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To the Reader

Any company that employs less than 250 people (2003/361/EC) is classified as an SME,
while a small enterprise has less than 50 and a micro enterprise less than 10 employees.
A private entrepreneur has no employees. Most companies in Finland are SMEs.

The information material concerning employment, the work environment and working
conditions has primarily been designed to meet the needs of large and medium-sized work-
places — in other words, for workplaces that have specialists to utilise the information. Until
now there has been very little information suitable for the needs of small enterprises.

The aim of this information package is to correct that deficiency. This so-called Possu
publication covers the most important topics, summarising them into a practical and easy-
to-understand presentation. The publication is intended for the use of the entire personnel.
The focus is on matters related to employment and the work environment. The publica-
tion is not comprehensive, and thus the chapters include references to additional material.
Further information is available with the correct search terms on the Internet, and you can
also contact the areas of responsibility concerning occupational safety at the Regional State
Administrative Agencies, Centres for Economic Development, Transport and the Environ-
ment and expert institutions in different sectors. The contact information for these bodies is
included in an appendix at the end of the manual.

The material has been compiled in a manner that makes it possible to deal with indi-
vidual issues. When a problem related to working conditions or any other matter requiring
a solution appears at a workplace, this manual can provide initial information. In particular,
the information concerning employment matters has been summarised so that every topic
has a sample form. The forms are photocopiable and available for use. The forms are also
available on the interet at the address www.tyosuojelu.fi/ fi/verkkolomakkeet. Many of the
forms can be filled at a computer terminal and printed out as filled.

An occupational safety and health databank at http://fi.osha.europa.eu is available for
small and medium-sized enterprises that are interested in developing working conditions.
The website includes tools that help familiarise people with basic risk management issues,
perform company risk analyses on a computer, and look for external help from a directory of
experts. The Finnish legislative database and generally applicable collective agreements can
be found at www.finlex.fi.

A PDF version of this publication is available at www.tyosuojelu.fi/julkaisumyynti >
Verkkokauppa > Tyoymparistotalous.

We hope that you will read this material in its entirety and make recommendations for im-
provements and this be part of developing the publication to better meet the needs of small
enterprises. The content of the manual has been prepared in cooperation with the Ministry
of Social Affairs and Health, the Regional State Administrative Agency in Western and Inner
Finland and the Finnish Institute of Occupational Health.

Please send any development recommendations to Hannu Tapola, tel. +358 3 262 72471 or
hannu.tapola@stm.fi.

OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION



Occupational safety and health is a profit enhancer

Productivity improves with
working conditions

Studies of working conditions and the work environ-
ment show that an improvement in working conditions
and a focus on order and cleanliness significantly im-
prove productivity while reducing occupational acci-
dents and absences from work.

Developing productivity may not actually involve
major measures or additional costs. Good working con-
ditions and a healthy work community make it possible
to improve people’s well-being and productivity. The
importance of various work environment improvements
to the development of company productivity can be de-
scribed as follows (Ministry of Social Affairs and Health
2001).

Leadership and participation

Job content and motivation

Working atmosphere
Ergonomics
Induction into work
Order and cleanliness
Lighting
Temperature

Noise

v

Accidents and absences
due to sickness reduce profit

An accident or work-related disease is always a physical
and mental challenge that involves economic losses. A
one-day absence from work due to an accident or illness
causes the employer an average of about EUR 160 in ad-
ditional costs.

The economic significance of
accidents and absences due to sickness

The costs resulting from accidents and absences from
work can be examined separately from the society, en-
terprise and employee standpoint.

For society, absences from work cause a reduction in
the available workforce that subsequently leads to pro-
duction losses and an increase in medical treatment and
social expenditures. Another consequence of serious ac-
cidents and illnesses can be disability pension and early
retirement expenses.

For enterprises, accidents and absences from work
increase the company’s production costs, reduce pro-
ductivity and quality, and have a negative impact on
competitiveness and customer service.

For the employee, the absence resulting from illness or
an accident may mean a reduction in income, especially
if the absence is extended. Decrease capacity to work
and the costs of medical treatment may cause other
economic losses

For more information:

e Ahonen G, Bjurstrom L-M, Hussi T. Tyokykya yllapitavan to-
iminnan taloudelliset vaikutukset. (The economic impacts of
activities to maintain work ability.) Ministry of Social Affairs and
Health, Social Insurance Institution of Finland (Kela) and the
Finnish Institute of Occupational Health 2001.



Occupational Safety and Health Act (738 /2002)

The starting point and aim of the Occupational Safety
and Health Act (738/2002) is for workplaces to take the
initiative in managing safety, which will help promote
and maintain safety and health as well as employees’ ca-
pacity to work in a more efficient manner. The improve-
ment and maintenance of safety should be a continuous
process, and the responsibility of the entire organisation.
The Act requires each workplace to have a policy for oc-
cupational safety and health at work.

The OSH Act applies to work carried out under the
terms of an employment contract or to work performed
in an employment relationship in the public sector or
comparable service relationship subject to public law.
The Act also contains provisions on the obligations of
other people who affect safety and health at work. These
include the manufacturers and importers of machines
and equipment as well as installers, designers, people
carrying out initial or periodic inspections, people dis-
patching or loading goods, the owners of buildings and
ports, and ship owners. The Act includes a provision for
penalties.

The Act provides guidelines for management of oc-
cupational safety and health and the employer’s obliga-
tion to improve working conditions. The new Act further
clarifies the employer’s obligation to identify and assess
the risks related to and caused by work. The employer
has a general obligation to ensure the employees’ safety
and health at work with restrictions concerning unusual
and unforeseen circumstances.

A shared workplace refers to workplaces where at
least one person employed by an external employer
and/or a so-called self-employed worker works simulta-
neously with the employees of the employer exercising
the main authority at the workplace.

The provisions regarding this type of shared work-
place must be applied at all shared workplaces regard-
less of the line of business. Furthermore, the Act also
contains a provision on the co-operation between differ-
ent employers sharing the same industrial hall, place of
business or similar space.

The Act also imposes responsibilities on employees.
They shall follow the orders and instructions given by
the employer within his or her competence and other-
wise observe such order and cleanliness as well as care
and caution necessary for maintaining safety and health
as required by the work and working conditions. The
employee must use all available means to take care of
both their own and the other employees’ safety and
health. The employee must also avoid harassment and
inappropriate treatment of other employees.

Hazard and risk factors occurring at the workplace
and the measures to prevent these have been handled
in the Act around thematic entities. In addition to ad-
dressing the prevention of traditional physical accidents,
attention has also been focused on stress factors at work
and reducing them, ergonomics and display screen
work, preventing the threat of violence, and working
alone. The Act contains provisions on the prevention of
harassment and other inappropriate treatment.

It also describes structural safety of the workplace
and work environment, chemical, physical and biologi-
cal factors, and the safety of machines and tools. More
detailed instructions about the Act have been issued
in several decrees, such as the Government Decree on
Safety of Harvesting Work etc.



1. EMPLOYMENT MATTERS

A lack of knowledge when managing employment mat-
ters can be expensive for an enterprise. This section
outlines some of the common problems that can face
small enterprises.

Important issues:

According to the Employment Contracts Act (55/2011),
the employer must observe at least the pay and other
terms for the work in question or similar work as out-
lined in the generally binding collective agreement for
the sector.

® The collective agreements generally include a provi-
sion on taking out so-called group life insurance.

¢ On the basis of the Employment Accidents Act, the
employer is obliged to take out insurance if the num-
ber of working days commissioned during one calen-
dar year exceeds 12.

e The employer is obliged to pay pension and social
security contributions for its employees.

The Working Hours Act (605/1996)

The Working Hours Act applies to almost all work per-
formed on the basis of an employment or civil service
relationship. The Young Workers’ Act also applies to

young people under the age of 18. The employer and

The employment contract

The advantages of a written contract

A written employment contract provides many benefits
for both parties. A written contract can be used to reli-
ably prove what has been agreed. The use of sector-spe-
cific contract forms ensures that all the important terms
required by the law and the sector are included in the
contract. A written contract also helps assure the em-
ployee that the employer is a trustworthy partner. This
maintains job motivation and promotes commitment.

Planning the content of the employment contract

When planning the content of an employment contract,
the employer should utilise at least the following tools:
the collective agreement for the industry, the Employ-
ment Contracts Act, Working Hours Act and Annual
Holidays Act as well as sector-specific or other sample
employment contract form. The legislation database
and generally binding collective agreements can be
found at www.finlex.fi.

employee can agree on various flexible shifts within the
framework of the Working Hours Act and the collective
agreement.

Regular working hours on the basis of the Act

General provision:

Regular working hours are a maximum of 8 hours per
day and 40 hours per week. Note: Periodic work or
working time based on an employment contract and lo-
cal agreement.

According to the Working Hours Act,
the maximum number of overtime hours is:

over a 4-month period 138 h
in a calendar year 250 h
subject to local agreement (additional overtime) 80 h

For more information:

o Tyopaikan lakikirja (The law book for workplaces). Edita Pub-
lishing Oy 2009.

e Saarinen M. Tydsuhdeasioiden kasikirja (A handbook for em-
ployment matters). Edita Publishing Oy 2003.

o www.finlex.fi

At least the following matters affect the content of an
employment contract.

The needs of the employer and the employee.
Provisions of the Employment Contracts Act concern-
ing what issues must be agreed upon.

e The minimum terms of the collective agreement in
the sector, which must be met.

Provisions of the Employment Contracts Act, Working
Hours Act and Annual Holidays Act that restrict the
content of the employment contract.

Written information

If the employment contract is not in written form or it
does not include the information listed below, the em-
ployer must by the end of the first pay period provide
the employee with a written explanation of the terms of
employment. The information is not required for fixed-
term employment lasting less than one month.



Photocopiable

EMPLOYMENT CONTRACT
Employer
Address
Employee Personal identity code
Address

THE FOLLOWING TERMS HAVE BEEN AGREED:

The employment contract is valid

as of /

for a fixed term / ending on /

or until the work specified below is completed

Grounds for fixed-term employment

Place of work / object of work

Job description Described in the attached appendix (J

A trial period of months/days has been agreed.

Regular working hours
hours / day

hours / week
For periodic work hours /in a week period

The period of notice and annual holiday shall be determined according to the prevailing legislation and the generally
binding collective agreement for the industry.

Pay at the start of employment shall be €/ Pay period

Paydays

Final settlement shall be paid:
- upon termination of employment/at the end of employment
- upon dissolution of employment, on the third weekday after the end of employment at the latest

Bank and account number to which the salary is to be paid

Fringe benefits Described in the attached appendix (J

Applicable collective agreement

In addition, the following has been agreed:

Two identical copies of this contract have been drawn up, one for each party

/

Employer’s signature Employee’s signature



If an employer makes a number of consecutive fixed-
term contracts of less than one month with an em-
ployee under the same terms, the information must be
provided within one month of the beginning of the first
period of employment. The explanation is not required
again if the terms remain the same. If the terms of em-
ployment change, the employee must receive written
confirmation of the new terms by the end of the next
pay period.

Minimum content of a written employment contract or

explanation

e The domicile or business location of the employer and
the employee

¢ The date work began

e The duration of fixed-term employment and justifica-
tion for specifying a fixed-term contract

¢ Length of the trial period (if a trial period is agreed)

* The place where work is to be performed; if there is
no fixed workplace, an explanation of the principles
according to which the employee will work in various
work locations

e The employee’s principal duties

e The collective agreement applied to the work

e The grounds for determination of pay and the pay
period

e The regular working hours

e The manner of determining annual holiday

¢ The period of notice or grounds for determining it

¢ In the case of work performed abroad for a minimum
period of one month, the duration of the work, the
currency in which the monetary pay is to be paid, the
monetary compensation paid abroad, fringe benefits,
and the terms for repatriation of the employee.

Leased labour

Leased labour means that an employer assigns its em-
ployee to work for another employer (recipient of la-

bour, user enterprise, client, commissioner of the work).

The employee works under the management and
supervision of the recipient of labour. Work often takes
place at the workplace of the recipient of labour. The
recipient of labour pays compensation to the supplier
of the labour, not the actual employee. The employee
receives pay from his/her employer.

Leased labour must be distinguished from subcon-
tracting and nominated subcontracting, in which the
commissioner of the work and the subcontractor or

10

Duration of the employment contract

Permanent or fixed-term

An employee can always be hired as a permanent em-
ployee, in other words, for an indefinite period of time.
If the employer intends to employ an employee for a
fixed period, the duration of the fixed period must be
agreed and acceptable grounds for this must be out-
lined in the employment contract. These can include
substitution, the seasonal nature of the work, a fixed-
term project, a one-off job, a training period for an edu-
cational institute, the fixed term of an apprenticeship or
similar contract, and a factor related to the company’s
business or the position that requires a fixed-term con-
tract.

If the employer cannot justify a fixed-term contract,
the employment contract shall be considered valid for
an indefinite period.

Trial period

The intention of the trial period is to reserve a short pe-
riod at the start of employment in order to determine
the grounds for continuing the employment relation-
ship. The trial period and its duration must be agreed by
the employer and employee. If the collective agreement
determines the length of the trial period, the employer
must inform the employee of the use of this provision
when making an employment contract. If such informa-
tion is not provided and the employment contract does
not include a provision concerning trial period, there
shall be no such period in the employment.

The trial period begins at the start of employment
and lasts continuously for the agreed period. An agreed
trial period may not be extended. The maximum length
of a trial period is normally four months. In fixed-term
employment of less than eight months, the trial period
may be a maximum of half of the fixed term. If the col-
lective agreement observed by the employer limits the
length of the trial period, the employer and employee
may not agree on a longer period.

nominated subcontractor have contracted for a specific
end result.

Regulations

According to Chapter 1, section 7, subsection 3 of the
Employment Contracts Act (55/2001), if, with the con-
sent of the employee, an employer assigns an employee
for use by another employer, the right to direct and
supervise the work is transferred to the user enterprise
together with the obligations for the employer that are
directly related to performance of the work and its ar-



rangement. According to Chapter 2, section 9, if the
employer leasing the labour (for example, a leasing
company) is not bound by any collective agreement, the
collective agreement applicable to the enterprise utilis-
ing the leased labour shall apply.

Section 3 of the Occupational Safety and Health
Act (738/2002) includes provisions regarding leased
labour. Accordingly, anyone who has labour employed
by someone else (leased labour) under their direction is
required during the work to observe the provisions of
this Act concerning employers.

Subsection 2 requires that the recipient of labour
shall, before starting work, define the occupational qual-
ifications for the leased labour and the specific features
of the work to the employer of the leased employees.
The employer shall ensure that the employees have ad-
equate occupational skills and experience for the work
in question.

Subsection 3 obliges the recipient of labour to take
care of providing the employees with induction into the
work.

According to subsection 4, the recipient of labour
must report, in sufficient extent, the start of the work to
the occupational health care service of the workplace
and the appropriate occupational safety and health rep-
resentative at the workplace.

According to section 48 of the Act on Occupational
Safety and Health Enforcement and Cooperation on Oc-
cupational Health and Safety at Workplaces (44/2006),
anyone offering professional leased labour is obliged to
give the appropriate occupational safety and health au-
thority prior notice before starting the activity.

The responsibilities of the employee’s own employer

The responsibilities of the employee’s own employer are:

e to arrange occupational health care for the leased
employee

e to notify the employee of the professional require-
ments and nature of the work

Young workers

Who is a young worker?

The Young Workers’ Act (998/1993) applies to employ-
ees under the age of 18.

15 years of age

A young person aged 15 who has completed his/her com-
pulsory schooling can be employed on a permanent basis.

14 years of age

The work may not interfere with school attendance. A
14-year-old or a 13-year-old who turns 14 in the same

e to ensure that the employee has sufficient professional
skill, experience and suitability for the work in ques-
tion

e to take care of the employee’s general instruction and
guidance for the work tasks

e to confirm that the recipient of labour is able to fulfil
its responsibilities and that the work can otherwise be
performed in an appropriate and safe manner.

¢ Responsibilities of the recipient of labour

¢ Responsibilities of the recipient of labour are:

¢ to inform the provider of labour of the professional
requirements and specific features of the work before
starting work

e to inform the occupational health care and occupa-
tional safety and health representative at the work-
place of the start of leased labour

e to ensure that the employee is provided with suffi-
cient information about the hazards and risks involved
in the work and the necessary occupational safety and
health measures

¢ to inform the employee of any specific risks involved
in the work and the related medical examinations
(particularly night work and work that presents a spe-
cific risk of illness)

e to provide the employee with induction into the work
and conditions at the workplace as well as occupa-
tional safety and health measures

e to take care of occupational safety and health during
the work, including appropriate personnel facilities,
the safety of tools, and proper ergonomic dimensions
in the work environment.

e if necessary, to familiarise the employee with occupa-
tional safety and health co-operation and communi-
cation at the workplace and the occupational health
care arrangements.

Guidebook about leased labour: www.mol.fi

calendar year can perform light work. He/she can work a
maximum of half the holiday period during school holi-
days and do temporary work or work that is short-term
in duration during the school year.

13 years of age or younger

With a permit issued by the Exceptions Division of the
Occupational Safety and Health Inspectorate, a person
under the age of 13 can work temporarily as a performer
or assistant at art and cultural exhibitions and other simi-
lar events.

11



The employment contract

A person aged 15 can make an employment contract.
For a person under the age of 15, the guardian (usually
the father or mother) can make the contract, or, with the
consent of the guardian, it can be made by the young
person. The guardian can terminate the young worker’s
employment contract if this is necessary for the sake of
the young person’s education, development or health.

At the request of the young worker or his/her guard-
ian, the employer must present a written explanation of
the terms of employment BEFORE making the contract.
This does not apply to one day’s domestic work per-
formed in the home of the employer.

What kind of work can
a young worker do?

A young worker cannot be used for work that would be
hazardous to his/her physical or mental development.
Furthermore, work may not require greater effort or re-
sponsibility than what is reasonable considering the age
and strength

of young workers. The Decree on Work that is Con-
sidered Particularly Harmful or Dangerous for Young
people (475/2006) provides more detailed information

Working hours for young people

13-15 years

DURING SCHOOL HOLIDAYS
7 h/iday
35 h/week

Regular working hours

DURING THE SCHOOL YEAR
7 h/day on days off

2 h/day on school days
Total 12 h/week

Overtime Forbidden

Distribution of working 8 am - 8 pm

hours (until 11 pm in domestic
work)

Meal breaks Y2 h, if working hours

exceed 42 h

Uninterrupted rest 14 h/day
period
Weekly rest period 38 h/week

12

on this issue. The Ministry of Social Affairs and Health
has issued a Decree on a List of Examples of Jobs Haz-
ardous for Young Workers (302/2007).

Medical examination

If employment is intended to last more than three
months, young workers must undergo a medical exami-
nation at the employer’s expense within one month of
the start of employment.

The medical examination is not required if the work
is light shop or office work or other similar employment
or if the young person can produce a medical certificate

obtained within the last year showing that he/she is fit

for the employment.

List of young workers

The employer shall keep a list of all young workers who
are recruited for at least two months. The list shall in-

clude:

¢ the full name and date of birth of the worker

¢ the worker’s address

e the name and address of the worker’s guardian
e the date on which employment began.

e a job description.

15-17 years

8 h/day
40 h/week

Maximum of 80 h/year (by
special permit an additional
40 h/year)

48 h/week

6 am - 10 pm
(11 pm in domestic work)

See previous

12 h/day

As for adults

Photocopiable

NOTE!

13-15 years

The maximum length of the
school day and working day
is 8 h/day (special permit
possible for professional
development)

15-17 years
maximum working time 9
h/day

over the age of 15

in 2 shifts until midnight
for professional training
purposes



On-the-job learning

Students that are learning a vocation gain practical
experience of their work tasks while studying. Each three-
year basic vocational diploma includes at least 20 credits
(about six months) of on-the-job learning, in other words,
studying at workplaces.

On-the-job learning is regulated by the Vocational
Education Act (630/1998) and Decree (811/1998). It is
also guided by the recommendations and opinions of
the central labour market organisations as well as the
collective agreements in each field.

The general aims of on-the-job learning are

e to increase the responsibility of working life for educa-
tion

e to increase the availability of qualified labour for en-
terprises

¢ to promote the employment of young people and
their transfer to the labour market

e to increase students’ knowledge of the labour market
and the rules of working life

e to raise the level of co-operation between schools and
working life.

On-the-job learning periods are of great benefit to all
parties when they are well planned in advance. Prepar-
ing students for the on-the-job learning period helps
make it more successful. The workplace can also prepare
to receive the student.

The workplace and the educational institute agree
on the general arrangements for on-the-job learning in
a written contract. The contract defines the aims, the
most important content (learning tasks), duration and
timing of the on-the-job learning period, and outlines
the responsibilities of each party.

A personalised contract is used to agree on the stu-
dent’s on-the-job learning period. The contract includes
more detailed information on the student’s work ar-
rangements, aims and tasks, etc.

General contract on the arrangement
of the on-the-job learning

Workplaces, teachers and students all have their own
specific tasks when arranging on-the-job learning. The
following paragraphs summarise the most important of
these.

The tasks of the workplace in terms of on-the-job learn-

ing are

e to provide the educational institute with information
about the work and the conditions and work equip-
ment related to the work environment

e to agree in writing with the institute concerning the
arrangement of the on-the-job learning

e to designate a responsible workplace instructor to di-

rect and evaluate the student’s learning at work

e to take responsibility for the student’s occupational
safety and health during the on-the-job learning

e to provide the student with information about how
the working community operates and develops

e to inform personnel at the workplace of the on-the-
job learning.

The teacher’s tasks in terms of on-the-job learning are

e to plan the on-the-job learning with the student and
the workplace instructor

e to provide the workplace instructor with information
about the student’s curriculum, aims and other impor-
tant issues

e to outline the appropriateness of the work tasks in
various on-the-job learning periods, to plan the learn-
ing tasks, and to explain their aims to the workplace
instructor

e to help and support the student in the various stages
of on-the-job learning

e to participate concretely in counselling and evaluation
of the student.

The student’s responsibilities in terms of on-the-job

learning are

e to observe order at the workplace and follow the in-
structions and rules concerning the work and occupa-
tional safety and health

e to perform the tasks agreed with the workplace in-
structor and the teacher and to observe the issues
agreed in the on-the-job learning contract.

The workplace instructor designated by the workplace
shall guide and evaluate the student’s learning at the
workplace. The workplace instructor, student and teach-
er shall participate in the evaluation of on-the-job learn-
ing. The student shall evaluate his/her learning by keep-
ing a learning diary (as a Word document), for example.
The workplace instructor and the teacher shall
both participate in evaluating the student in the agreed
manner. The areas for evaluation include the student’s
technical skills, in other words, how the student handles
the assigned learning tasks and his/her social skills (such
as the ability to work independently, group work skills,
precision, reliability, observation of working hours).
According to the recommendation of the labour
market organisations, on-the-job learning should be
arranged without an actual employment relationship.
If, however, an employment contract is concluded,
the pay shall observe the regulations of the collective
agreement. The person learning on the job is not a re-
placement for workplace personnel and does not affect
the employment of personnel already working at the
company.
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Apprenticeship

Apprenticeship is a working life-oriented form of educa-
tion that provides the opportunity to earn secondary
vocational diplomas and vocational and further voca-
tional qualifications. It is also possible to complete addi-
tional training not aimed at a diploma. Apprenticeship
is a good way for young people and adults to obtain
basic vocational training, and is also a form of devel-
oping professional skills. Entrepreneurs can also train
themselves through apprenticeship performed in their
own companies.

An apprenticeship refers to studies arranged in con-
junction with practical work tasks at the workplace. The
studies are supplemented by theoretical studies.

Apprenticeship is based on a fixed-term employ-
ment contract between an employer and an apprentice
student aged 15 or older. An apprenticeship is educa-
tion that prepares or guides the student for a degree
and lasts 2—4 years. As further education, the education
period varies between 4 and 12 months. An appren-
ticeship always includes a personal study programme,
which is drawn up on the basis of the principles of
the curriculum or competence-based qualification ap-
proved by the Finnish National Board of Education.

When looking for a person with a specific educa-
tional or employment background as an apprentice,
you should contact the local employment office. You
can also go to www.oppisopimus.net website and
use the employment service intended for apprentice-
ship parties.

Contact the training co-ordinator if you would like
more information about apprenticeship training.

Working hours register

The Working Hours Act (605/1996) states that the em-
ployer must plan employees’ working time in advance
and compile a working time system for that purpose. An
adjustment system for working hours must be prepared
in advance when observing average working hours.

The employer must keep a list of the realised work-
ing hours. This is called the working hours register. The
working hours register can be kept in conjunction with
payroll accounting. Payroll accounting as such cannot
replace the working hours register.

The employer can choose the form of the working
hours register, but it is essential that all the necessary
information be clearly recorded and easy to read.

Modern IT applications generally include the tools
necessary to maintain a working hours register.

14

What rights and responsibilities
does the training involve?

The employer is paid a training compensation from
state funds to cover the costs of the training.

The student must be paid at least the minimum pay
for a trainee as outlined in the collective agreement.

A responsible instructor must be named at the
workplace, and this person takes charge of the student’s
practical training for the work tasks.

The employer must ensure that the student can par-
ticipate in the theoretical studies in accordance with his/
her individual study plan.

At the end of the training, the employer provides
the student with a certificate that includes an evaluation
of the student’s performance in terms of the workplace
training.

Apprenticeship training is suitable for enterprises in the

following situations:

e The enterprise needs additional workforce for which it
does not set high knowledge or skill requirements.

e The enterprise cannot fund an employee with a suit-
able education on the labour market.

e There is a need to train personnel for a completely
new task.

* The employee’s tasks require additional specialist
training for the professional sector.

What information is needed?

The working hours register must indicate

e the hours worked

e overtime hours and the increases paid for them

e Sunday hours and the increases paid for them

e the supervisor’s estimate concerning the number of
overtime and Sunday hours when a monthly salary has
been agreed upon. This information must be clearly
evident in the working hours register without addi-
tional calculations.
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Hours worked are recorded in the working hours register
so that the working hours per day and per four-month
period are listed separately. The same applies to over-
time hours.

The hours are always recorded as actual hours re-
gardless of how compensation is paid.

Annual holidays

Holiday credit year

The time from 1 April to 31 March preceding the holi-
day season constitutes the holiday credit year. The right
to holiday is calculated on the basis of this period.

Holiday season

2.5.-30.9. The period between 2 May and 30 Septem-
ber.

Full holiday credit month

This is a calendar month in which the employee has
accumulated at least 14 days of work or the so-called
equivalent of days of work.

If, according to the contract, the employee works on
so few days that he/she does not accumulate 14 days at
work in any calendar months or accumulates 14 days at
work in only some of the months, a full holiday credit
month is considered to be a month during which the
employee has accumulated at least 35 hours of work or
the equivalent of hours at work.

Period equivalent to time at work

Any period of absence from work for which the employ-
er is obliged by law to pay the employee is considered
to be a period equivalent to work. During an employ-
ment relationship, the equivalent of days at work is also
considered to be those working days or working hours
when the employee has been unable to work because
of, for example, maternity, special maternity, paternity
and parental leave, temporary child-care leave, absence
for compelling family reasons, illness or accident, medi-
cal rehabilitation, or lay-offs. See the list in section 7 of
the Annual Holidays Act (162/2003).

Right to holiday

Holiday entitlement is two weekdays of holiday for each
full holiday credit month if, by the end of the holiday
credit year, the duration of the employment relationship

In practice, the working hours register and payroll

accounting include the following documents:

e work roster (working time system)

¢ a scheme for averaging out employees’ working time
(when observing average working time)

e basic record (hours slip, time card, etc.)

e record of working hours

* pay sheet.

The working hours register and payroll accounting
can also be handled by an accountant in conjunction
with the rest of the company’s bookkeeping.

has been an uninterrupted period of less than one year.

An employee is entitled to two and a half weekdays
of holiday for each full holiday credit month.

If several consecutive fixed-term employment con-
tracts that have continued uninterrupted or with only
short interruptions have been concluded, the employ-
ment is considered to be continuous.

The earning of annual holiday shall continue uninter-
rupted if the employee transfers directly to the service of
an employer that, on the basis of ownership, agreement
or some other arrangement, is controlled by the previ-
ous employer or persons closely related to the previous
employer.

The employee’s right to be given leave

An employee, who, according to his/her contract, works
for less than 14 days or 35 hours in all calendar months
and therefore does not earn any annual holiday, is enti-
tled to two weekdays of leave for each calendar month
of employment is he/she so desires.

Carried-over holiday

The employer and the employee may agree that the
portion of holiday exceeding 18 days will be taken dur-
ing the following holiday season or later as carried-over
holiday. The employee has the right to carry over any
portion of his/her holiday exceeding 24 days, providing
that this does not cause any serious harm to the produc-
tion or service operations at the workplace.

Granting annual holiday

The employee must be granted a summer holiday (24
weekdays) during the holiday season of 2 May — 30 Sep-
tember.

The rest of the holiday (the portion exceeding 24
weekdays) must be granted as winter holiday before the
start of the following holiday season, in other words, be-
tween 1 October and 31 March.

17



. Au-
Month April May June July gust
Actual days
at work

Days equivalent
to days at work

Days entitling the em-
ployee to leave Total

Days of leave

Annual holiday is granted to the employee at the time
determined by the employer unless otherwise agreed by
the employer and the employee.

The employer and the employee may agree

e that the employee will take the portion of holiday ex-
ceeding 12 weekdays in one or more periods

e on setting the annual holiday in a period that starts
at the beginning of the calendar year which includes
the holiday season and which ends the following year
before the start of the holiday season

¢ on taking the portion of the holiday exceeding 12
weekdays within one year of the end of the holiday
season

¢ on taking the annual holiday earned up to the end of
his/her employment relationship before the employ-
ment relationship ends

e that, at the request of the employee, the portion of
the holiday exceeding 24 weekdays be converted into
shortened working hours. The agreement must be in
writing.

Holiday pay and compensation

The holiday pay / holiday compensation calculation
form (page 18) can be used for calculating holiday pay
and compensation.

The holiday pay for an employee receiving monthly
pay is calculated by dividing the monthly pay by the
number of working days in the month in question and
multiplying the resulting daily pay by the number of
working days in the holiday period.

The holiday pay for an employee receiving hourly
wages or piecework pay is calculated so that the pay
received by the employee or his/her pay in arrears for
the time at work during the holiday credit year, exclud-
ing increases paid for emergency work and statutory
or agreed overtime, is divided by the number of days
worked during the holiday credit year and then supple-
mented by one-eighth of the hours at work that exceed
regular working hours.

If, in accordance with the employee’s contract, the
number of working days per week is less than or more
than five, the average daily pay is multiplied by the num-
ber of weekly working days and then divided by five.

18

Sep- Octo- Novem- Decem- Janu- Feb-
tember ber  ber ber ary

ruary

The average daily pay is then multiplied by a factor
determined according to the number of holiday days as
outlined in section 11 of the Annual Holidays Act or in
the holiday pay agreement.

Percentage-based compensation is mainly used when
calculating the holiday pay for part-time employees or
holiday compensation for employees earning leave. Hol-
iday pay is 9% of the employee’s pay or pay in arrears
for the time at work during the holiday credit year, ex-
cluding any sum paid for emergency work or statutory
or agreed overtime work. The holiday pay is 11.5% if
the employment relationship has lasted for at least one
year by the end of the holiday credit year preceding the
holiday season. If the employee has been absent from
work, any pay not received by the employee during the
absence is added to the pay used as the basis for calcu-
lating the holiday pay.

The percentages may be agreed differently in the
collective agreements (for example, 18.5% in the con-
struction sector, 10% or 12.5% for part-time employees
in the commercial sector).

Holiday pay must be paid before the start of the hol-
iday except for a holiday period not exceeding six days.
Holiday compensation for employees earning leave is
paid in conjunction with the leave or at the end of the
holiday period at the latest.

At the end of the employment relationship, the em-
ployee is entitled to holiday compensation instead of
annual holiday for any holiday entitlement or holiday
compensation earned but not yet received. Holiday
compensation is calculated according to the applicable
parts of the holiday pay provisions.

When paying holiday pay or holiday compensation,
the employer is obliged to provide the employee with
a statement indicating the amount of the holiday pay
or holiday compensation and the basis on which it was
determined.

The employer must keep a record of the employee’s
annual holidays and carried-over holidays as well as the
holiday pay and holiday compensation determined on
the basis of the Holidays Act. The annual holidays re-
cords must show the duration and dates of the annual
holidays, the amount of holiday pay and compensation,
and the basis on which they are determined.

March Total



Photocopiable

HOLIDAY PAY CALCULATION/HOLIDAY COMPENSATION CALCULATION

Employer ‘ ‘

Employer Date of birth
| | | |

Holiday credit year ‘ ‘ - ‘ ‘

Employment began on |:| [[] Employment continues Employment ended on |:|
Holiday entitlement / right to time off |:| months X |:| days = |:| weekdays
HOLIDAY PAY CALCULATION FORMULAS

1. EMPLOYEES WITH MONTHLY SALARY
Monthly pay at the Days worked Workdays during Holiday pay/
start of the holiday per month €/day the period of holidays holiday compensation €

N 7 1 -

2. EMPLOYEES WITH HOURLY WAGES IN ACCORDANCE WITH THE ANNUAL HOLIDAYS ACT

Earnings from working

during holiday credit Days worked + When necessary:  Coefficient in

year, overtime and 1/8 of overtime The number of accordance with

emergency work and emergency Average daily weekly workdays  the Annual Holiday pay/holiday

increments excluded € work wage €/day divided by five Holidays Act compensation €
. | = | x| x| | = |

3. EMPLOYEES WITH HOURLY WAGES ACCORDING TO HOLIDAY PAY AGREEMENT

Earnings from working

during holiday credit Coefficient

year, overtime and according to Holiday pay/

emergency work Hours Average hourly holiday pay holiday

increments excluded € worked wage €/hour agreement compensation €
N | = | | x| | = |

4. PERCENTAGE-BASED HOLIDAY PAY/HOLIDAY COMPENSATION

Earnings from working Compensation

during holiday credit percentage 9% or 11.5%

year, overtime and Wages fallen due from or % determined by

emergency work time comparable to applicable collective Holiday pay/holiday
increments excluded € working Total agreement compensation €
I | = | | x| I
TIME OF THE HOLIDAYS HOLIDAY PAY PAID

| | = | =[] days | | € ]

| | = | | =[] days | | € ]

| | - | | =[] days | | € ]

Carried-over holiday
entitlement days | | =] | days in total

HOLIDAY BONUS ACCORDING TO COLLECTIVE AGREEMENT

| € x| [ % =] | €

For holiday days | | = | | = | | € Paid [ ]
For holiday days | | = | | = | | € Paid [ ]
For holiday days | | = | | = | | € Paid | ]

www.tyosuojelu.fi/fi/forward/file/311
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Family policy leave

Regulations

The regulations concerning family leave are contained in
Chapter 4 of the Employment Contracts Act (55/2001)
and in the Sickness Insurance Act (1224/2004). The
duration of family leave is determined according to the
Sickness Insurance Act and the applicable notification
periods are outlined in the Employment Contracts Act.

However, the employee has the subjective right to
family leave providing that the notification periods are
observed. In terms of partial child-care leave, the em-
ployer can refuse the requested leave in certain cases.
A pregnant employee is entitled to take part in medical
examinations prior to birth without any loss of earn-
ings if these examinations have to be conducted during
working time.

Maternity leave

e The duration is 105 weekdays, 30 - 50 weekdays of
which are before the calculated time of birth.

* NOTIFICATION TO THE EMPLOYER at least two
months before the start of the leave.

* Possible pay is determined according to the collective
agreement.

* The employee accumulates annual holiday.

Paternity leave

e The duration is 18 weekdays.

e Can be timed according to the family’s needs in a
maximum of four periods.

e Paternity leave is also extended by 1 - 12, from au-
tumn 2010 by 13 - 36, weekdays if the father takes at
least the last 12 weekdays of the parental leave (the
so-called father’s month). The father’s month must be
taken before 180 days have passed since the last pay-
ment date of the parental allowance that follows the
maternity allowance.

e NOTIFICATION TO THE EMPLOYER at least two
months before the start of the leave.

e No remuneration is paid unless otherwise agreed in,
for example, the collective agreement.

e The employee accumulates annual holiday.

Parental leave

e The duration is 158 weekdays.

e Either parent can take parental leave in a maximum of
two periods,

¢ the minimum duration of which is 12 weekdays/pe-
riod.

e NOTIFICATION TO THE EMPLOYER at least two
months before the start of the leave.

e Usually unpaid.

e The employee accumulates annual holiday.

20

Child-care leave

Until the child turns three.

Either parent can take child-care leave.

A maximum of two periods.

The duration of each period must be at least one
month.

NOTIFICATION TO THE EMPLOYER at least two
months before the start of the leave.

Unpaid.

The employee does not accumulate annual holiday.
The parent of an adopted child is entitled to child-care
leave, see Chapter 4, section 3 of the Employment
Contracts Act.

Partial child-care leave

Possible when an employee has been employed for six
out of the past 12 months.

Both parents must be employed.

Available until the end of July of the year when the
child finishes the second school year.

Working time is 6 h/day and 30 h/week unless other-
wise agreed.

Both parents may not take partial child-care leave
simultaneously to care for the child. The parents can
share the responsibility so that one cares for the child
in the morning and the other in the afternoon or so
that they care for the child on alternate days or weeks.
CONTRACT MUST BE MADE at least two months
prior to the start of the partial child-care leave unless a
shorter period has been agreed.

The employer cannot refuse to grant the leave unless it
causes serious inconvenience to production or service
operations at the workplace.

The scope covers children with extended compulsory
education and children with a disability or long-term
illness that require special care and support, see Chap-
ter 4, section 4 of the Employment Contracts Act.

Temporary child-care leave

Sudden illness of a child under the age of 10.

A maximum of our working days.

Possible pay and holiday are determined on the basis
of the collective agreement.

NOTIFICATION TO THE EMPLOYER as soon as possible.

Absence for compelling family reasons

If an employee’s immediate absence from work is neces-
sary for an unforeseeable and compelling reason result-

ing from an illness or accident suffered by his/her family.
Temporary absence.

NOTIFICATION TO THE EMPLOYER as soon as possible.

At the employer’s request, the employee must present

a reliable explanation of the reasons for the absence.



FAMILY POLICY LEAVE

Employee

Photocopiable

Employer

NOTIFICATION OF LEAVE

Begins
QO MATERNITY LEAVE
[ADOPTION LEAVE] / -

Ends

U PARENTAL LEAVE / -

Q PATERNITY LEAVE (18 weekdays in a maximum of four periods)

1st period / -
2nd period / -
3rd period / -
4th period / -

O PATERNITY LEAVE,
so-called father's month / -

O CHILD-CARE LEAVE

CHILD UNDER 3 / -
O PARTIAL
CHILD-CARE LEAVE / -

O TEMPORARY
CHILD-CARE LEAVE / -

The following has also been agreed:

20

Place and date

Employee

Employer
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Instructions when issuing a warning

If an employee seriously neglects or violates the respon-
sibilities of his/her employment relationship, the em-
ployer may have reasonable and sufficient grounds to
terminate the employment.

However, in the above-mentioned situation the em-
ployee may not be dismissed before the employer has
issued him/her a WARNING concerning this matter.

After receiving the warning, the employee must be
provided with the opportunity to correct his/her behav-
iour.

Lay-offs

Laying off means temporary or indefinite interrup-
tion of work and remuneration at the initiative of
the employer while the employment relationship
continues in other respects. Laying off can also be
implemented by reducing the employee’s regular
working hours.

Grounds

¢ The employer may lay off an employee for a financial
or production-related reason or if the work or the em-
ployer’s potential for offering work have diminished
temporarily and the employer cannot reasonably pro-
vide the employee with other suitable work or training
corresponding to its needs.

e An employee in a fixed-term employment relationship
can only be laid off if the permanent employee for
which he/she is a substitute could also be laid off.

e The employer and the employee can also agree on a
lay-off for a fixed period if this is necessary in view of
the employer’s operations or financial standing.

Procedure

Advance explanation:

e The employer must, as soon as it becomes aware of
the need for lay-offs, provide the employee with an
advance explanation of the available information.

e This explanation must indicate the grounds for the
lay-off, and its estimated extent, implementation,
commencement and duration.

e The employees or their representatives must be given
the opportunity to be heard concerning the explana-
tion provided.

Lay-off notice:

e The employer must notify the employee in person of
the grounds for lay-off, commencement, duration or
estimated duration a minimum of 14 days before the
lay-off begins.

e |f the lay-off concerns at least 10 employees, the em-

22

Since the warning must be verifiable, it should al-
ways be issued to the employee in writing.

The reason for the warning must be recorded in as
much detail as possible (for example, how and when
the neglect of work responsibility occurred).

The warning is not required in special cases in which
the grounds for dismissal involve such a serious violation
that the employee should have understood the severity
of the error without a warning.

ployer shall also inform the representative of the em-
ployees and the employment authority.

Lay-off certificate:

e At the employee’s request, the employer shall provide
a written lay-off certificate indicating the reason for
the lay-off, the date of commencement and duration
of the lay-off. The date the employment relationship
began should also be recorded for the employment
authorities.

Returning to work and termination of
employment

e If an employee has been laid-off indefinitely, the
employer shall notify the employee of resumption of
work at least seven days in advance unless otherwise
agreed.

e The employer must observe the normal procedure for
terminating employment when terminating the em-
ployment relationship of a laid-off employee.

e However, the employer may deduct pay for 14 days
from the sum due for the period of notice if the
employee has been laid off using a law- or contract-
based notification period of more than 14 days.

The employee’s rights

e The employee may accept other work during the pe-
riod of lay-off and terminate this other employment
regardless of the duration of the employment con-
tract using a five-day period of notice.

¢ The employee may terminate his/her employment
relationship without a period of notice during a lay-off
except within the last week before the end of the lay-
off if the date when the lay-off ends is known.

* Employees who terminate their employment con-
tract after the lay-off has lasted continuously for a
minimum of 200 days are entitled to their pay for the
notice period as compensation, from which the em-
ployer can deduct a maximum of 14 days’ pay paid
during the lay-off notification period.



Photocopiable

WARNING

EMPLOYEE

Name

Personal identity code

EMPLOYER
Name Business ID
Address
Tel.
OUR COMPANY ISSUES THE FOLLOWING WARNING
The reason for the warning is:
Should the violation continue, the employer can initiate measures to terminate the employment
relationship.
Place and date /
Signature

The above warning has been issued to the employee for notification purposes:

Place and date /

Employee’s signature

Witnesses to the notice issued to the employee:

Place and date /

Signature
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LAY-OFF NOTICE

EMPLOYEE

Name

Personal identity code

Date employment began

EMPLOYER

Name Business ID

Address,

Tel.

REASON FOR LAY-OFF

TYPE OF LAY-OFF
a1 Complete lay-off
[d 2. Reduction of working hours corresponding to lay-off,
after which the working hours are

h/day days/week h/week

DURATION OF LAY-OFF

a1 Indefinite, beginning on /

Estimated duration

[ 2. Fixed term beginning on /

ending on /

Place and date /

Signature

The above notice has been issued to the employee for information purposes:

Place and date /

Employee’s signature

Witnesses to the notice issued to the employee:

Place and date /

Signature
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Termination of employment

after a minimum of 200 calendar days of lay-of

The employee is entitled to pay for the
period of notice

e if an employer terminates a laid-of employee’s em-
ployment contract so that the contract ends during
the lay-off

e if the employee terminates his/her employment con-
tract after the period of lay-off has lasted continuously
for a minimum of 200 days.

In both cases the period of notice that applies to the em-
ployer must be observed.

Amount of pay for the period of notice

The employer may deduct a pay sum due for 14 days
from the pay for the notice period if the employee has
been laid off using a notification period of more than 14
days.

Notes:

An artificial termination of the lay-off in order to cir-
cumvent the provisions is not acceptable. For example,
annual holidays do not interrupt a continuous period of
lay-off.

An employer may not ask a laid-off employee to re-
turn to work for the period of notice.

Termination of the employment contract

Termination, period of notice and
expiration of fixed-term

Employment contracts made for an indefinite period are
usually terminated by one of the parties giving notice.
The termination notice will be followed by a period of
notice agreed upon by the parties, or defined by the col-
lective agreement or by law.

During a trial period either party may terminate the
employment contract. However, it may not be termi-
nated for inappropriate reasons as outlined in Chapter
2, section 2, subsection 1 of the Employment Contracts
Act (prohibition of discrimination and equal treatment)
or other grounds inappropriate to the trial period. The
employer may not terminate the employment contract
after neglecting to inform the employee that the provi-
sion on a trial period contained in the binding collective
agreement has been applied.

A fixed-term employment contract is terminated
without giving notice at the end of the fixed period or
on completion of the work.

Protection against termination

The employer may not terminate an indefinitely valid
employment contract without proper and weighty rea-
sons. These can include:

e serious breach or neglect of the employee obligations
as well as essential changes in the conditions necessary
for working related to the employee’s person, or

e a substantial and permanent decrease in the amount
of work for financial or production-related reasons, or
due to a reorganisation of the employer’s operations.

However, employees who have neglected their duties
arising from the employment relationship may not be
given notice before they have been warned and given a
chance to correct their conduct. After having heard the
employee and prior to giving notice, the employer must
determine whether it is possible to avoid giving notice
by placing the employee in other work.

If the work has substantially and permanently dimin-
ished, the employee may not be given notice if he/she
can be placed in or retrained for other work by offering
him/her work equivalent to that defined in the employ-
ment contract or, if such work does not exist, other work
equivalent to his/her education, professional skills or
experience.

Unless otherwise specified in the collective agree-
ment for the sector, and the parties to the employment
contract have not agreed on a period of notice, the
periods of notice are determined according to the law as
follows:

25



Photocopiable

NOTICE OF TERMINATION OF EMPLOYMENT RELATIONSHIP
AFTER A LAY-OFF OF 200 DAYS

Employer’s name Business ID

Address

Employee’s name

Address

My period of lay-off has lasted continuously for more than 200 calendar days.

In accordance with Chapter 5, section 7 of the Employment Contracts Act (55/2001),
I hereby terminate my employment relationship. | request payment of compensation
equal to the pay for the period of notice not yet received.

Employee’s signature

I have received notification of this notice today.

Employer’s signature

Notice of the notification issued to the employer is witnessed by:

Place and date

Signature
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If the EMPLOYER gives notice

Length of employment Period of notice

0-1year 14 days
1-4 year 1 month
4-8 year 2 months
8-12 year 4 months
over 12 year 6 months

lllegal termination
can become expensive

Before giving notice, the employer shall ensure that the
termination is based on facts and that the grounds fulfil
the conditions for protection against unjustified dismiss-
al. The employer should ask its employers’ organisation
for help and advice. Employers that are not members of
any employer organisation can ask for help from the oc-
cupational safety and health authorities.

The occupational safety and health authorities do
not resolve any disputes over termination of employ-
ment. They can at most give their own opinion on
the interpretation of the protection against unjustified
dismissal in the case concerned based on the facts that
have been delivered to them. Only a court of justice can
make a final decision that binds the parties, indicating
whether the protection against unjustified dismissal was
complied with or violated.

If the employer terminates an employment contract
and the employee considers the grounds for dismissal to
be illegal, the matter can ultimately by resolved so that
the employee files an action against the employer, seek-
ing financial compensation in an ordinary court of law.

Certificate of employment

On termination of the employment relationship, the
employee is entitled to receive, on request, a written cer-
tificate of employment. The employee shall request the
certificate from the employer. The employer is obliged to
provide the employee with the certificate without delay,
usually within about one week of the employee’s request.

Content of the certificate of
employment

Before the employer writes the certificate of employment,
he/she should ask what matters the employee would like
mentioned in the certificate. The shortest possible certifi-
cate only indicates the duration of the employee’s employ-
ment relationship and the nature of the work.

Only at the specific request of the employee shall the
certificate include an assessment of the employee’s working
skills and behaviour, and the reason for the termination of
the employment relationship, or only one of these items.

If the EMPLOYEE gives notice

Length of employment Period of notice

Less than 5 years 14 days

Over 5 years 1 month

If the court of law finds the dismissal to be illegal, it shall
order the employer to pay compensation to the employ-
ee for unjustified termination of the employment con-
tract. The amount of compensation is calculated on the
basis of the employee’s pay, and is equal to the pay due
for a minimum of three and a maximum of 24 months.
The action for damages must be filed within two years
of the end of the employment relationship. After that,
the statute of limitations on compensation will run out.

Right to cancel the employment
contract

Under exceptional circumstances, it is possible to ter-
minate an employment contract by cancelling it if one
of the parties to the contract seriously neglects his/her
duties or violates the contract. In such cases the em-
ployment contract is terminated immediately without

a period of notice. The right to cancel an employment
contract requires such a weighty reason that it is unrea-
sonable to expect that the person cancelling the con-
tract should continue the contractual relationship for the
period of notice.

The reason for the termination of the employment
relationship does not refer to any detailed grounds for the
termination or cancellation of the employment relation-
ship. A certificate of employment shall only include a refer-
ence indicating who terminated the employment, and in
what way. For example, the employment was terminated
when the employee resigned. However, if the employer
has given notice to the employee because the work has
come to an end, or for financial or production-related
reasons, this should be mentioned in the certificate. The
same applies if the employment has been terminated on
the grounds of a fixed term that has expired or because of
some other reason relating to a fixed term.

If the employee only requests that the reason for the
termination of his/her employment should be mentioned
in the certificate, but does not request an assessment of his/
her working skills and behaviour, the reason for termination
must not be written in such a way that it contains an assess-
ment of the employee’s working skills and behaviour.
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NOTICE OF TERMINATION OF EMPLOYMENT

Photocopiable

Employer Tel.
Address

Employee Tel.
Address

TERMINATION OF EMPLOYMENT CONTRACT

This notice hereby indicates that the employment agreement between the above parties is
[ Terminated [ cancelled

The reason for termination or cancellation

Starting date of the employment relationship /
Period of notice for the employment contract months

Date of termination /
Last day of employment relationship /
Date /

Employer’s signature / Employee’s signature
Hearing

M| Employee / Employer was heard on /

[J Time to be heard has been reserved
The employee / employer has received notification of

[ cancellation during the trial period
[d termination for reasons due to the employee / employer
[ termination due to financial or production-related reasons

D cancellation due to some other reason:

The above notice has been issued to the employee / employer for information purposes:

Date /

Employee’s signature / Employer’s signature

We attest to the above notification

Date /
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New certificate of employment to
correct faults and inaccuracies

The employer is obliged to issue a new, corrected ver-
sion of the certificate of employment if the certificate
contains inaccurate information. A corrected certificate
of employment should also be given if the reason for
terminating the employment has been mentioned or an
assessment of the employee’s working skills and behav-
iour has been given even though the employee has not
requested them.

The same obligation applies if the employer has
included such information in the certificate that, accord-
ing to the law, must not be mentioned in it.

The obligation to issue a certificate remains in force
for ten years.

On request, the employer is obliged to provide an
employee with a certificate of employment within 10
years of termination of the employment relationship.

A certificate including an assessment of the employee’s
working skills and behaviour must, however, be request-
ed within five years of termination of the employment
relationship.

Photocopiable

If more than 10 years have passed since termination
of the employment relationship, a certificate indicating
the duration of employment and nature of the work du-
ties shall only be given if it does not cause the employer
undue inconvenience.

Violations concerning the certificate
of employment will be reported to the
prosecutor

If an employer violates any provisions concerning the
certificate of employment, a fine shall be imposed on
the employer for violation of the Employment Contracts
Act. If an employee has requested a certificate of em-
ployment from the employer but has not been provided
with it, the employee may inform the occupational
safety and health authorities of the violation. If the em-
ployer, despite the request of the occupational safety
and health authorities, still does not issue a certificate
of employment, the authority can impose a default fine
and report the violation to the public prosecutor.

Instructions for filling in a pay certificate

Pay calculation

On payment of wages, the employer shall provide the
employee with a calculation showing the amount of
pay and the grounds for its determination. Pay calcula-
tion is a necessary tool for correcting eventual miscalcu-
lation or other errors occurred in calculating the pay. If
the employer does not provide the employee with a pay
calculation, the employee must remind the employer of
this immediately. If the employee thinks that he or she
has not received from the employer all the pay due, the
employee must ask the employer to correct the pay-
ment.

Failure to provide a pay calculation on request is a
punishable act (Employment Contracts Act, Chapter 13,
section 11, subsection 2).

Providing a pay certificate for the
unemployment fund

On termination of employment or at the beginning of
a lay-off, the employer must provide the employee with
a pay certificate for application of unemployment al-
lowance. The certificate indicates the so-called regular
earned income for at least the period of time that fulfils
the condition for working laid down in the Unemploy-
ment Security Act (43/34 calendar weeks). If the work-
ing time varies weekly (e.g. 0-40 h/week), information
on weekly hours must also be provided. The regular
earned income is indicated by a pay certificate provided
by the employer. The pay calculation may be used as a
pay certificate if it contains the information required.

Pay certificates are sent directly to the unemploy-
ment fund where the employee is a member. In the case
of an inquire about an individual employee’s earnings,
the employer must, however, provide the unemploy-
ment fund with information necessary for deciding the
matter. The unemployment fund is entitled to receive
all information necessary.
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Photocopiable

CERTIFICATE OF EMPLOYMENT

Name:

Personal identity code: -

has been in our employ in the following work duties:

The employment relationship began on: /

The employment relationship ended on: /

At the employee’s request, | declare that he/she has demonstrated

working skills

behaviour

The reason for termination of the employment relationship was:

Place and date

Company name

Signature
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Photocopiable

PAY CALCULATION for the period
Employee Occupation
Employer Grounds for pay determination € / month / week / hour
1. Basicwage | 2. Fringe 3. Overtime | 4. Supplements 5. Other taxable | 6. Gross Total
benefits total for shift and earnings wage before
period-based prepayment of
work tax
7. Deductions | 8. Prepaid | 9. Union 10. Pension 11. 12. Prepaid Deductions total
before tax dues premium Unemployment taxes and other
prepayment insurance deductions
of tax premium
Date of payment AMOUNT DUE TOTAL
Additional information
PAY CERTIFICATE
Person’s last and first names Occupation Date of birth

Employer’s name and municipality of the company location

Starting date of employment

Termination date of employment

Pay information

Accrual during previous
calendar year

Accrual during current
calendar year

Pay from the previous pay period

Accrual time

Accrual time

Accrual time

Pay subject to tax
prepayment

Holiday bonuses and
holiday compensation

Prepaid tax

Employment pension
and unemployment
insurance

premiums

Supplements for shift and
period-based work

Additional information

Q Account of hours worked weekly attached*

Date

Employer's/employer’s representative’s signature and contact Information

* If the working time varies weekly (e.g. 0 - 40 hours/week), an account of hours worked weekly must also be given.
It must contain hours worked in each week and wages for them. Pay information must be given for weeks that fulfil
the 43/34 condition for working.
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Statutory obligations related to pay

The following pages include examples of the most im-
portant obligatory payments for which the employer
must pay a certain percentage of the taxable pay

paid to employees. Furthermore, the employer is also
obliged to retain the employee’s statutory contributions
from his/her taxable pay.

More information about employment pension is
available from the Finnish Centre for Pensions, which is
the central institution for employment pension security.

Insurance companies handle TyEL (Employees’
Pensions Act) insurance. They can also provide more
information about YEL (Self-Employed Persons’ Pensions
Act). Non-life insurance companies that handle accident
insurance matters can provide more information about
accident insurance, employees’ unemployment insur-
ance contributions, and employers’ unemployment
insurance contributions.

Short-term work, or intermittent work

Insurance must also be taken out
for intermittent work

* in employment relationships of less than one month
¢ in employment relationships lasting a minimum of
month in which the pay is no less than the limit value
of EUR 52.49 per month (in 2011)

in all those employment relationships in which a pri-
vate household is the employer.

Contributions are paid on the taxable
pay and holiday compensation

Payment of contributions

The employer shall pay the insurance contributions on
a monthly basis by the 20th day of the month follow-
ing payment of wages at the latest. The employer shall
deposit the entire insurance contribution to the insur-
ance company using the same forms used to deposit
the TyEL contributions. Pre-completed forms shall be
delivered to all registered employers. Insurance can also
be handled electronically.

More information is available from the insurance
companies.
Palkka.fi webservice

A pay calculation program is available free of charge at
www.palkka.fi on the Internet to assist SMEs in the pay-
ment of wages and statutory payments. A pay certificate
and summarised pay account may be written out from
the website. By means of the program, pay information
for 11 years may be recorded.

Palkka.fi telephone service: Tel. 020 697 034
(Mon-Fri 8.00 - 16.15).

For more information:
o www.palkka.fi

o www.etk.fi

o www.etera.fi

o www.vero.fi

o www.yrittajat.fi

o www. Tkl fi

e www.varma.fi

Checking credit information

Companies’ and private persons’ payment defaults

and other credit information can be checked from

the credit data file of Suomen Asiakastieto Oy at

the website www.asiakastieto.fi or by telephone

(09) 1488 6256 (service liable to charge). Payment
defaults can be checked only in the case of employees
or job applicants in certain occupations. To appraise a
job seeker or an employee, the employer may check the
data concerning persons in jobs that require special reli-
ability. Such duties are, for example, work tasks that in-
volve handling of considerable sums of money, substan-
tial decision-making power or economic commitment
(Credit Information Act 527/2007, Act on the Protection
of Privacy in Working Life 759/2004).

Act on the Contractor’s Obligations and Liability

when Work is Contracted Out

The objectives of the Act

The Act promotes equal competition between enter-
prises and ensures observance of the terms of employ-
ment. According to the Act, the contractor, enterprise
or organisation governed by public law is required to
ensure that the contracting parties fulfil their statutory
obligations.
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Whom the Act concerns?

The Act on the contractor’s obligations and liability,
which entered into force on 1 January 2007, applies to
contractors who use temporary agency workers or who
have a subcontract on tasks normally performed by the
contractor. The Act obligates contractors in the case when
the work is performed at the contractor’s business prem-



ises or work site and the subcontractor has employees. An
exception to this provision is construction, which is totally
covered by the Act. The Act is also applied to foreign en-
terprises when the work is performed in Finland.

The Act is not applied to small subcontracts (less
than EUR 7,500) and contracts concerning the use of
temporary agency work (the maximum of 10 workdays in
total). The Act does not apply if the contractor’s contract-
ing party can be considered reliable (e.g. government,
municipality, public company), the contracting party’s
business activities are established or the contracting rela-
tionship can be considered established. Traders in agricul-
ture and fishery as well as households remain outside the
scope of the Act.

The content of the contractor’s duty to
check information

Before concluding a subcontract or a contract on the use
of temporary agency work, the contractor shall require
and the contracting partner shall provide the following
information:

e an account of whether the enterprise is entered in the
Prepayment Register, the Employer Register and is
registered as VAT-liable in the Value Added Tax Register
(www.ytj.fi)

e an extract from the Trade Register

e a certificate of tax payment or tax debt, or an account
that a payment plan has been made regarding a tax debt

e certificates of pension insurances taken out and of
pension insurance premiums paid, or an account that
a payment agreement on outstanding pension insur-
ance premiums has been made

* an account of the collective agreement or the princi-
pal terms of employment applicable to the work.

These accounts may not be older than three months on
the date on which the contract is concluded. The con-
tractor must retain the accounts for at least two years
from the end of the contract.

Negligence fee

If the contractor neglects the duty to check information,
a negligence fee may be prescribed. The amount of the
negligence fee, which is determined separately for each
individual contract, varies from 1,500 to 15,000 euros.
The negligence fee is ordered by the Helsinki office of
the area of responsibility of occupational safety and
health at the Regional State Administrative Agency in
Southern Finland.

Act on the Contractor’s Obligations and Liability when
Work is Contracted Out (1233/2006)

Further information:
www.tyosuojelu.fiffifetela_tilaajavastuu

Statutory employer costs for wages and salaries paid in 2011

PENSION INSURANCE CONTRIBUTION

TyEL insurance contribution (varies 4,7 %
according to company size and age of

employee) (Insurance companies)

TYyEL Insurance contribution, temporary 4,7 %
employer, sum of wages less than EUR

7,518 per 6 months

UNEMPLOYMENT INSURANCE
CONTRIBUTION (Accident insurance companies)

Employee’s share

6,0 % (>53 years)

Employee’s share

(Employer’s share) Total deposit

An average of An average of

17,1 % 22,1 %
18,3 % 1.4 %
23 %

(Employer’s share) Total deposit

For the first EUR 1,879,500 of wages 0,60 % 0,80 % 1,4 %
For the portion exceeding EUR 1,879,500 0,60 % 3,20 % 3,8%
For the part owner of the company 0,20 % 0,80 % 1,00 %

EMPLOYMENT ACCIDENT
INSURANCE CONTRIBUTION
Accident insurance companies)

EMPLOYMENT ACCIDENT The contribution varies between 0.3 - 7.9%
according to the insurance company, industry and risk involved in the work.
The insurance companies calculate and add to the invoice the unemployment

insurance contribution.

GROUP LIFE INSURANCE CONTRIBUTION

SOCIAL SECURITY CONTRIBUTION 2,12 %

An average of 0.07%

(Paid when depositing prepaid tax to the regional tax office account)

The percentages change annually. The new percentages are issued at the end of the previous year.
They are available on the Internet at www.vero.fi. Write employer obligations in the search field.
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Foreign labour

The number of foreigners in the Finnish labour market
increases. How does citizenship affect people’s right to
be gainfully employed, and what are the employer’s
obligations?

The right of foreigners to be in gainful employment
in Finland is determined according to their citizenship.
Citizens of countries in the European Economic Area
(EEA) are allowed to work in Finland without a specific
permit. In addition to the EU countries, EEA countries
include Iceland, Liechtenstein, Norway and Switzerland.
Citizens from countries outside of the EEA are required
to have a valid permit.

Employer’s obligations

An employer shall ensure that an alien entering his or
her service and working in his or her employment has
a residence permit if the person in question needs one.
Information stored by an employer at the workplace
must include the personal information of the foreign
employee as well as whether the employee’s right to
work is based on citizenship of an EU or EEA country,
the employee’s valid residence permit, or some other
provision in the Aliens Act.

An employer shall keep the information on the al-
iens in his or her employment and on the grounds for
their right to work easily available at the workplace for
inspection by the occupational safety and health au-
thorities, if necessary. The information must be stored
until four years have passed since the termination of the
foreigner’s employment relationship.

If an employer or his or her representative, delib-
erately or through negligence, employs an alien who
does not have the right to gainful employment can be
sentenced to a punishment.

An employer who employs a person other than an
EU citizen or comparable person or his or her family
member, or an alien residing in the country under a per-
manent residence permit shall, without delay, submit to
the employment office an account of the central terms
of work, such as the principal work duties, duration and
nature of the work, pay, applicable collective agreement
and period of notice. The employer must also inform the
shop steward, the elected representative and the occupa-
tional safety and health representative of the alien’s name
and the applicable collective agreement. Failure to com-
ply with these obligations is a punishable offence.

If employees working for a foreign employer work
for a contractor or subcontractor or as agency employ-
ees, the employer’s obligations referred to above apply
to the main contractor or client operating in Finland,
except for the obligation to store information. The
working conditions of workplaces employing aliens
must fulfil the minimum requirements of Finnish occu-
pational safety regulations. Special attention is paid dur-
ing occupational protection inspections that sufficient
training and guidance to the work duties in question
has been given to the foreign employee.
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Supervision

The terms of employment of foreign employees are su-
pervised in the same way as those of Finnish employees.
In addition to compliance with occupational safety and
health regulations, occupational protection authorities
supervise the right to work of foreign employees and the
realisation of the minimum terms of their employment
relationship.

If supervision of the employment relationship re-
veals that the terms of employment of the foreign em-
ployee do not, in practice, fulfil the requirements set,
the occupational protection authority shall report it to
the employment office. If necessary, the matter can also
be reported to the police.

Posted workers

A ‘posted worker’ refers to an employee who normally
carries out his or her work in a country other than Fin-
land and whom an employer operating in another coun-
try posts to Finland to work for a limited time.

Posting of a worker refers to cases in which

e there worker is posted to perform work under the
direction and on behalf of the enterprise under a con-
tract concluded between the employer and the user
of the services operating in Finland

the worker is posted to work for an establishment or
undertaking owned by the group of enterprises con-
cerned

the enterprise engaged in leasing or agency of labour
hires out the worker to some other enterprise.

When is a representative needed?

When the work in Finland lasts more than 14 days,

the party contracting the work in Finland must make
sure that the enterprise posting workers places a repre-
sentative in Finland. This must be taken into account in
subcontracts, for example. The foreign enterprise’s rep-
resentative operating in Finland can attend to dealings
with public authorities, for instance. The representative
is not subject to employer responsibility when contract-
ing work. The enterprise posting workers must desig-
nate a representative when the workers starts to work in
Finland.

The minimum terms of employment of posted
workers are prescribed in the Posted Workers Act. As
far as application of the Act is concerned, it is irrelevant
whether the employer comes from an EU country or
from outside the EU.

For more information:
¢ www.tyosuojelu.fi/fi/ulkomaalaiset



Photocopiable

GROUNDS FOR A FOREIGN EMPLOYEE'S RIGHT TO WORK

Section 73, subsection 4 in the Aliens Act (301/2004)

Employer

Information on | Name Date of birth
the employee

() needs an employee’s residence permit Permit valid
() the permit is industry- or () employer-specific
what industry

Sections 79 and 164 in the Aliens Act Q citizen of an EU or EEA country

() does not need an employee’s residence permit Q family member of a citizen of an EU or EEA country

Q permanent or continuous residence permit

Q residence permit granted on the basis of family reasons
Q other reason, please explain

Section 80 in the Aliens Act
() limited employment on the basis of some other
residence permit

construction, maintenance or repair work at an embassy
according to invitation or agreement, e.g. teachers
work based on a delivery contract (max. 6 months)
students’ exchange programmes

students, max. 25 h/week during teaching period

other reason, please explain

ocooooo

Section 81 in the Aliens Act
() working without a residence permit

picking fruit and berries (max. 3 months)

employed on the basis of freedom to provide services
driver of a motor vehicle in cross-border traffic

other reason, please explain

UUoU0U

Employment began on /20 Employment ended on / 20

If necessary, attach copies of the personal information page in the passport and the page on the employee’s residence
permit (in case the person in question has a residence permit).

The information must be stored for four years after the end of the employment.

The information you provide will be verified from a public register, if necessary.

Postal address P.O. Box 46,00531 Helsinki Tel. 020 636 1040 tyosuojelu.etela@avi. fi
Street address Siltasaarenkatu 12 A 00530 Helsinki www.avi.fiftyosuojelu

The area of responsibility in occupational safety and health acts as the regional occupational safety and health authority
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The TyEL insurance contribution is statutory

Small employers must pay the TyEL insurance contri-
bution for their employees. The amount of the con-
tribution is determined according to the withholding
tax and total payroll outlined on the previous page. In
2011, for example, the TyEL contribution (temporary
employer) is 23% of the employee’s gross pay, of which
the employee pays 4.7%. The employer shall deposit
the entire sum to the employment pension fund and
deduct the employee’s share (4.7%) in conjunction with
payment of wages. A pension contribution is not paid
on TyEL holiday compensation.

The unemployment insurance contribution for
wage earners (2011) is 0.60% of the first EUR 1,879,500
of payroll and 0.60% for the portion exceeding that
amount. The employer shall collect the unemployment
insurance contribution from the wage earner, and the
accident insurance company subsequently collects the
sum from the employer in conjunction with the acci-
dent insurance contribution.

The occupational accident insurance is statutory
when the employer has an employee or employees
working more than 12 days in a calendar year. If the
employer knows when the work starts that the 12-day
limit will be exceeded, the insurance must be taken out
at the commencement of work. The insurance company
collects the insurance contribution, which is paid in ad-
vance according to payment factors corresponding to
the pay, type of insurance and risk associated with the
work. The final payment is made upon completion of
work, after the insurance company has received a decla-
ration of earnings. The employer then receives a refund
or makes an additional payment if necessary.

The social security contribution is only paid for
wages paid to employees working in an employment
relationship. The payment is made to the regional tax
office using a bank transfer form that is also used to
deposit the wage earner’s prepaid tax. The bank transfer
form includes the total amount of wages paid to the
wage earner during the calendar month and the total
amount of income tax withheld from that pay. The
social security contribution is calculated on the basis of
the wages paid to the wage earner during the calendar
month (see the example calculation).

Household employers are exempt from the obliga-
tion to withhold income tax if the wages paid to the
same wage earner during a calendar year are less
than EUR 1,500.

Temporary employer

A temporary employer refers to an employer who, dur-
ing the taxation year, pays wages to a maximum of five
wage earners whose employment relationship lasts less
than an entire calendar year.
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If the employer begins to pay regular wages, he/she
must notify the regional tax office of this prior to pay-
ment of the wages.

Payment time

The employer generally has to pay the pension insur-
ance contribution by the 20th day of the calendar
month following payment of wages at the latest.
Income tax and social security contributions are paid by
the 10th day of the calendar month following payment
of wages at the latest.

If the last day of the payment period is a religious
holiday or Saturday, the payment may be made on the
next weekday.

The tax is paid to the bank account of the regional
tax office operating in the home municipality of the em-
ployer. In early 2011, the interest on late payment was
8%.

Bank transfer form

An employer paying occasional wages (formerly an un-
registered employer) pays the income tax and the em-
ployer’s social security contribution using the “voluntary
taxes” bank transfer form. The forms are available at tax
offices, post offices and banks.

After submitting an initial notification, entrepreneurs
paying regular wages (formerly a registered employer)
receive pre-completed bank transfer forms from the tax
authority.

Pension insurance for
self-employed persons

Self-employed persons have to take out insurance on
the basis of the Self-employed Persons’ Pensions Act
(YEL) for the duration of the business activities. Farmers
are required to take out insurance in accordance with
the Farmers’ Pensions Act (MYEL). These insurances are
obligatory and may not be replaced by voluntary pen-
sion insurance.

YEL or MYEL insurance ensures an income for the
entrepreneur and his/her family in various risk situations,
including sickness, the end of work, and death of the
entrepreneur or a family member. Thus, the statutory
insurance secures the well-being of the entrepreneur
during active work as well as during retirement.

MATA agricultural employment accident insurance is
also mandatory for farmers.

Voluntary accident insurance
for self-employed persons

Entrepreneurs are not generally covered by statutory ac-
cident insurance nor does statutory accident insurance
cover accidents that occur during leisure time. For this



Example calculation of the contributions withheld from the employee’s pay and the

employer’s auxiliary labour costs

Pay formation:

Monetary pay (basic pay + holiday pay/compensation) ” 2000<€

Tax deduction (e.g. 30%) -600 €

Pension contribution collected from the employee 4.7% -94 €

Unemployment insurance contribution 0.60% -12€

Net pay 1294 €

Auxiliary labour costs deposited by the employer:

e TyEL temporary employer 23% x 2,000 2) ? 460 € (incl. accident share of 94 €)
e Social security contribution 2.12 % x 2,000 42,40 €

* Employment accident insurance (varies by industry) 0.5% x 2,000 10€

» Unemployment insurance contribution 1.40% x 2,000 3) ¥ 28 € (incl. accident share of 16 €)
* Possible TES group life insurance, roughly 0.1% 2€

Total

542,40 € (incl. accident share of 110 €)

1) Other bonuses (for example, holiday bonus, shortening of working hours compensation) are agreed in the collective

agreement by sector.

2) The employer deposits the employer’s and the employee’s TyEL contributions to the insurance company by the 20th
day of the calendar month following payment of wages. In the example, the sum deposited includes EUR 94 withheld

from the employee’s pay.

3) The accident insurance company uses a different invoice to collect the employer’s and the employee’s unemployment
insurance contributions, and collects the group life insurance contributions in conjunction with the accident insurance.
In the example, the sum deposited includes EUR 16 withheld from the employee’s pay

Pay receipt

Pay receipts from employers and employees are available at bookstores

reason, entrepreneurs should take out accident insur-
ance for entrepreneurs, which provides compensation
for accidents occurring during working and leisure time
and for occupational diseases. The insurance can apply
to the entrepreneur and members of his/her family.

Voluntary pension insurance
for self-employed persons

Voluntary pension insurance taken out by an entrepre-
neur supplements the statutory employment pension for
self-employed persons, which in Finland averages only
about EUR 550 per month.

Liability insurance

Business liability insurance covers the liability for com-
pensation that, according to the law, can apply to the
company as a result of activities in its area of operation.

Product liability insurance covers the liability for
compensation that, according to the law, can apply to
the company due to damage caused by a product it has
produced or imported.

Business interruption insurance covers loss of earn-
ings, changing wages and the cost of limiting interrup-
tion damage that occur for the period of interruption.

Legal expenses insurance is applicable to nearly all
sectors and nearly all companies operating in Finland.
Legal expenses insurance covers the costs resulting from
use of a lawyer and producing evidence. The insurance
covers damage occurring during the validity of the
insurance. Damage is considered to exist if there is a
verifiable dispute or the insured has been served with a
summons.

37



-
=
Ll
=
=
©)
5
>
=
0 7]
4
oc
®)
=
N

2. WORK ENVIRONMENT

The importance and objectives of work
environment design

The Occupational Safety and Health Act emphasises the
importance of being proactive regarding working con-
ditions rather than acting only after the appearance of
hazards and risk factors. Planning plays a decisive role in
this activity.

The most important decisions concerning the safety
of the work environment, working premises, structures,
work methods and the tools and substances used are
made in the design phase. They are also most effectively
implemented at that time. Correcting situations after
the fact is often expensive and in many cases the opti-
mal end result cannot be achieved. A well-designed and
functionally successful work environment helps promote
improvement of work productivity and the financial
result.

The employer’s design obligations

Sections 12 and 13 of the Occupational Safety and
Health Act include a design obligation aimed at the em-
ployer. Section 12 applies to the work environment and
occupational safety that is related to it, while section

13 addresses the dimensioning of work and workload.
These sections should be applied when the employer
starts planning structural changes to the workplace or
work environment, when building new premises, and
when changing existing premises and conditions.

The above-mentioned employer obligations apply
when design is planned internally within the company.
When the work is assigned to an external designer, this
designer must be provided with sufficient information
concerning health and safety as they apply to the object
of design. In such cases, an external designer also carries
independent responsibility as outlined in section 57 of
the Occupational Safety and Health Act. The employer
shall ensure that the designer has sufficient competence
to appropriately carry out the design assignment. As the
orderer of the design, the employer is not required to
provide the designer with information about the valid
legislation and regulations.

To achieve a good design

Create a good design practice in order to develop your
company.

Whether the design involves

® new premises

e renovation of old premises

* changes to production or work methods

¢ acquisition of machinery and equipment

a common factor to all is the design theme as well as
the development of co-operation and information flow
within the company.
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Joining forces

Proactive design is more and more important in modern
companies. It is worth making design a part of normal
activities.

You can also contact occupational safety and health
authorities regarding design-related matters.

Case example:

A subcontracting company in the metal industry
employing about 20 employees began to experi-
ence extended absences that accounted for roughly
7% of effective working time. A number of serious
occupational accidents involving new employees
had occurred at the company. In response to a
tough competitive situation, the company had to
develop its production methods, welding and as-
sembly sites, and thus improve the lead-times for its
products in general. The customers’ quality require-
ments had also become stricter.

Design groups were established at the workplace,
and they began to run this process in addition

to doing their work. The occupational safety and
health authorities were involved in the early phases
of design to clarify questions concerning occupa-
tional safety and health. The co-operation contin-
ued several times at the request of the employer.

As a result of a well-designed change

e production increased by nearly 20%

e product quality improved

e absences decreased to one-third

e serious accidents were avoided

e the number of small accidents decreased by half
e employees’ job motivation improved

e general order at the workplace is outstanding

e the premises are now presentable.

Occupational safety and health policy

The employer must have a policy for promoting safety
and health at the workplace and maintaining the em-
ployees’ work ability. It should incorporate the need to
develop working conditions and the impact of factors
related to the work environment. The objectives of the
policy must be taken into account in workplace devel-
opment and design, and they must be discussed with
the employees or their representatives. Compiling an
occupational safety and health policy is a statutory obli-
gation that applies to companies of all sizes.

For example, an individual objective could involve
improving the physical work environment by acquiring
devices to make work easier or new devices. A further
objective could be decreasing the mental burden of
work by changing and rearranging work tasks for the
purpose of increasing job satisfaction and motivation.



Analysis and assessment of methods and risks at work

The first step in compiling a policy is to assess the oper-
ating methods required for handling occupational safety
and health and to analyse and identify the hazards re-
sulting from such work.

Analysis and assessment of risks focuses on all work
performed at the workplace, including foreseeable
maintenance, shutdowns, etc. and work done outside
the workplace (subcontracting, etc.) as well as the work
of outsiders at the workplace. Furthermore, the special
needs of young people, women, the disabled and age-
ing workers must also be taken into account.

If necessary, experts shall be used to help assess the
risks (exposure to chemicals, noise, etc.). It is also advis-
able to make use of opinions of the occupational safety
and health authorities, occupational health care and the
insurance company concerning working conditions and
their development.

Reviewswork

A key factor when focusing and developing occupa-

tional safety and health activities at the workplace is to

review the working conditions and their current state:

e the type of work tasks performed at the workplace

e the environment they are performed in, and

e the personnel, tools and methods used to perform
the work.

It is also important to determine which factors are re-
lated to maintaining the work ability of the workers
and the principles and practical forms of implementing
workplace health promotion.

The workplace survey compiled by occupational
health care is a good source of information on the
working conditions. It provides information on the risks
caused by the work and working conditions and exam-
ines their significance to employee health.

Once the current state has been analysed, objectives
for occupational safety and health activities at the work-
place can be set and the short- and long-term develop-
ment needs assessed.

Preparing the policy

The content, form and extent of the occupational safety
and health policy are determined by the sector, size,
production and service method, and occupational safety
and health needs of the company. The policy can cover
the entire company. At the company level, a general
platform can be drawn up that is then supplemented by
more detailed plans within the work units. Work unit-
specific plans are also possible.

As the employer is responsible for drawing up the oc-
cupational safety and health policy, its commitment to the
policy is extremely important. The policy is drawn up in
co-operation between the occupational safety and health
manager and the occupational safety and health repre-
sentative. It can be created as a separate document or as
part of other company instructions, such as the quality or
safety system or the human resources policy guidelines.

The OSH policy is an important part of occupational
safety and health management at the workplace, and is

closely related to the company strategy. When the policy
is updated, it is advisable to record the date and names
of the people who participated in the process. A careful-
ly written OSH policy will ensure that occupational safety
and health at the company is clear and systematic.

Contents

The occupational safety and health policy shall outline
the responsibilities of the employer and the employees
and present the occupational safety and health organisa-
tion and occupational health care and their respective
tasks. The policy should also indicate how occupational
safety and health and work ability matters are taken into
consideration during induction and work guidance.

Other issues addressed in the OSH policy include a
description of the work environment and development
targets as well as measures aimed at achieving the tar-
gets, objects of monitoring, how occupational safety and
health matters are taken into account in company activi-
ties, and monitoring and maintenance of the policy.

The statutory equality plan and measures designed
to ensure equality between men and women can also be
included in the OSH policy.

The company'’s safety instructions, names of the
responsible persons, and guidance concerning use of
the instructions should also be appended to the policy if
they are not already part of it.

Among other things, the safety instructions include:

e access pass and work permits

e safety instructions for machines that pose a risk

e instructions on arranging traffic for equipment moving
around at the workplace

¢ user manuals and instructions for work methods re-
quiring special measures

e instructions for actions in situations involving robbery
or violence

e instructions on follow-up care in threat situations

¢ prevention of workplace bullying, a conflict resolution
model

e treatment guidance for substance abusers

e instructions for working alone

e instructions related to fire safety

guidelines for maintaining first aid readiness.

The OSH policy is intended to be a guidance tool, and
therefore it must be monitored and revised in response
to changing conditions. It is important for all levels of
the organisation to commit to the goals, targets and
measures presented in the OSH policy.

For more information:

e Ergonomia ja kaytettavyys suunnittelussa (Ergonomics and us-
ability in design), Vayrynen — Nevala — Paivinen. The Federation
of Finnish Technology Industries 2004.

e Elmeri. Teollisuuden tydympariston havainnointi (Observing the
work environment in industry). Finnish Institute of Occupational
Health, Occupational Safety and Health Administration 2000.
www.ttlfi/fi/toimialat/pienyritykset

o www.ttl fiffi/toimialat/pienyritykset

e www.rakennustieto.fi
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Order and cleanliness — controlling costs

Good order has proven to have an impact on a compa-
ny’s capital, raw material and personnel costs. As a result
of good order and cleanliness:

1. Work productivity and quality improve

Unnecessary work is avoided when the required material
and tools are in working order in the proper location.

2. Job motivation and job satisfaction increase

Working is more pleasant and inspiring when the work
environment is in good order. Satisfaction promotes job
motivation.

3. External respect for the company increases

Along with product quality, corporate image is a key
trademark. A good corporate image adds to customer
confidence, which in turn promotes material acquisitions.

4. The company’s delivery reliability improves

Raw material waste, defective product batches and oth-

er unnecessary work cause additional costs and are time-
consuming. Delivery times increase, causing uncertainty
for the customer and product manufacturer.

5. Absences due to accidents and sickness decrease

Good order and cleanliness reduce accidents and ab-
sences due to sickness. The most common accidents
involve slipping, falling, collisions with various barriers,
tripping, falling objects, etc. Remember that the entre-
preneur is responsible for the salary costs resulting from
accidents for 1-3 days unless this portion has also been
separately insured.

Assessment of the operations of

company and entrepreneur

For example, the following simple form can be used to
evaluate operations. The basic idea is to improve pro-
ductivity.

The sections in the form have been divided into four
entities (Management, Personnel, Processes, Finances)
according to the section to which they are most closely
linked. The order is not an order of priority. Specifying
the importance of each section is up to the company.

The company can select for its own form either all
the 19 sections, a part of them (the ones most impor-
tant for it), or include in the form some other important
sections that can be measured or assessed.

Frequency of use of the entire form may be, for ex-
ample, every six months or once a year, whatever the
company decides.
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6. Employee turnover decreases

High employee turnover indicates a company in which
matters are not well handled. New employees always
have to be guided and trained for their new job. In the
long term, permanence in the workforce provides cost
savings due to improved quality.

7. Warehousing investments decrease

Good order also provides more space. Monitoring the
warehouse stocks becomes easier. The capital tied up in
raw materials and semi-finished products is reduced.

Good order and cleanliness are one step towards
implementing a quality system. Good order also pro-
vides a competitive edge.

Example:

The work premises in a metal industry company
were untidy and disorganised. In the morning, em-
ployees had to look for their tools for more than an
hour. The company CEO calculated that the non-
productive working time used to look for the tools
cost the company EUR 1.46 every minute, or EUR
168 every day, which was directly attributable to
poor order.

For more information:

e Tuttava workbook for developing order and cleanliness. Finnish
Institute of Occupational Health.

e Tyohygienia — tydolot ja niiden parantaminen (Occupational
hygiene — working conditions and improving them). Finnish
Institute of Occupational Health 2006.

¢ Occupational safety and health in Finland. Ministry of Social
Affairs and Health.

a small

Italics in the form indicates a simple weekly meas-
urement (three sections). The sections have been chosen
so that they are closely connected to the company’s op-
erations that are monitored on a daily basis, are “sensi-
tive” to changes and do not require “extra” work. They
are not direct indicators of well-being at work, but they
do show absolute requirements for maintaining and de-
veloping well-being at work.

Next, select the necessary development measures
(the 1-3 most important ones), their precise plans,
schedules of implementation as well as responsible per-
sons.



Assessment of the operations of a small company and entrepreneur

SECTIONS IMPLEMENTATION

not in order, 0 1 2 excellent, 3

10

16

17

18

19

Management

Flow of information /
communication (internal,
external)

Development of operations

Authorisations/
responsibilities

Safety culture

Development discussions
and feedback

Personnel

Distribution of workload

Motivation / joy of working

Smoothness of co-operation,

bullying

Work environment (physical,
chemical, biological; physical

and mental stress, risk of
accidents, cleanliness/order

Work quality (internal and

external)

Professional skills (training,
experience, mentoring)

Processes

Quality system / enterprise
resource planning system

Occupational health care

Schedules (internal and
external)

Contracts with customers
and suppliers

Customer satisfaction

Company operates in
networks

Finances
Invoicing

Planning and monitoring
of costs

does not work

not done

responsibilities and
authorisations not
defined

no regard for
safety, no plans

not held, not given

unbalanced, no
flexibility

being at work feels
heavy

hardly any, bullying

not in order

bad, complaints

very bad

none

not arranged, not
working

do not stick

vague

very bad

does not
participate

not up to date

non-existent

all persons in the company know what is
necessary

developed continuously, e.g., through
initiatives and documented

divided according to each person’s ability,
competence and need for action, agreed on
jointly, verified regularly, job rotation works

functioning occupational safety and
health programme, principle of constant
improvement is working

regular development discussions, feedback
according to the need

duties divided according to competence,
capacity and, for example, family situation

high, everyone is aware their duties, the
company'’s operations, goals and values

work is planned together, people make sure
that everyone copes with their work

Methodically in order in all respects, risk
assessment and corrective measures have
been made, the company has allocated
resources to continuous development

complaints are rare, corrective measures are
performed as quickly as possible

people are encouraged and supported to
develop, tasks improve with competence

in writing (certified/audited), foundation for
continuous improvement of operations

recruitment and regular examinations,
workplace visits, co-operation, nursing

planning, follow-up and documentation of
schedules

in writing, agreement on who, what, how,
when, prices, sanctions

measured regularly, corrective measures
performed (see item 10)

participates in networks on the win-win
principle - e.g., the benchmarking benefit

up to date and monitored closely

exists, monitored closely, and deviations are
reacted to quickly
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Safety of machinery

Do you intend to buy new machinery?

The regulations concerning safety of machinery are
identical throughout the European Economic Area. The
manufacturer ensures that the machinery complies with
the requirements. The manufacturer uses a CE mark-

ing on the machinery to indicate compliance with the
requirements and delivers the Declaration of Conformity
and instructions with Finnish and Swedish with it. The
authorities do not inspect machinery in advance.

How is the manufacturer responsible
for the safety of the machinery?

During design and production of the machinery, the

manufacturer has to

e assess the risk factors associated with the machine

e find out all the requirements concerning the machine

e design and build the machine so that it meets the
essential health and safety requirements concerning
it as prescribed in the Machine Decree (Government
Decree on Machine Safety 400/2008, which applies to
new machines introduced to the marketplace since 29
December 2009 - requirements concerning machines
introduced to the marketplace before 29 December
2009 have been presented in Government Decision
1314/1994); the easiest way to build the machine to
comply with the requirements is to observed the har-
monised standards

¢ equip the machine with the necessary information,

prepare user instructions, and make the necessary

markings on the machine

ensure that the technical file of the machine is avail-

able

carry out an appropriate evaluation procedure on

compliance with requirements (e.g., for machines in

Appendix IV, if necessary, have a type examination

made by a designated institution or use a so-called

complete quality assurance procedure if the machine

has not been fully manufactured in accordance with a

harmonised standard)

prepare and sign an EC Declaration of Conformity

attach a CE marking on the machine.

C€

What happens if | buy a used machine?

Used machinery purchased within the European Eco-
nomic Area must comply with the Government Decree
on the Safe Use and Inspection of Work Equipment
(403/2008) if the machinery is not subject to any special
regulations. The Government Decree outlines responsi-
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bilities for the employer, who must take safety of ma-
chinery into account during purchase, commission, use,
service, maintenance, employee training and guidance,
and when inspecting work equipment.

Machines from outside the European Economic
Area must meet the requirements for new
machines. Make sure that your machine meets the
valid requirements!

How is the employer responsible for
the safety of the machinery?

The employer must

e acquire only machines that comply with the require-
ments

handle the manufacturer’s tasks in certain cases,

for example, when building a machine for its own
use (if there are several suppliers for the machine or
combination machine, a supplier responsible for final
assembly shall be designated, and this supplier shall
also attach the CE marking)

ensure that all tools are serviced and maintained on
a regular basis, all control systems and safety devices
operate flawlessly, and monitor the operating condi-
tion of the tools on a constant basis through inspec-
tions, testing, measurements and other appropriate
measures

attend to the commission and periodic inspections of
certain cranes and lifters.

The machines used at the workplace must at least meet
the safety level outlined in the Government Decree. Ma-
chines manufactured in accordance with the Govern-
ment Decision or Decree must be kept at the required
safety level.

Ask the experts for advice

¢ The occupation safety and health authorities
(monitor machines used at workplaces and
machines available on the market)

¢ Notified bodies (perform EC type examinations)

e Finnish Standards Association (SFS)

¢ The Finnish Technology Industries

* MTT Agrifood Research Finland (MTT Vakola
provides information on standards for agricultural
machinery)

For more information:

e Government Decision on the Safety of Machines (1314/1991),
machine decision, (repealed on 29 December 2009).

e Government Decree on the Safety of Machines (400/2008),
machine decree, entered into effect on 29 December 2009.



e Government Decree on the Safe Use and Inspection of Work
Equipment (403/2008), decree of use.

e SFS-EN Standards.

¢ Koneturvallisuus. Koneiden tekniset vaatimukset ja vaatimus-
tenmukai-suus. Tydsuojeluoppaita ja -ohjeita 16, tydsuojeluhal-
linto 2008 (Machine Safety. Technical requirements of machines
and compliance with requirements. Occupational Safety and
Health Guides 16, Occupational Safety and Health Administra-
tion 2008).

e Koneturvallisuus. Sdadokset ja soveltaminen. (Machine Safety.
Legislation and application) Tyésuojelujulkaisuja 57 (Occupa-
tional safety and health publications 57). Tydsuojeluhallinto

Personal protective equipment

e Safety helmets

* Hearing protection

* Goggles and face

* Respiratory protection

* Protective gloves

e Safety shoes

e Fall protection equipment
¢ Protective clothing

Personal protective equipment must be used if the risks
cannot be sufficiently alleviated through technical solu-
tions!

Proceed as follows:

e Assess the risks, make use of the expertise of the
Finnish Institute of Occupational Health or the occu-
pational safety and health authorities

e Select a CE-marked protective device intended for
the work

e Familiarise yourself with the instructions for use

e Plan and instruct the user regarding the devices

e Make sure that the protective device is used

¢ Ensure that the protective devices are always in
working order.

2007 (Occupational Safety and Health Administration 2007.
(Kumotun konepaatoksen soveltamisopas - Guide for applica-
tion of the repealed machine decision).

Kayttdasetuksen soveltamissuosituksia (Application recommen-
dations for the decision on use.) Tysuojelujulkaisuja 91 (Occu-
pational safety and health publications 91). Ty6-suojeluhallinto
2009 (Occupational Safety and Health Administration 2009).
Koneen maahantuonti. Ohjeita maahantuojalle, ostajalle ja
rahoittajalle (Importing a machine. Instructions for importers,
buyers and financiers). Tydsuojeluoppaita ja -ohjeita 22. 2010
(Occupational safety guides and instructions 22. 2010).

* A personal protective device is always personal
e The employer pays for the protective device
* There must be a sufficient number of protective

devices

Mark the work premises where protective devices
are needed (Government Decision 976/1994)

Safety helmet Hearing protection
required required

For more information:

Government Decision Regarding the Use of Personal Protective
Equipment (1406/1993)

Government Decision Regarding the Choice and Use of Per-
sonal Protective Equipment at Work (1407/1993)
Henkilénsuojainten valinta ja kaytto tyopaikalla. Tyésuojeluop-
paita ja -ohjeita 11. Tydsuojeluhallinto 2010 (Choice and use of
personal protective equipment at the workplace. Occupational
Safety and Health Guides 11. Occupational Safety and Health
Administration 2010).

Kuulosi on tarkea. Tydsuojeluhallinto 2010 (Your hearing is im-
portant. Occupational Safety and Health Administration 2010).
Henkilénsuojaimet. Valmistajan ja myyjan opas. Tyésuojelu-
hallinto 2006 (Personal protective equipment. A guide for
manufacturers and sellers. Occupational Safety and Health
Administration 2006).

Henkilonsuojaimet tyossa. Tyoterveyslaitos, Tyoturval-
lisuuskeskus ja sosiaali- ja terveysministerié 2007 (Personal
protective equipment at work. Finnish Institute of Occupational
Health, The Centre for Occupational Safety and the Ministry of
Social Affairs and Health 2007).

Henkilénsuojaimet séhko- ja telealan toissa. Tyoterveyslaitos
1990 (Personal protective equipment for electrical and tele-
communications work Finnish Institute of Occupational Health
1990).
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Chemical agents

Dangerous chemicals

Package markings

The manufacturer or importer of a chemical is required
to mark the product package with appropriate mark-
ings.

The package must bear information on the hazard-
ous properties and safe use of the chemical, the need for
protection and first aid. The employer is responsible for
ensuring that the package of a dangerous chemical is
appropriately marked.

Safety data sheet

The safety data sheet is a document that the supplier
of the chemical is required to provide. The safety data
sheet indicates the composition of the substance, its
chemical and physical properties and information about
the dangers of the chemical. The safety data sheet pre-
sents the necessary safety and protective measures and
instructions for first aid and extinguishment.

A list of chemicals used at the workplace and their
safety data sheets must be kept at the workplace and be
available for employees to read.

Proper handling

Chemicals are designed and manufactured for a certain
purpose. They should be used according to the instruc-
tions. Proper handling of chemicals improves safety at
work and reduces costs.

Avoid using the wrong container

Chemicals for sale generally come in a package that is
appropriately marked and contains instructions for use
and safety. The substance should be stored in its original
container. If the container is changed, the new one must
be marked in the same way as the original.

Exposure at work

Exposure should be minimised whether it involves a
chemical or an exposure substance generated at work.
Chemical agents may also be produced in conjunction
with working. Such may be welding fumes and grinding
dust and intermediate and end products of processes.

Chemical exposure substance, chemical agent: A
chemical used or otherwise present in the work en-
vironment (e.g., process-based exposure substances
such as welding fumes)
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Chemical: A substance or mixture of substances
that is derived from nature or manufactured by
man, in other words, a synthetic chemical. By its
composition, a chemical can by a chemical element,
a compound or a mixture.

Who is exposed

The employer is responsible for analysing the level and
type of exposure to chemical agents for each individual
employee. An employee’s exposure is assessed on the
basis of experience, existing information as well as oc-
cupational hygiene and biological measurements. The
starting point of the assessment is a list of chemicals,
but exposure substances generated at work must also
be taken into account.

An evaluation of exposure substances that is part of the
risk assessment should be done by taking account of
the following factors:

¢ binding limit values for impurities in workplace air
(asbestos, benzene, lead, vinyl chloride and hard-
wood dust)

binding limit values for biological samples (lead in
the blood), i.e., biomonitoring

indicative limit values for biological samples (ethyl
benzene, carbon bisulphide, toluene), i.e., biomoni-
toring

concentrations of contaminants in workplace air
known to be harmful (HTP value = the lowest con-
centration considered to pose a hazard to the em-
ployee. Determined for about 500 substances).

Occupational health care professionals assist the em-
ployer by making a workplace survey to evaluate,
among other things, exposure to chemical agents.

If necessary, occupational health care will also moni-
tor the employees’ exposure level in conjunction with
health examinations.

Distribute information to everyone

It is not enough for the employer to have information
on the hazards of chemicals if the employer does not
ensure that all employees who at the workplace come
into contact with chemicals have access to the same in-
formation. It is important to know the properties of the
chemical in advance and take these into consideration
when planning to use the chemical. All users should
also be instructed thoroughly in the proper use of the
chemical:
¢ which chemicals are used and how dangerous are
they?
¢ which hazardous substances are produced at work
and how dangerous are they?



The need for personal protective equipment, examples

Protection

Safety helmet
Falling objects, knocks, lateral
pressure, electric shocks

Hearing protection
Noise, shock wave

Goggles and face shields
Splinters, particles, dust,
splashes, sparks, radiation

Respiratory protection
Dust, gases, lack of oxygen

Protective gloves
Mechanical risks, chemicals,
radiation, heat, cold

Safety shoes

Falling objects, stepping on
nails, slipping, cuts from chain
saws, chemicals, heat, cold

Fall protection equipment
Prevention and interruption
of falling, support for work

Protective clothing

Chain saw cuts, cold, heat,
fire, electric arc, molten metal
splashes, warning clothing,
chemicals

Life jackets
Drowning

who is exposed and a which phase of work?

Work for which special legislation requires
use of the protective device

Construction work, stud gun work,
explosive and excavating work, logging,
work on a vessel

Continuous noise over 85 dB (A) or
waves over 200 Pa, pneumatic drilling
and other noisy work, stud gun work,
explosive and excavating work, chain
saw and brush saw work, welding

Logging (chain saw, brush saw), stud
gun work, explosive and excavating
work, work on a vessel, laser work

Asbestos work, explosive and
excavating work, exposure to benzene,
exposure to lead, cargo holds on ships,
tanks and other enclosed spaces,
painting, spray painting (work on a
ship), working in refrigeration and
freezer rooms onboard vessels

Work on a vessel, handling of
dangerous chemicals

Construction work, explosive and
excavating work (for example, drilling
and scaling), logging, work on a vessel

Construction work, suspension
scaffolding work, explosive and
excavating work, work on a ship

Logging: safety guards for chain saw
work and warning clothing in felling
machine areas, asbestos work, pesticide
handling, work on a ship, work done on
aroad in traffic

Logging or log floating work that
involves the risk of falling into the
water

what is the level of exposure (limit values)?

what are the necessary control measures and

schedule?
monitoring.

Work and workplaces in which the protective
device is generally needed

Earth-moving, machine shops, foundries,
mast and pillar work, lumber handling,
production of concrete products,
stevedoring, loading and warehousing
work

Percussion drilling, deep drilling, work in
machine shops (for example, using clamps
or power tools), forges, foundries, lumber
and stone industry, snowploughing

Grinding, cutting, chiselling, stone
handling, forging, abrasive blasting,
handling chemicals, welding, flame
cutting

Painting, spray painting, pesticide
handling, tank work, sewer work,
handling mouldy goods and other work
that exposes the employee to chemical or
biological agents

Machine shop work, woodwork,
slaughterhouses, other work with
foodstuffs, waste handling, handling of
chemicals, welding

Agriculture and forestry industry, machine
shops, stevedoring, transportation,
warehousing, cold stores

Pillar and mast work, mines, quarries,
property maintenance (going onto roofs,
shovelling snow and other roof work),
window cleaning, tanks, silos, wells,
rescue, lowering an injured person

Agriculture and forestry work, cold and
hot work, handling of chemicals, health
care, waste handling, electrical work with
a risk of electric arc flash

Fishing, pilot activities

Control measures

Problems should be placed in order of importance and

a schedule drawn up for implementing improvement
measures. The chemicals or methods posing the least
amount of danger should be chosen when it is reasona-
bly possible. These matters should be taken into account
during risk assessment at the workplace.
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Technical control measures have priority over indi-
vidual ones. This means that you should first prevent the
occurrence of risks and detrimental factors. If this is not
possible, emissions into air at the workplace should be
minimised through technical measures. If these proce-
dures are not enough to prevent exposure, employees
should wear personal protective equipment during work.

Measurements related to occupational hygiene can
be used to evaluate the exposure content of breathing
air. Measurements can be made during assessment of
the initial situation and the success and sufficiency of the
control procedures made. Access of exposure substances
into the air at the workplace can be prevented, for exam-
ple, by arrangement of local ventilation or insulation of
work from other premises. Sufficiently efficient general
ventilation is also required. Mere general ventilation is
enough only when impurities are not detrimental and
their amounts are small.

Risk assessment: Detection and assessment of the
dangers of work are the responsibility of the employ-
er. If necessary, an outside expert should be used

in the assessment. Occupational health care assists
in the evaluation of exposure substances related to
work and in the development of the working condi-
tions. Risk assessment must be reviewed on a regular
basis to keep it up to date.

A risk (factor) may be any mater that causes damage,
such as a chemical used or produced during work, or
a material, device, work method or practice.

Risk means a small or large degree of probability
that damage may be caused by a risk factor.

Safety data sheet and list of chemicals

The safety data sheet is a document that the supplier

of the chemical is required to provide. The safety data
sheet indicates the composition of the substance, its
chemical and physical properties and information about
the dangers of the chemical. It also presents the neces-
sary safety and protective measures and instructions for
first aid and extinguishment.

A list of chemicals used at the workplace and their
safety data sheets must be kept at the workplace and be
available for employees to read. They must be used to
give training and guidance in the safe use of chemicals.

The safety data sheet is the primary source of in-
formation on dangerous properties of chemicals and
measures related to their safe use.

The list of chemicals is maintained by the employer.
It includes all the chemicals used at the workplace
and their classifications and registrations, objects of
use and information on the safety data sheet. It is
also practical to write down the places and amounts
of the chemical used.

46

Respiratory, skin and eye protection.

Chemicals enter the body most easily through inhala-
tion. Substances that evaporate easily get quickly into
the workplace air and are then inhaled into the body.
Fine droplets of dust, smoke, mist and spray mist or
dust can end up all the way in the pulmonary alveoli.
Skin is also a significant route of exposure. Risk of ex-
posure is great particularly through broken skin, the
thin skin of the face and neck, or the wrong type of
protection material that absorbs moisture. One must
not ignore the use of careful work methods in order to
prevent exposure!

Personal protective equipment must be appropri-
ate for the purpose of use: a dust protector does not
protect against fumes, and a respirator is not suitable
for dusty work. Skin protection is important when han-
dling chemicals. Unprotected or incorrectly protected
skin exposes the employee to the chemical. Chemical-
proof, impermeable and non-wetting safety gloves are
basic equipment when handling chemicals. Chemical-
resistant protective overalls protect the skin against
splashes and gaseous exposure substances that can
penetrate through the skin. Goggles protect the eyes
against splashes.

The safety data sheet contains instructions on the
safe use of the chemical in question as well as personal
protective equipment suitable for the chemical and
first aid instructions. Expert help is available from the
manufacturer or importer of the chemical.

If use of the chemical causes danger for the em-
ployee and it cannot be removed through technical
measures, personal protective equipment must be
used.

Proper handling

Chemicals are designed and manufactured for a certain
purpose. They must be used according to the instruc-
tions. Proper handling of chemicals improves safety at
work and reduces costs.

EU regulations are binding legislation for the
member countries.

REACH regulatio  n (Regulation (EC) No 1907/2006
of the European Parliament and of the Council on the
Registration, Evaluation, Authorisation and Restriction of
Chemicals)

The aim of the regulation is to improve the protec-
tion of human health and the environment. It involves,
e.g., the registration, evaluation and authorisation of
substances as well as prohibitions and limitations on
substances, preparations and objects. Regulation of
the safety data sheet and other information in the sup-
ply chain are also part of REACH.



Each workplace must identify and handle its own
REACH obligations: Workplaces that use a chemicals
are, at the minimum, downstream users referred to
in the REACH regulation. A workplace may also be a
manufacturer, importer or distributor mentioned in
the regulation.

Downstream user: An actor located in the EU who
uses a substance as such or as part of a preparation
in its industrial or professional activities.

CLP regulation (Regulation (EC) No 1272/2008 of the
European Parliament and of the Council on the Clas-
sification, Labelling and Packaging of substances and
mixtures)

The regulation sets criteria on the basis of which
a chemical (a substance or a mixture) is classified as
dangerous and specifies markings guiding safe use.

A chemical that is classified as dangerous may be,
for example, flammable, immediately toxic or danger-
ous for the environment. In addition to warning signs,
symbols include different hazard and precautionary
statements as well as signal words.

Package markings and packaging

The manufacturer or importer of a chemical is required
to mark the product package with appropriate mark-
ings. The package must contain information on the
dangerous properties of the chemical (R or H [hazard,
according to CLP] statements, on safe use, the need to
wear protective equipment and possible first aid (S or P
[precaution, according to CLP] statements.

Old symbols

New symbols

RSS2

Because of the long transition periods in legislation,
there may be warning labels and signs in the market-
place that are in accordance with either the current leg-
islation or the new regulation.

The packaging of the chemical must be durable
and safe and it must include the necessary informa-
tion, hazard markings and instructions for use related
to safety and identification. Beware of wrong contain-
ers — if the container is changed, the new one must be
marked in the same way as the original!

All parties in the supply chain of a chemical are, for

their part, responsible for ensuring that the packag-
ing and markings are appropriate. Workplaces using
the chemical are part of the supply chain.

For more information:

e Safe handling of chemicals at the workplace is regulated on
the basis of legislation on occupational safety in, e.g., the Gov-
ernment Decree on Chemical Agents at Work (715/2001). For
more information on obligations of the workplace, please visit
the website of the Occupational Safety and Health Administra-
tion: http://www.tyosuojelu.fi/fi’kemikaalit.

¢ The chemical safety website of the Finnish Institute of Occu-
pational Health: http://www.ttl.fi/Inter-net/Suomi/Aihesivut/
Kemikaaliturvallisuus/

¢ Management of chemical and safety risks in small enterprises,
the Finnish Safety and Chemicals Agency 2010

e Occupational hygiene, Chemical and physical factors, the Oc-
cupational Safety and Health Administration 2008

e There is separate legislation on safe handling of chemicals on
a large scale. For more information, please visit the website of
the Finnish Safety and Chemicals Agency: http:// www.tukes.fi/
fi/Toimialat/Kemikaalit-ja-kaasu/

e The Finnish Chemicals Act prevents and controls health hazards
caused by chemicals. The Chemicals Act and provisions en-
acted on its basis: http:/Awww.kemikaalineuvottelukunta.fi/42

e The REACH Regulation (EC) No 1907/2006 on the Registration,
Evaluation, Authorisation and Restriction of Chemicals entered
into effect on 1 June 2007. Some of its obligations have a tran-
sition period until 2018. http:// www.reachneuvonta.fi

e A brochure by Finland’s Advisory Committee on Chemicals on
the REACH obligations of downstream users: http://www.ke-
mikaalineuvottelukunta.fi

e The CLP Regulation (EC) No 1272/2008 entered into effect on
20 January 2009. The regulations provides the classification,
labelling and packaging of substances with a transition period
until 1 January 2010 and corresponding information on mix-
tures until 1 June 2015. http://www.clpneuvonta.fi/

¢ Plant protection agents and occupational safety, the Centre for
Occupational Safety 2010
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Lighting

The lighting for working conditions comprises natural
light (windows), artificial light powered by mains cur-
rent and, for example, battery-powered safety lighting
if necessary. The prevention of excessive light and glare
by means of reflectors, awnings and blinds is also part
of lighting.

Good lighting helps differentiate between details,
does not blind or heat, and is also economic and helps
promote occupational safety and job satisfaction. Poor
lighting is unpleasant, reduces work efficiency and caus-
es errors that can lead to accidents.

Reasonable differences in lighting intensity improve
the effect of lighting. Intensities that are too high make
it difficult to see, especially if a person has to alternate
between looking at dark and light surfaces. The back-
ground of the object being viewed and the surround-
ing are should not be lighter than the object itself.
Completely white desks and working surfaces should be
avoided. The colour white is an advantage in terms of
wall surfaces because it reflects up to 90% of the light.
In such cases, less light power is required and the haz-
ards of heat are less during the summer. (A lime-washed
surface reflects about 60% and a brick surface 10-30%
of light.)

Sufficiency of lighting

The general lighting in indoor premises where employ-
ees spend extended amounts of time, move or work
should be 150-200 lux. A rule of thumb is that the
power should be at least 10 W / square metre of floor
when using fluorescent lights. For repetitive tasks re-
quiring precision, the minimum lighting level must be
higher, usually at least 400 lux, which can be achieved
by means of spotlighting. During the summer, artificial
light and natural light should generally be reduced (by
shutting off some lights, and using awnings and blinds).

The recommended light intensity when working
outdoors with moving machinery is at least 60 lux, and
at least 120 lux for tasks requiring precision.
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Eye capacity

Eyesight becomes weaker with age. Focusing at a dis-
tance becomes slower and the eye is more susceptible
to glare. A 40-year-old requires two times more light
than a 20-year-old. The strong increase in the need for
light in middle age must be taken into account in de-
sign.

The most common deficiencies in lighting:

e Cleaning of lights is neglected, resulting in decreased
light intensity

e Lamps are used for too long

* Lamps and igniters are too old

¢ Lamps flicker and make it difficult to concentrate

* Improperly directed lights and display surfaces

e Light coming from the windows causes glare

e Rearranging the space without changing the lighting

e Portable lamps/trouble lights without shades

e Too much contrast between the light and the back-
ground causes glare

e Shiny surfaces of the object prevent vision

¢ Outdated and uneconomic installation leads to un-
necessary heat loads and costs

e According to research, good lighting improves pro-
ductivity and reduces fatigue during work.

For more information:

o Nayttopaatetyd. Tydsuojeluoppaita ja -ohjeita 1. Tydsuojelu-
hallinto 2009 (Display screen work. Occupational Safety and
Health Guides 1. Occupational Safety and Health Administra-
tion 2009).

¢ Valaistussuositukset 9 -1986. Sisavalaistus. Suomen Valoteknil-
linen Seura ry (Lighting recommendations 9 - 1986. Interior
lighting. Finnish Light Technology Association).

¢ Valaistussuositukset 10 - 1990. Sisdvalaistus. Suomen
Valoteknillinen Seura ry (Lighting recommendations 10 - 1990.
Outdoor work and yard areas. Finnish Light Technology As-
sociation).

¢ www.valosto.com

e SFS-EN-12464-1. Light and lighting. Lighting of objects of
work. The Finnish Standards Association SFS 2003.



Noise and controlling it

The effects of noise on people.

Noise is sound that is disturbing or detrimental to hear-
ing. Loud noise, especially impact or impulse noise,
weakens the hearing permanently. The weakening is not
generally noticed before it is too late. Noise also affects
the blood circulation and causes stress reactions.

Noise disturbs performance at work, especially
phone use and other oral communication, causes mis-
takes and inaccuracies. Noise can also increase the risk
of accident.

Obijectives of noise control
Noise control is aimed at two issues:

e creating a low-noise, good work environment
e preventing hearing damage.

Hearing protection may be the only way to protect your
hearing until noise is reduced to a safe level. However,
the protection is only a temporary solution. Noise is pri-
marily reduced by technical means.

Noise level Maximum exposure time / day
85 dB 8 hours
88 dB 4 hours
94 dB 1 hour
100 dB 15 minutes
115 dB 0

Link to a noise exposure calculator:
www.tyosuojelu.fi/fi/melulaskin

Rules of thumb:

¢ If you cannot hear normal speech from one metre
away, the noise level is more than 85 dB.

¢ Chain saws and compressed air devices produce
about 100 dB (to the ear of an unprotected user).

The risk of hearing damage begins to increase at an ex-
posure level of 80 dB and rises steeply if daily exposure
exceeds the values presented in the table. If the noise
level exceeds 80 dB, the employer must give employ-
ees hearing protection and reserve the opportunity for
hearing examinations. The Noise Decree requires that
a noise control programme be drawn up and imple-
mented if the average noise exposure at work is 85 dB
or more or if the highest unweighted temporary value
is 140 pascals (137 dB). In such cases, employees must
also wear hearing protection.

Taking the effects of hearing protection into ac-
count, daily noise exposure must not exceed 87 dB or a
temporary level of 140 dB.

Noise control programme

For example, a workplace noise control programme

includes plans concerning how to

¢ purchase only low-noise equipment

* remove or replace work phases or methods that cause
noise

¢ muffle sources of noise

¢ encase machines

e prevent noise from spreading by partitioning.

The occupational safety and health authorities assist
workplaces in drawing up noise control programmes
and acquiring services.

For more information:

e Government Decree on the Protection of Workers Against Risks
Caused by Noise (85/2006)

e Tydmelu. Tydsuojeluoppaita ja -ohjeita 2. Tyosuojeluhallinto
(Noise at work. Occupational Safety and Health Guides and
Instructions 2. Occupational Safety and Health Administration)

o http://www.ttl.fi

49

e
2
o
)
)
m
=
S
Pl
©)
=
=
m
<
—




-
=
Ll
=
=
©)
5
>
=
0 7]
4
oc
®)
=
N

Vibration and controlling it

The Vibration Decree

The Government Decree on the Protection of Employees
from Vibration that is in accordance with the EU’s Hu-
man Vibration Directive sets the following obligations
concerning action and exposure limit values for vibra-
tion, and for exceeding those limits.

The exposure limits outlined in the decree shall be
applied to all work performed using new machines as of
6 July 2007. However, the exposure limits for work per-
formed using so-called old machines can be exceeded
until 6 July 2010 and in the agriculture and forest indus-
tries until 6 July 2014.

The manufacturer of a machine or equipment or the
party putting it on the market must provide the neces-
sary information concerning vibration emissions from a
mobile work machine and hand-held or hand-guided
machine. Hand vibration may cause Raynaud’s phenom-
enon and joint damage. The problems caused by body
vibration can include lower back pain.

Action and exposure limit values for vibration

The limit value for exposure to hand vibration is 5
m/s2 and the action value is 2.5 m/s2.

The limit value for exposure to body vibration is
1.15 m/s2 and the corresponding action value is
0.5 m/s2. All the values refer to an 8-hour average
value, defined in three directions.

Evaluating exposure and risk

The employer must determine the employees’ possible
exposure to vibration and identify the cause of the vibra-
tion. If necessary, the level of exposure must be meas-
ured and the extent of the risk to the employee’s health
and safety it causes must be evaluated. The evaluator
and the person performing the measurements must be
an occupational health care expert or other person with
sufficient knowledge and skills to measure vibration. An
external expert must be used if necessary.

Both body and hand vibration can be of the concus-
sion type, including shaking. The decree does not set
limit or action values for shaking, but nevertheless the
resulting health risk must be assessed.

Generally speaking, drills, chipping hammers and
impact wrenches pose a risk to health, at least with
long-term use, unless they are dynamically well bal-
anced. Similarly, rotating hand power tools can make
disc wear noncentral. Otherwise, rotating machines
have fairly low vibration levels. For example, vibration
emissions for the best chain saws are about 2.5 m/s2, in
other words, they could be used for several hours con-
secutively per day.
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If the vibration level for a hand-held machine is 10
m/s2, it can be used for a maximum of two hours per
day. (In such cases, two hours is the so-called trigger
time.) Correspondingly, a machine vibrating at 20 m/s2
can be used for no more than half an hour. The action
values for exposure are achieved when these times are
reduced to one quarter.

The exposure times for mobile machines are usually
long. When driving in terrain, on icy fields or poor roads
for longer periods of time, the action limit for body vi-
bration is usually exceeded, as is also the exposure limit
on occasion, especially when driving an empty vehicle
too fast. Horizontal vibration is decisive in such cases.
On roads, vertical vibration can be too strong when
driving fast.

Vibration control programme

The employer must draw up a vibration control pro-
gramme if an employee’s vibration exposure exceeds
the action value. The programme is a free-form docu-
ment that outlines the reasons why the action limit

was exceeded and sets targets for removing the risks it
causes or reducing them to the lowest possible level.

It must indicate the target level and the methods and
resources used to achieve that target, who is responsible
for the measures, and the schedule for those measures.
When setting targets, the development of technology
and availability of control measures aimed at the source
of vibration, such as stabilisation and levelling of routes,
should be taken into consideration.

Teaching and guidance,
personal protective equipment

The employer must provide employees that are exposed
to vibration with the required training and guidance for
selecting tools, work methods and the operation of work
machines and driving style as well as other activities as
necessary.

Special attention should be paid to methods that the
employee can use to reduce exposure to vibration by,
for example, changing the work habits and driving style,
adjusting the seat, using a seatbelt and maintaining
driving routes. The greatest exposure often occurs when
driving an empty machine at too high a speed.

Employees doing vibration work outdoors should be
provided with warm, waterproof gloves that still allow a
good feel for the tool. In general, gloves do not signifi-
cantly reduce exposure to vibration, but they do keep
the hands warm and thus reduce the hazardous effects
of vibration. They are also considered part of the vibra-
tion control programme.

The employer can help the employee select the most
suitable and safest machines for each type of work by
means of appropriately marking the equipment.



For more information

e Government Decree on the Safety of Machines (400/2008)

e Government Decree on the Protection of Workers from Risks
Caused by Vibrations (48/2005)

e Vibration and controlling it at work. Occupational Safety and

Ventilation

Ventilation refers to the use of air and heat technology
to control the indoor air and emissions. Emissions can
be hot or cold gases, vapours (including water vapour),
fumes, dust, or simply hot air and heat radiation.

Ventilation of the work premises can be
implemented by means of

1) the piston principle (so-called clean rooms, paint
shops, quarries)

2) the short-cut principles (the poor man’s piston
principle, used for ordinary production premises,
locations with a lot of heat sources)

3) the displacement principle (for example, in high
spaces)

4) the mixed principle (low emissions, small rooms).

Methods 1-3 are all displacement methods. If there are
a lot of emissions, local ventilation is generally predomi-
nant (in methods 2 and 3).

A lot of mistakes are made when planning and im-
plementing ventilation. Special competence is required
when planning ventilation. This is one case where the
old saying certainly applies: a job well planned is a job
half done.

In order for ventilation to perform in the appropriate
manner, it also has to be used in the correct manner.
The most common mistake is to neglect service and ad-
justment measures.

The need for ventilation can be reduced and produc-
tion costs and energy saved by minimising the creation
of impurities (plugging leaks, choosing the right work
methods and using low-emission machines) and by
removing impurities immediately by means of local ex-
haust ventilation.

Typical uses for local exhaust ventilation or negative
pressure ventilation chambers and fume hoods are in
conjunction with

e machines that produce hot gases and vapours
e basins that emit impurities

e painting, gluing, solvent wash

¢ handling of chemicals

* welding work

e cleaning that produces dust

¢ powerful machine tools.

Health Guides and Instructions 43, Occupational Safety and
Health Administration 2007.

e Guidebook: Gook operating 