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Employee Feedback Process
Health, Safety, and Environmental (HSE) Observation and Reporting
1. Purpose
This process outlines the methods by which employees can provide feedback, report hazards, highlight best practices, and raise Health, Safety, and Environmental (HSE) concerns. The objective is to foster a proactive safety culture and ensure continuous improvement across all operations.
2. Scope
This process applies to all employees, subcontractors, and visitors involved in company activities, including fieldwork, office operations, and project sites.
3. Responsibilities
· Employees: Identify and report hazards, unsafe behavior’s, environmental concerns, and positive observations.
· Supervisors / Team Leads: Review submissions, ensure corrective actions are taken, and provide feedback to employees.
· HSE Personnel: Monitor trends, assess risks, manage documentation, and implement improvements.
4. Feedback Mechanisms
The organization provides multiple avenues for employees to raise HSE-related issues or highlight best practice:
4.1 Observation Cards
· Employees may complete an HSE Observation Card to report hazards, unsafe conditions, good practices, or environmental issues.
· Cards may be submitted physically (drop box) or electronically.
· All submissions are logged and reviewed by supervisors or HSE personnel.
4.2 Hazard Reporting Process
· Any employee who identifies a hazard must report it immediately using one of the following:
· Hazard Report Form
· Digital hazard reporting system
· Direct communication with a supervisor
· Significant hazards requiring urgent action must be escalated immediately.
4.3 Toolbox Talks and Start-of-Shift Briefings
· Employees are encouraged to raise issues, lessons learned, or improvement ideas during briefing sessions.
· Supervisors document key points and ensure follow-up where required.
4.4 Direct Communication Channels
Employees may provide feedback directly to:
· Supervisors
· HSE personnel
· Management
This may be done verbally or in writing.
5. Feedback Categories
Employees may report or highlight:
· Unsafe acts or conditions
· Near misses
· Environmental risks or incidents (e.g., spills, waste issues, wildlife interactions)
· Equipment defects
· Positive safety behavior’s or innovations
· Improvements to work processes
· Suggestions for environmental protection or waste reduction
6. Review and Action Process
1. Submitted feedback is logged in the HSE register.
2. Supervisors and HSE personnel assess reported issues.
3. Corrective or preventive actions are assigned, prioritized, and completed within appropriate timeframes.
4. Employees receive feedback on outcomes where feasible.
5. Positive observations are shared during toolbox talks or internal communications to reinforce best practice.
7. Confidentiality and non-retaliation
· Employees may provide feedback anonymously.
· No employee will face retaliation for reporting hazards, concerns, or best practices in good faith.
8. Continuous Improvement
Data from observation cards, hazard reports, and briefings will be periodically analyzed to identify:
· Trends or recurring hazards
· Opportunities for training
· Process improvements
· Environmental protection measures
Findings will inform updates to HSE procedures and ongoing improvement programs.
9. Commitment
The organization is committed to maintaining an open, transparent, and supportive feedback culture. Every employee plays a vital role in ensuring a safe and environmentally responsible workplace.
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