crushing, the moving of machinery, electric shock or contact with hot or cold objects, or with 
chemicals can also be hazardous.

If you are alert and act correctly, hazards rarely lead to incidents. Incidents and injuries are 
more likely to occur in the event of:

• inattention, fatigue or lack of concentration.
• insufficient risk assessment or lack of experience.
• using the wrong type of gloves for the work you do.
• cutting corners, circumventing precautionary measures, for example.
• setting the wrong priorities because the work has to be finished.
• incorrect lifting or force exertion.
• using the wrong equipment for the job.
• a change in the scope of the task.
• putting your hands in the wrong place

�

HAZARDS
Protect your hands by wearing the right gloves. Your employer is responsible for providing 
these gloves. You are responsible for ensuring that you always have the right gloves with 
you.

There are many different safety gloves* available that can be divided into three categories: 
gloves for simple tasks that offer minimum protection, gloves that protect against medium 
risks (such as mechanical risks), and gloves offering the highest degree of protection. 
These gloves are designed to avoid serious, permanent damage to health. 

* For more information, read the 'Safety Gloves guide' on the HSElife NL website.

Should it nevertheless occur that hands and/or fingers are injured, stop working 
immediately and ask for help. Report to your supervisor or the site manager and call in a 
doctor if necessary.

IN CASE OF...

WORKFORCE EDITIONAVOIDING HAND INJURIES 

WORKFORCE EDITIONAVOIDING HAND INJURIES WORKFORCE EDITIONAVOIDING HAND INJURIES 

AVOIDING
The best way to avoid injuries is to keep your hands out of the danger zone and work 
hands-free as much as possible. This means, for example, that you do not touch the load, 
that you only place your hands on handles, do not remove any protective covers, barriers 
or safety devices from the machines, not to switch on the power until your hands are 
free. Take off all rings and jewellery during work. Finally, always follow the correct 
procedure and intervene in the event of unsafe situations or actions. If in doubt, stop 
working and report to the site manager or supervisor.

PROTECTION

Folding instruction STEP 1 - fold here

Folding instruction STEP 2 - fold here

Safety Gloves Guide 
Forward this link within your 
organization.

HSElife NL - HSE item
Avoiding hand incidents
(printable A4 > A6 + onscreen
presentation)

Video
Use the video during the group 
discussion or individually. 

Poster 
printable (A4/A3/A2...)

Energy industry standards for professionals on the shop floor

Work safely or don't work at all!

1
2
3
4
5

to remember
Discuss the tasks and risks beforehand. If in doubt, do not start work!

Use the gloves prescribed for the job in question.

Do not remove any protective covers, barriers or safety devices of 
the machines.

Avoid injuries by working hands-free as much as possible. Keep your 
hands out of the danger zone.

Take off all rings and jewelry during work.

If in doubt, stop the work and discuss it with the location 
manager or supervisor!

hselifenl.com
ELIMINATE POTENTIAL HAZARDS,

INDIVIDUALLY OR AS A TEAM

HSElife NL Industry-wide campaign
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kick-off session

INFORM

ACTION FOCUS
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https://hselifenl.com/?file=HSElife-NL-Keep-them-all-Safety-Gloves-guide-EN.pdf
https://hselifenl.com/en/hse-items/avoiding-hand-injuries/
https://hselifenl.com/en/hse-items/avoiding-hand-injuries/
https://hselifenl.com/?file=HSElife-NL-Keep-them-all-poster-EN-v2.pdf
https://hselifenl.com/en/hse-items/avoiding-hand-injuries/


HSElife NL Industry-wide campaign

INTRODUCTION
Health, safety and the environment are on everyone's priority list. How do we 
ensure that all barriers are in place and that everyone is involved in the preparation of the work?

HSElife NL is very much in favour of an integrated approach when preparing an activity. This means that all parties involved must be 
engaged from the very first moment up to the execution of the task, must evaluate it and can learn from it. We indicate in five steps to 
think, observe, act and learn from and about a certain theme. It is essential to be involved and have an open conversation with all 
parties involved, in the office and at a location. Watch the presentation below for a complete overview of the campaign.

DOWNLOAD DE HSELIFE NL GUIDE TO A SUCCESSFUL CAMPAIGN AND THE CAMPAIGN MANUAL

The complete package of tools and a clear structure characterise HSElife campaigns. Campaigns are recognizable and are supported 
by promotional materials and other tools. The clear campaign structure consists of the following five steps:

I. INFORM
II. OBSERVE
III. DISCUSS
IV. IMPLEMENT
V. EVALUATE

I. Inform
Half of all workplace accidents involve injuries to hands and fingers. Did you know that no less than 
85% of all serious injuries are injuries to hands, wrists and arms. This is despite the fact that our hands are important - and often even 
indispensable - in carrying out our daily work. The human factor plays an important role in the occurrence of incidents resulting in 
injuries to hands and fingers.

This 'Keep them all!' campaign focuses on what you can do to prevent injuries to hands and fingers. This starts with discussing the 
subject at the start of the campaign. Various supporting and stimulating promotional materials and tools are available. Think ofa 
poster, handout, video and an onscreen group presentation. And very important: '5 to remember'! Five points to remember to avoid 
hand and finger injuries.

Once colleagues have been informed about the 'Keep them all' campaign and its goal, together we can determine which aspects will 
be assessed.

Supporting tools to use:

II. Observe
Now that everyone understands what the 'Keep them all' campaign means and it has been determined 
which aspects will be looked into, the campaign can be put into practice. That means observing practical situations. What hazards do 
you see? What are the risks? What do you notice and what do colleagues think? Is it a normal situation or could it be different? Use the 
on-the-spot checklist to make notes of your findings. Take pictures of the situation if necessary, always ask permission from the site 
manager or supervisor. And discuss your findings.

Supporting tools to use:

III. DISCUSS
Now that everyone has observed practical situations and taken notes, the findings can be 
discussed collectively. What have you noticed in recent weeks? What do we want to improve and how can we do that? Based on 
discussing findings and action points, an implementation plan can be written. This also means making clear agreements about 
actions, responsibilities and time planning.

Supporting tools to use:

IV. Implement
Once the implementation plan is ready and everyone is aware of the expectations, actions and 
responsibilities, the agreed improvements can be implemented. By defining the improvements as a team, in which everyone's opinion 
is equally valuable and important, involvement is high. Ideas of the man/woman on the shop floor can lead to improvements that can 
be implemented organization-wide. This is what makes the HSElife campaign structure so successful.

During the implementation period, make sure you monitor the progress and effectiveness of the implemented improvements. Take 
pictures of the result, when allowed.

Supporting tools to use:

V. EvaluATE
An evaluation will take place after the implementation period. 
The overall course of the 'Keep them all' campaign and the various aspects will be looked into. What steps have been taken?
What have we improved? What have we learned? What more can be done? What are the next steps?

Take the action points, as defined in the 'observation phase' and the 'discussion phase', and discuss the successes and new 
situations in practice. The structure of the HSElife campaigns has been set up in such a way that the campaign can easily be followed 
up to implement further improvements.

Supporting tools to use:

CAMPAIGN ONSCREEN GROUP PRESENTATION

CAMPAIGN MANUAL

CAMPAIGN POSTER

‘ON-THE-SPOT’ CHECKLIST

SAFETY GLOVES GUIDE

IMPLEMENTATION PLAN

‘ON-THE-SPOT’ CHECKLIST

SAFETY GLOVES GUIDE

IMPLEMENTATION PLAN

‘ON-THE-SPOT’ CHECKLIST

SAFETY GLOVES GUIDE

IMPLEMENTATION PLAN

‘ON-THE-SPOT’ CHECKLIST

SAFETY GLOVES GUIDE

IMPLEMENTATION PLAN

CAMPAIGNE VIDEO

SAFETY GLOVES GUIDE

PREVIOUS CAMPAIGNS > HOISTING AND LIFTING > SLIPS, TRIPS & FALLS

   Voorkomen van
   handincidenten

   Verwondingen aan ledematen,  
   vooral aan diverse delen van hand  
   of pols, vormen zo’n 85% procent 
van alle ernstige verwondingen. 

BEKIJK HIER DE FOLDER, PRESENTATIE EN 
VIDEO >

CAMPAIGN HANDOUT

VOORKOMEN VAN
HANDINCIDENTEN

mei 2020WERKVLOER EDITIE

Associated IOGP Life-Saving Rules

Energy industry standards for professionals on the shop floor

HSE richtlijnen

VEILIGHEID, GEZONDHEID EN 
MILIEU NIEUWSBRIEF voor de 

Olie- en Gasindustrie

In deze editie

1. WAAROM DEZE CAMPAGNE?
2. Wat houdt de campagne in?
3. Wegwijzer voor een succesvolle campagne
4. ONDERSTEUNENDE MIDDELEN

Nieuwe campagne nu beschikbaar
om hand- en vingerincidenten
te voorkomen!

NIEUWSBRIEF
SPECIALE EDITIE 2020

11

CAMPAGNE
startsessie

INFORMEER

te

gebruiken tijdens

HSElife NL Industry-wide campaign

Communication tools
Use these additional supporting communication tools 
during the campaign.

HEALTH, SAFETY AND
ENVIRONMENT NEWSLETTER 

for the Oil and Gas industry

In this edition

1. WHY THIS CAMPAIGN?
2. WHAT’S THE CAMPAIGN ABOUT?
3. GUIDE TO A SUCCESSFUL CAMPAIGN
4. SUPPORTING TOOLS

New campaign now available
to avoid hand and finger
injuries!

NEWSLETTER
SPECIAL EDITION 2020

11

HSElife NL Industry-wide campaign

CAMPAIGN
kick-off session

INFORM

to be used for

HSElife Newsletter #11
Campaign special

Forward the link of the Newsletter 
within your organization.

HSElife World magazine
Campaign article 

Forward the link to the magazine 
within your organization.

HSElife NL website
Campaign page

Campaign manual

http://hselifenl.com/hselife-newsletter-11-en-v5/
https://the-wat-group-2.foleon.com/hselife-world-magazine/hselifeworldmag26-uk/cover/
https://hselifenl.com/keep-them-all-campaign/

