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WelcometoIntegrity’sHospitality IndustrySafetyManual
 

ThisSafetyManualisofferedinafill-ablePDFformat,allowingyoutopickandchooseanysectionyou
needandthenpersonalizethefill-ableformswithinthatsectiontotransformthismanualintoacustomized
SafetyManualforyourcompany.Werecommendyousavethisdocumentontoyourharddrivebefore
youbegintocustomizetheConstructionSafetyManual.

Werealizethatthislargedatabaseofinformationmaybemorethanyouneed.However,ourLoss
ControlTeamfeltitisbettertogiveyouafulltoolboxratherthanbitsandpieces.Youneverknowwhen
youmayneedadditionalinformation.IfyouhaveanyquestionsregardingthisSafetyManual,please
contact:



BobBednar
BasedinEauClaire,WI,Bobsharesover25
yearsoflosscontrolexpertisewithIntegrityand
ourinsureds,andcoversthenorthwestern
WisconsinandMinnesotaterritories,aswellas
northernIowa.

AreaOffice:
Tel/Fax: 715.835.4686
CellPhone:715.864.1143
HomeOffice: 800.348.1741,ext.8362
Fax: 877.730.5712
Email: rbednar@imico.com


KenCass
WorkingoutofHartland,WI,Kenservesagents
andinsuredsinthesouthernportionof
Wisconsin.Kenhasmorethan33yearsof
safetyandlosspreventionexperience.

CellPhone:920.740.3824
HomeOffice: 800.348.1741,ext.8363
Fax: 877.730.5712
Email: kcass@imico.com


RickWhitish
BasedinGreenville,nearAppleton,WI,Rick
assistsagentsandinsuredsinbothMinnesota
andIowa,aswellasourcustomersineast-
centralandnorthwestWisconsin.Rickhasbeen
insafetyandlosspreventionforover33years.

CellPhone:920.268.6101
HomeOffice: 800.348.1741,ext.8439
Fax: 877.730.5712
Email: rwhitish@imico.com






The informationprovided isdesigned tobeaccurateandauthoritative in regard to thesubjectmattercovered.However, the
informationisprovidedwithoutanyrepresentationorwarranty,expressedorimplied,regardingtoitsaccuracy,correctnessor
timeliness. Further, the information is provided with the understanding that Integrity Insurance Company is not engaged in
rendering legal or other professional services. If legal or other expert assistance is required, the services of a competent
professionalofyourchoosingshouldbesought.Itisnotourintentionthattheinformationprovidedcoverstherequirementsof
the Federal Occupational Safety and Health Act, or any other safety and Health Act. The maintenance of safe premises,
operationandequipment,andtheavoidanceofunsafeconditionsandpractices,andcompliancewithallstatutesandlawsare
thesolelegalresponsibilityoftheinsured.
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SafetyProgramfor




I. ManagementSafetyPolicyStatement

Thepersonalsafetyandhealthofeachandeveryemployeeof isofprimaryimportance.
Therefore,Iamissuingthefollowingpolicystatement:

Inrecognitionofmyresponsibilityforthesafetyandwellbeingofouremployees,itshallbethisorganization’spolicy
thatsafetyshallnotbecompromisedandwillbegivenprecedenceoveroperatingproductivitywhenevernecessary.

Acomprehensivesafetyandhealthprogramshallbemaintainedwiththeobjectiveofreducingthenumberof
accidentsandinjuriestoanabsoluteminimum.Tobesuccessful,suchaprogrammustembodytheproperattitudes
towardsaccidentpreventiononthepartofbothsupervisorsandemployees.Italsorequirescooperationinallsafety
andhealthmatters,notonlybetweensupervisorandemployee,butbetweeneachemployeeandhisorherfellow
workers.Itisonlythroughcooperationthatsuchprogramscanworkeffectively.

Thesafetyprogramwillbecoordinatedby



butiseveryone’sresponsibility.Managers
andtheirsubordinatesshallbeheldaccountableforlossesincurredintheirareasofoperation.Allemployeesshall
adheretotherules,regulationsandotherprovisionsofoursafetyprogram.


 Sincerely,




 Presidentand/orGeneralManager
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SafetyProgramcontinued:
 

 

II. PolicyonSafetyProgram

Thiscompanywilloperatewiththeintentionsofprovidingasafeandrewardingworkenvironmentforitspersonnel
andprovideaqualityproductorservicetoourcustomers.


A. Thiscompanyissincerelyinterestedinthepersonalsafetyofitsemployees.Itisourpolicytoprovidesafe
workingconditions,adoptandusesafeworkingmethodsandmakeavailabletoemployeesandrequirethemto
usesuchsafetydevicesasmaybenecessaryand/oradvisable.


B. shallberesponsibleforthecoordinationandadministrationofthesafetyprogram.


C. Itisthepolicyof tocooperateineverywaywiththeOccupationalSafetyandHealth
Administration(OSHA)andotherrelatedagenciesthataffectourcompany.


D. Accidentpreventionshallbeanormalroutineoperatingresponsibilityofallpersonnel.

E. Safeworkmethodsandrequiredsafetyequipmentshallbeusedandsupervisorsshallberesponsibleforthe
enforcementofitsusage,includingdisciplinaryactionsifnecessary.


F. shall,alongwith ,makeperiodicsafetyinspectionsof
theoperationsandshallreportthefindingsto .



III.ResponsibilityandAccountabilityofAllPersonnel

Safetyistheresponsibilityofallpersonnelat



.Eachemployeewillbeheldaccountableforhisor
herpersonalsafety.Specificresponsibilitiesregardingsafetywillbeasfollows:

A. Management:

1. Ultimatelyheldresponsibleforthesafetyandhealthofallpersonnelat
 Willdelegatethespecificdutiesofsafetytosubordinatesandholdthesesubordinatesaccountablefortheir
respectiveareas.

.

3. Willrequiredocumentationofsafetymeetingsandrequirecontinuousupdatesregardingsafetyissues.

B. Supervisor/Superintendent/Foremen:

1. Willbeheldresponsiblefortheactionoftheirsubordinates.
2. Willmaintainanaccidentpreventionprogram.
3. Willeducateandtraintheiremployeesonsafeworkingprocedures.
4. Willholdsafetymeetingswiththeiremployeesona
. Willdocumentallmeetingsandrelatedsafetyissues.

basis.

6. Willinformtheirsupervisorsofsafetyissueswithintheirworkarea.
7. Willconductperiodicself-inspectionsofprocessesandconditions.
8. Willperformaccidentreportingandinvestigativeprocedures.
9. Willberesponsibleforadministeringdisciplinaryactions.
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SafetyProgramcontinued:


C. Employees:

1. Willberesponsiblefortheirpersonalsafetywhileemployedwith
2. Willfollowallcompanyrulesandregulationsregardingsafety.

.

3. Willadheretotheaccidentpreventionprogramof
4. Willuseproperpersonalprotectiveequipmentwhenrequired.

,

5. Willaskquestionsifuncertainaboutanyissue.
6. Willattendallsafetymeetings.
7. Willimmediatelyreportallinjuriestotheirmanagers/supervisors,nomatterhowtrivialitmaybe.



IV.DisciplinaryActionPolicy

 Asitistheresponsibilityofeachmanager/supervisortotrainandeducateeachemployeeat ,itis
alsotheresponsibilityofeachemployeetofollowallrulesandregulationswhileemployedat


.

Allmanagers/supervisorswillenforcecompanyrulesandregulationsasoutlinedintheSafetyProgram.Thefollowing
areguidelineswhichthemanager/supervisorwilltakewhenanemployeefailstoobservecompanyrulesand
regulations:


A. VerbalWarning/Counseling:Thesemayincluderemovingtheemployeeawayfromthejobandtalkingtothe
employee.NOTE:Theseverbalwarningsshouldbedocumentedinafileandincludeanexplanationofthe
infractionandtypeofcounselingconducted.


1. Uponfirstviolationofaruleorregulation.
2. Uponsecondviolationofaruleorregulation.


B. WrittenWarning:Writtenwarningshallincludealettertotheemployeeinviolationoftheruleorregulationwith
copiesofthelettertotheexecutivemanager.


Thislettershallexplainthetypeofinfraction,locationanddateofinfraction,dangeroussituationpresent,typeof
counselingconductedpreviouslyandbywhom.

1. Uponathirdviolationofaruleorregulationoraftertwo(2)verbalwarnings.
2. Uponnoticingaflagrantorintentionalinfractionofaruleorregulation.
3. Uponnoticingaviolationofaruleorregulationwhichendangersthesafetyandhealthfortheemployee,
fellowemployees,orproperty.


C. Termination:Allpreviouscorrespondenceshallbeattachedtotheterminationletteralongwithsimilar
informationoutlinedintheWrittenWarningsectionofthispolicy.


1. Uponcontinuousand/orrepeatedviolationofaruleorregulationwhichendangersthesafetyandhealthof
theemployee,fellowemployees,orproperty.
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SafetyProgramcontinued:


V. HazardRecognition/Self-Inspection

Itistheresponsibilityof toprovideaworkplacethatisfreeofrecognizablehazardstotheir
employees,wehaveadoptedthispolicytoachievethisgoal.Wewillconduct“periodicinspectionstoidentifyunsafe
conditionsandworkpracticesandtocorrectthosethatarefound.”


A. ThisHazardRecognition/Self-Inspectionpolicywillallow toprovideasafeplaceof
employmentforitsemployees.


B. Thispolicywillbeadministeredby buttheinspectionswillbetheresponsibilityof

.Achecklistinspectionformwillbeusedtoaccomplishthispolicy.

C. TheoriginalcompletedcopyoftheHazardRecognition/SelfInspectionformwillbekeptattheproject
site/department/etc.,andacopyoftheoriginalwillbesentto .


D. Allfindingswillbeaddressedandcorrectiveactionswillbetakentoreducethehazardousexposure.



VI.PolicyonReportingandInvestigatingWorkRelatedAccident

 intentionistoprovideasafeworkingenvironmenttoallofitspersonnel.However,ifaninjury
shouldoccur,properaccidentreportingandinvestigativeproceduresmustbeactivated.Thefollowingisthegeneral
policyofaccidentreportingandinvestigativeproceduresof :


A. Employeeswillimmediatelyreportallinjuries,sustainedwhileonduty,totheirmanager/supervisor.

B. Supervisorsshallberesponsibleforseeingthatinjuredemployeesreceiveimmediatemedicalattentionandthe
detailsoftheincidentarereported.Immediatelyfollowinganinjury,thesupervisorshall:


1. Arrangeforimmediatemedicalattentionandpropertransportationtotheplaceoftreatment.
2. CompletelyfillouttheSupervisor’sAccidentReportform.TheSupervisor’sAccidentReportformmustbe
submittedwithin 

3. Starttheinvestigativeprocesstopreventrecurrencesofthesameaccident.

C. Whenamanager/supervisorisawareofalosttime(disablinginjury)accident,he/sheshallimmediatelyreportthe
injuryto and .


D. Intheeventofanindustrialdeathorveryseriousinjury, shallinformtheDepartmentof
LaborandIndustrialRelationsandtheStateOSHAOffice.


E. shallberesponsibleforkeepingmanagementinformedonthestatusofall
accidents,themaintenanceofaccidentreportrecordsandforadministrationofindustrialinjuryreportstocomply
withthelaw(OSHAForm200).
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SafetyProgramcontinued:


VII .PolicyonEducationandTraining

Toincreasethesafetyawarenessofouremployees,weat haveadoptedaneducationand
trainingpolicythatwillaccomplishthisobjective.Thispolicywillutilizethefollowingguidelines:


A. 


believesineliminatingemployeeinjuriesthrougheducationandtraining.

B. Increasedemployeeawarenessandknowledgewillbecontinuouslystressedbyall.Allemployeeswillbe
responsiblefortheiractionswhileemployedby .


C. Attendanceismandatoryasindicatedbymanagement.

D. Theinformationgainedthroughthesesessionsshallbedisseminatedtosubordinatesasrequired.

E. Theactualapplicationofinformationorknowledgegainedduringthesesessionswillberequiredbyall.



I .FirstAidKits/FirstAidTrainedPersonnel 

PleasecontactyourlocalOSHAEducationandConsultationOfficeforupdatedinformationonfirstaidtrained
personnelandprocedurerequirements.



X.RecordKeepingRequirements

Recordsrelatingtoallaspectsofsafetyshallbekeptby .Copiesoftheserecordsshallbesentto
 andtheserecordsshallbekeptinamasterfile.


Recordsshallinclude,butarenotlimitedto,thefollowingitems:

A. Alleducationandtrainingsessionsconducted.

B. Allsafetymeetings.

C. Allfindingsandrecommendationsrelatingtoinspectionsandsurveys.

D. Recommendationsrelatingtoaccidentinvestigationsandotherconcerns.
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SafetyandHealthPolicy



Thepersonalsafetyandhealthofeachemployeeofthiscompanyisofprimaryimportance.Thepreventionof
occupationally-inducedinjuriesandillnessesisofsuchconsequencesthatitwillbegivenprecedenceoveroperating
productivitywhenevernecessary.Tothegreatestdegreepossible,managementwillprovideallmechanicalandphysical
facilitiesrequiredforpersonalsafetyandhealthinkeepingwiththehigheststandards.

Wewillmaintainasafetyandhealthprogramconformingtothebestpracticesoforganizationsofthistype.Tobe
successful,suchaprogrammustembodytheproperattitudestowardinjuryandillnesspreventiononthepartofboth
supervisorsandemployees.Italsorequirescooperationonallsafetyandhealthmatters,notonlybetweensupervisorand
employee,butalsobetweeneachemployeeandhisfellowworkers.Onlythroughsuchacooperativeeffortcanasafety
recordinthebestinterestofallbeestablishedandpreserved.

Ourobjectiveisasafetyandhealthprogramthatwillreducedisablinginjuriesandillnessesandminimizevehicle
accidentsandcasualtyandpropertydamageaccidents-notmerelyinkeepingwith,butsurpassing,thebestexperience
ofotheroperationssimilartoours.

Oursafetyandhealthprogramwillinclude:

1. Providingmechanicalandphysicalsafeguardstothemaximumextentthatispossible;

2. Conductingaprogramofsafetyandhealthinspectionstofindandeliminateunsafeworkingconditionsorpractices;to
controlhealthhazards;andtocomplyfullywithsafetyandhealthstandardsforeveryjob;

3. Trainingallemployeesingoodsafetyandhealthpractices;

4. Providingnecessarypersonalprotectiveequipmentandinstructionsforitsuseandcare;

5. Developingandenforcingsafetyandhealthrules;requiringthatemployeescooperatewiththeserulesasacondition
ofemployment;and

6. Investigating,promptlyandthoroughly,everyaccidenttofindoutwhatcauseditandtocorrecttheproblemsothatit
won’thappenagain.


Wealsorecognizethattheresponsibilitiesforasuccessfulsafetyandhealthprogramareshared:

1. Theemployerisresponsible,andacceptstheresponsibility,forleadershipofthesafetyandhealthprogram,forits
effectivenessandimprovement,andforprovidingthesafeguardsrequiredtoensuresafeconditions;

2. Supervisorsareresponsiblefordevelopingtheproperattitudestowardsafetyandhealthinthemselvesandinthose
theysupervise;andforensuringthatalloperationsareperformedwiththeutmostregardforthesafetyandhealthof
allpersonnelinvolved,includingthemselves;and

3. Employeesareresponsibleforwholehearted,genuinecooperationwithallaspectsofthesafetyandhealthprogram,
includingcompliancewithallrulesandregulationsandforcontinuoussafejobperformance.

       _________________________________________

(NameofCompany)
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KeyAspectsofSuccessfuland
LowAccidentRateCompanies




• Managementshowsagreatercommitmenttosafety.

• Allmanagersshowagreatinvolvementinsafety.

• Lowaccidentratecompanieshaveahigherfinancialstability.

• Lowaccidentratecompanieshavemoreextensiveandcomprehensiveemployeerelationsprograms.

• Lowaccidentratecompanieshavemoresophisticatedmeansofselectingnewemployeesandscreening
employeesforadvancement.

• Managersoflowaccidentratecompanieshavegreaterinteractionwithemployeesonaonetoonebasis.

• Lowaccidentratecompanieshavemoreseverelevelsofdiscipline.

• Lowaccidentratecompaniesdisplaymuchbetterhousekeepingandcleanliness.

• Lowaccidentratecompaniesmoreoftenuseleadworkerstotrainnewemployees.

• Lowaccidentratecompanieshavemoreformalhazardinspectionprocedures.

• Lowaccidentratecompaniesoftenprovidecomfortablebreakandlunchfacilitiesfortheiremployees.

• Managementinthelowaccidentratecompanieshaveagreaterempathywiththeiremployees.

• Lowaccidentratecompaniesarecharacterizedbystrongandenforcedcorporatesafetypoliciesand
thoroughaccidentinvestigationproceduresthathelppreventsimilaraccidentrecurrence.



















  Section3:





     SupervisorResponsibilities
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n/Supervisor
AccidentPreventionResponsibilities


Intermsofmanagementresponsibility,directsupervisorsofouremployeesareourkeypersonnel.Thisisbecauseour
supervisorsarewithemployeesonaregularbasis.Inaddition,thesesupervisorsaremorefamiliarwiththeworkhabits
andattitudesoftheemployeesthananyoftheupperlevelmanagers.Therefore,theyaremorecapableofrelatingtothe
employeeonaone-to-onebasis.

Afterwehavesetthebasicpolicy,youcandelegatethedetailsforcarryingoutourprogramtothosesamepeopleto
whomyoudelegateyouroperatingandproductiondetails.Youshouldassignthemspecificresponsibilityforsafetyand
healthandholdthemaccountableforgettingthejobdone.Thiscanbeeasilydonewithanobjectiveevaluationofthe
safetyactivitiesandlosseswithinthesupervisor’sjurisdictionduringaspecifiedperiod.

Makeitapartofthesupervisor’sjobtooperatesafely.And,whenyouconsiderresponsibility,don’tforgettoincludeyour
employees.Eachemployeehastheresponsibilitytofollowyoursafetyandhealthproceduresandinstructions,andeach
hasresponsibilityforrecognizinghazardsinhisorherimmediateworkareaandfortakingactiontocontrolthem.
Encouragethis.

Letusnowconsiderthebasicresponsibilitiesofsupervisors:

1. Supervisorsareresponsibleforthesafetyofallemployeesregularlyassignedtothem,andthosewhomaybe
workingintheirareatemporarily.


2. Supervisorsshouldinvestigateallaccidentsinvolvingtheirpersonnelandequipment.Alsotobeinvestigatedare
serious“nearmisses”occurringintheirareatopreventsimilarcircumstancesfromrecurring.Accidentsmustbe
reportedonanapprovedaccidentreportforminaccordancewithcompanyinstructions.


3. Supervisorshaveresponsibilityformaintainingsatisfactorystandardsofhousekeepingintheirassignedareas.

4. Supervisorsareresponsibleforconductingsafetyinspectionsintheirassignedareas.

5. Supervisorsareresponsibleforensuringthattheirassignedpersonnelknowthecompany’ssafetyrulesand
regulationsaswellastheestablishedsafejobproceduresforallmajorhazardsassociatedwiththeirworkandwork
areas.


6. Supervisorsareresponsibleforconductingregularplannedsafetytalkswithcontinuingeducationalemphasisonall
safetymattersaffectingemployees.


7. Itisalsoexpectedthatsupervisorsdevelopacooperativesafetyattitudeintheiremployeesthroughtheapplicationof
approvedmethodsofpreventiveandcorrectivediscipline.Itisexpectedtheywillrelyprimarilyoneducationand
friendlypersuasion,plussettingtherightexample.


8. Supervisorsareexpectedtobealertfortemporaryorchronicphysicalormentalconditionsinemployeesthatmay
causethemtobesafetyrisks.


9. Supervisorsshouldknowhowtooperateemergencyequipmentinstalledintheirareas.Thisincludestheoperationof
fixedandportablefireprotectionequipment.


10.Supervisorsareresponsibleforknowingfederal,state,andlocallawsregardingsafetythataffecttheiroperations.
AnyconditionsthatarebeyondtheirauthoritytocorrectmustbereportedtoSeniorManagementimmediately.
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/Supervisor’sGuide toAccidentInvestigation



Why,When,Who,How,Action:Getthefacts.Findthecause.


Whymustallaccidentsbeinvestigated?

Whenanaccident(ornearmiss)occursonajobitindicatesthatsomethingwentwrong.Thepurposeofinvestigating
theaccidentistoavoidthepossibilityofithappeningagainbyfindingoutwhatcausedtheaccident.

Oncethefactshavebeendetermined,appropriateactiontocontroloreliminatethecausecanbetaken.Don’t
overlookthosenearmisses...Nexttimethestorymaybeasadone.


Whenshouldtheinvestigationbemade?

Theaccidentinvestigationmustbemadeassoonaspossible.Thegreatertheintervaloftime,theharderitistoget
thefacts.Evidenceislost,importantdetailsarequicklyforgotten,andhearsayisintroduced.Promptactionwill
provideatruerpicture.


Whoshouldmaketheinvestigation?

Therearethreegoodreasonswhyyou,thesupervisor,shouldgetthefactspersonally.
 
1.TheResponsibilityIsYours

Employeesunderyoursupervisionareyourresponsibility.Thisincludesresponsibilityfortheirwelfareand
safety.

  
2.YouKnowTheWorkersAndTheJob

Youarethelogicalpersontomaketheinvestigation.Youareinthebestpositiontogetthefactsandfinda
practicalsolutiontotheproblem-orrecognizeproblemsrequiringtheattentionofothers.


3.YourConcernSellsSafety


Thetimeyoutaketoinvestigateaccidentsprovesthatyouaresoldonaccidentprevention.Inaddition,it
demonstratesyourconcernforyouremployees’safety,promotesgoodrelationsandboostsmorale.


• Whenoperationalprocedurescanbechangedtoeliminatethehazard,makethechangeifitiswithinyour
authoritytodoso.


• Whereunsafeconditionsareinvolved,necessitatingequipmentchangesoradditionalguards,discussthem
withmanagement.Ifhelpisneededtodetermineexactlywhatisrequired,getadvicefromyoursafety
specialistorinsurancecarrier.


• Alwaysmakeawrittenreportofyourfindings,usingeitheranaccidentinvestigationformorsimplememo.
Includeanyactionyouhavetakenandrecommendationstomanagement.



IfItHappenedOnce...ItCanHappenAgain.FindAndRemoveTheCauseOfAccidents.


• Getthefacts. 
• Determinethecause.
• Decideonamethodofprevention.
• Takeaction.
• Reportyourfindingstomanagement.
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Supervisor’sReport

 ofInjuryorIllness

InstructionsforUse
1. OriginalcopytobeforwardedtoMain

OfficeforcompletingEmployer’s
ReportofInjury,FederalReportsand
OSHARecords.

2. DuplicateisDoctor’sCopyand
authorizationtotreatthedisabled
party.

3. TriplicateremainsasSupervisor’s
Copy.

4. Thisformdoesnottaketheplaceof
Employer’sReportofInjury/Illness
whichisrequiredbyStateandFederal
law.

WhenInjury/IllnessOccursontheJob
Supervisors:
1. Determineextentandnatureof

injury/illness.Seethatproperfirstaid
isapplied.Renderfirstaidtoprevent
shock,bleeding,etc.Callambulance
ordoctorimmediately.

2. Accompanyemployeetodoctorif
shockisapparentorifnotincondition
todrivealone.

3. Whentimepermitssendmedical
authorizationslipwithemployee.

4. CompleteSupervisor’sReportofInjury
or

Illness.Incaseoffatality,notifyyour
officeimmediately.5.        

6. Knowwhichmembersofcrewhave
hadfirstaidtrainingandusethem
whenneeded.

7. Replenishfirstaidsupplyafteruse.
8. Adviseyourofficewhenemployee

returnstowork.Requestdoctor’s
releasebeforepermittingreturn.Be
sureemployeeiscapableofresuming
hiswork.

9. Iftransferredorterminateddueto
disability,reportdetailstoyouroffice.


CompanyName    Location

Dateandtimeofaccident     
     a.m. p.m.
Locationofaccident(area/department)

Equipmentinvolved

Saveallevidence.Picturesneededofequipment/accidentscene
    Yes No
InjuredEmployee’sfullname

Age  Sex    Regularjobassignment
    Male  Female
Accidentreportedto

Firstaidadministeredby

Medicalattentionauthorizedby

Doctor/hospitalreferredto    Telephone

Witness’nameandstatement


Supervisor’sdescriptionofaccident/injury


Causeofaccident/injury


Identifycontributingfactorsorcauseofaccident/injury


Couldthisaccidenthavebeenprevented?Explain


Actionneededtopreventrecurrence


Dateofreport Preparedby

Supervisor

Firstaidonlyrequired,non-recordableinjury    
     Yes  No
Medicaltreatmentrequired/physiciantoindicateifinjuryrecordable  
     Yes  No
Recordableinjury:enteronOSHAForm200andcompleteOSHAForm101

Didemployeereturntowork?    
  Yes  No
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HowtoCorrectanEmployee
WhoHasCommittedanUnsafeAct


Correctinganemployeeforanunsafeactisadelicatesituationthatcallsforgoodhumanrelationsskills.Thefollowing
aresometips:
 
 1.Basics Makeabsolutelycertainthattheemployeeyouhaveobserved
   understandsthethreebasicsofjobperformance,whichare:
    
 Whattodo,
 Howtodoit,
 Whyitisdonethatway.

 2.AskQuestions Findoutallyoucanfromtheemployee’spointofview.

 3. Listen Itisnormalforthepersontobedefensiveandtrytoredirectattentiontosome

othercausefortheunsafeact.

 4. Feelings Feelingsandemotionsarethefactsyouwillbedealingwith.Theymaybebased

oninaccurateorincompleteinformation,buttheyareofferedinresponsetoyour
questions.


 5. Communicate Getthewordsstraight.Whenwordsareoutoforder,theirmeaningcanbe

misunderstood.Poorcommunicationinasituationinvolvingoursafetycanresult
intragedy.


 6. Self-Actualizing Helpemployeestobeself-actualizing.Donottrytocramyoursafetymessage.

Helpfellowemployeesdiscovertheanswertothequestionintheirmind,“What’s
initforme?”Itworkswondersifyoucanhelpemployeesdiscoversafetyneeds
forthemselves.Inthiswaytheycanbecomeinvolvedinthelogic,decision
making,andplanningthataffectstheirsafetyonthejob.


 7. FormSafeHabits Ifyoudiscoveranunsafeactbeforeanaccidentoccurs,offerthe“safeway”to

dothejob.Persuadetheemployeetomakethe“safeway”partofhisorher
routine.


 8. Sincerity Aboveallbesincere.Yourapproachinthepersuasionofthefellowemployee

whocommittedanunsafeactmustbebornofasincere,helpful,concerned
interestintheperson’shealthandwell-being.


Thecooperationofeveryoneisessentialtothesafetyprogram.Understandingisthekeytocooperation.Communication
isthekeytounderstanding.Peoplesimplydonotcarehowmuchyouknowaboutsafetyuntiltheyknowhowmuchyou
careabouttheirsafety. 
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TenCommandmentsofSafetyforSupervisors

Yourjobinmanagementplacesyouinauniquepositionoftrust.Thecompanyreliesonyouasthedirectrepresentative
ofmanagementtoapplyitspolicieswiselyandfairly.Alsoentrustedtoyouistheobligationtosafeguardthewellbeingof
workersinyourcharge.Noresponsibilitytranscendsthisinimportance.Yourjobislikethe“stewardship”ofbiblicaldays:
Asasupervisor,youareindeedyourbrother’skeeper.

On-the-jobaccidentsareaseriousthreattothephysicalwellbeingofyourworkers.Theirpreventioncallsforyour
constantvigilance.Therefore,toguideyouremployeessafelythroughtheirdailywork,beguidedbytheseprecepts:

1. Youareasupervisor,andinasense,havetwofamilies.Careforyourpeopleatworkasyouwouldcareforyour
peopleathome.Besureyourworkersunderstandandaccepttheirpersonalresponsibilityforsafety.


2.Knowtherulesofsafetythatapplytotheworkyousupervise.Neverletitbesaidthatoneofyourworkerswasinjured
becauseyouwerenotawareoftheprecautionsrequiredonthejob.


3.AnticipaterisksthatmayarisefromchangesinequipmentormethodsUsetheexpertsafetyadvicethatisavailable
tohelpyouguardagainstsuchnewhazards.


4.Encourageyourworkerstodiscusswithyouthehazardsoftheirwork.Nojobshouldproceedwhereaquestionof
safetyremainsunanswered.Whenyouarereceptivetotheideasofyourworkers,youtapasourceoffirst-hand
knowledgethatwillhelpyoupreventneedlesslossandsuffering.


5. Instructyouremployeestoworksafelyasyouwouldguideandcounselyourfamilyathome-withpersistenceand
patience.


6.Followupyourinstructionsconsistently.Seethatworkersusethesafeguardsprovidedthem.Ifnecessary,enforce
safetyrulesbydisciplinaryaction.Don’tfailthecompany,whichhassanctionedtheserules-oryourworkers,who
needthem.


7.Setagoodexample.Demonstratesafetyinyourworkhabitsandpersonalconduct.Don’tappearahypocriteinthe
eyesofyourworkers.


8. Investigateandanalyzeeveryaccident-howeverslight.Whereminorinjuriesgounheeded,cripplingaccidentsmay
laterstrike.


9.Cooperatefullywiththoseintheorganizationwhoareactivelyconcernedwithemployees’safety.Theirpurposeisto
keepyourworkersfullyable,on-the-job,andcutdowntheheavypersonaltollofaccidents.


10.Remember:Accidentpreventionreduceshumansufferingandloss.Also,fromapracticalviewpoint,itisnomore
thangoodbusiness.Safetyisoneofyourprimeobligations-toyourcompany,yourfellowmanagers,andyourfellow
workers.



Byleadingyourworkersinto“thinkingsafety”aswellasworkingsafely,daybyday,youwillwintheirloyalsupportand
cooperation.Morethanthat,youwillgaininpersonalstature.Employeesdogoodworkforagoodleader.
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HintstoIncreaseEmployeeAwareness,
AcceptanceandParticipation


Themenandwomenwhoworkforyouareamongthemostvaluableassetsyouhave.Theirsafety,health,andgoodwill
areessentialtothesuccessofourbusiness.Yourjobasasupervisoristodevelopsafetyandhealthawarenessthat
surroundseveryemployeeonhisorherjob.

Herearesometipsforencouragingtheemployeestoaccepttheirresponsibilitiesforsafetyandhealth:


• Youmustbeconvincedyouaregoingtohaveasafeandhealthfulworkplace.Ifyouactwithoutconviction,the
employeeswillsenseitquickly.


• Eachemployeeneedstoknowthatyouaresincerelyinterestedinpreventingaccidents.Yourealizethataccidents
mayoccur,butyouknowitispossibletopreventalmostallofthem.


• Trytoselltheideatoyouremployees,andimpressuponthemthatjobsafetyandhealthisaconditionoftheir
employment.But,bereasonableandrationalinyourrequirements.


• Getsomeactivitystartednow.Youmaynotbeabletodetectallthehazardsonyourjobsite,butyoureffortswillbe
acknowledged.Youremployeeswillbeawarethatyouaredoingsomethingabouttheirproblems.


• Displaysafetypostersonaworkplacesafetybulletinboard;usesafetyandhealthrelatedpamphletsandinformation
devicestomaintainawarenessoftheseconcerns.Changethemregularly.


• Getallemployeesintotheact-inspecting,detecting,correcting.Includetheminyourplansandaskforsuggestions
andassistance.


• Letthemknowwhentheydoagoodjob,andletthemknowiftheirworkisunacceptable.
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TenCommandmentsofSafetyforWorkers






1.Learnthesafewaytodoyourjobbeforeyoustart.

2.Thinksafetyandactsafelyatalltimes.

3.Obeysafetyrulesandregulations-theyareforyourprotection.

4.Wearproperclothingandprotectiveequipment.

5.Conductyourselfproperlyatalltimes-horseplayisprohibited.

6.Operateonlytheequipmentyouareauthorizedtouse.

7.Inspecttoolsandequipmentforsafeconditionsbeforestartingwork.

8.Adviseyoursupervisorpromptlyofanyunsafeconditionsorpractices.

9.ReportanyinjuryorPropertyDamageimmediatelytoyoursupervisor.

10.Supportyoursafetyprogrambymakingsafetysuggestions.
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StartTime

EmployeeTimeCard QuitTime

Date

JobNo. JobName Description ST OT DT Total

Equip.Oper.(Hours)  Equip.Oper.(Hours)  TOTAL

  Didyougethurttoday?

  Yes No

  IfYes,didyoutellyourForeman?

  Yes No

Approvedby:  Signature:



 

 

 








 

 

  Section5:



SafetyTraining
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EmployeeandSupervisorTraining



Aneffectiveaccidentpreventionprogramrequiresproperjobperformancefromeveryoneintheworkplace.Asa
supervisor,youmustensurethatallemployeesknowaboutthematerialsandequipmenttheyworkwith,whatknown
hazardsareintheoperation,andhowyouhavehadthehazardscontrolledorintendtoeliminatethem.

Particularattentionmustbegiventoyournewemployees.Immediatelyuponstartingwork,newemployeesbegintolearn
thingsandformattitudesabouttheircompany,theirjob,theirbossandotheremployees.Theydosowhetherornotthe
employermakesanefforttotrainthem.Ifyoutrainthemduringthosefirstfewhoursanddaystodothingstherightway,
youmayavoidconsiderablelossesoveraperiodoftime.

Attentionmustalsobepaidtoyourveteranemployees.Oldhabitscanbewronghabits.Anemployeewhocontinuesto
repeatanunsafeprocedureisnotworkingsafely,evenifanaccidenthasnotresultedfromthiscondition.

Whileeveryemployee’sattitudeshouldbeoneofdeterminationthataccidentscanbeprevented,onethingmoremaybe
added.Youshouldstresstheresponsibilityyouhaveassignedtothepersoninchargeofthejob-aswellastoallother
supervisors-tobesurethatthereisaconcernedefforttofolloweverysafeworkprocedureandhealthpracticeapplicable
tothatjob.Itshouldbeexplainedtothesupervisorsthatyoudonotwantthemtosilentlycondoneunsafeorunhealthy
activityinoraroundyourworkplace.

Thefollowingtypesofsafetytrainingwillbeusedinouraccidentpreventionprogram:

1. NewEmployeeOrientation:Newemployeesshouldbegiventhebenefitofaplannednewemployeeorientation
program.Safetyisoneofthemajortopicscoveredinthatorientation.Specifically,newemployeesshouldbe
acquaintedwiththecompanypolicyregardingaccidentprevention,theirresponsibilitiesforworkingsafely,general
safetyrulesandregulationstoincludetheEmployeeHazardCommunicationProgram,andothermattersconsidered
essentialtonewemployeeorientationbyseniormanagement.


2. PositionSafetyOrientation:Regardlessofyearsofservice,whenemployeesmovetonewpositionsor
occupations,theysometimesareconfrontedwithanentirelynewworksituationthathasanewsetofhazardsagainst
whichprecautionsmustbetaken.Thepositionsafetyorientationisaninitialefforttoacquaintemployeeswithwhat
theyneedtoknowtoperformtheirnewpositionssafely.Orientationscoversuchtopicsasgeneralhazards,cleanup
andhousekeepingresponsibilities,andappropriategeneralsafetyrules.


3. Pre-JobSafetyInstructionforHazardousJobs:Forhazardousjobs,itisadvisabletocoverthemajorjobhazards
withpre-jobsafetyinstructions.Beforesendingemployeestodothejob,thesupervisorwhoassignedthejob
conductssafetyinstructions.


4. PlannedSafetyTalks(ToolBoxMeeting):Jobsafetytrainingisacontinuouseffort.Plannedsafetytalksareoneof
severalsupervisiontoolsforon-goingsafetyinstructiondesignedtoincreaseawarenessofhazards,safejob
procedures,andcriticalsafetyrules.Essentially,suchtalksareshort,fivetotenminuteinstructionaltalksbetweenthe
firstlinesupervisorandoneormoreemployees.Thesubjectofthetalkisaspecifictopic,suchassafetyrules,ora
particularhazardthatisinneedofemphasis.Suchtalksshouldalwaysbeconductedbysupervisors. 
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SafetyMeetingReport




Date:       Time:   Location:

Addresspendingbusiness,ifany,fromthelastmeeting(pendingrecommendations,questions,orconcerns):






Topic(s)formeeting(discusssafetyitemsrelevanttocurrentworkactivity,conductbriefsafetytraining,providea
reminderofexistingprocedures,discussunsafeactionsobservedorinspectionfindings,reviewrecentaccident
causesand/orcorrectiveactiontaken):





Newbusinessorquestionstoaddressforthenextmeeting:




AttendanceRecord:


1) __________________________________ 11) __________________________________

2) __________________________________ 12) __________________________________

3) __________________________________ 13) __________________________________

4) __________________________________ 14) __________________________________

5) __________________________________ 15) __________________________________

6) __________________________________ 16) __________________________________

7) __________________________________ 17) __________________________________

8) __________________________________ 18) __________________________________

9) __________________________________ 19) __________________________________

10)__________________________________ 20) __________________________________



Conductedby:



Reviewedby:    Date:
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SAMPLE

CertificateofTraining
IssueCertificateImmediately     SSN
UponCompletionofTraining

1. PrintFullNameofPersonTrained(first,middle,last)


2. CheckTypeofApprovedTrainingReceived:

 Annual NewlyEmployed Hazard  Other(Specify)
 Refresher ExperiencedWkr. Comm.Tmg.

 NewTask
 (SpecifyBelow)
 

 

Date 

 

 

 

 

Topic 

 

Initials 

Instr 

 

Studt 

 

Date 

 

Task 

 

Initials 

Instr 

 

Studt 

 

 

 

 

 

     

 

 

 

 

     

 

 

 

 

     

 

 

3. DateTrainingRequirementsCompleted


4. CheckTrainingCompleted

 IntroductiontoWork EyeProtection CPR
 Environment

 HazardRecognition HearingProtection ElectricalHazards

 FirstAid H&SAspectsof ConfinedSpace
  TasksAssigned Hazards

 HazardCommunication Respirator PreventionofAccidents

 AccidentReporting Ladder&Scaffold Other(Specify)

 DOTDriverTraining FallProtection

5. Falsecertificationcouldresultindisciplinary Icertifythattheabovetraininghasbeencompleted.
 actionincludingtermination. (Signatureofpersonresponsiblefortraining)


6. Jobsite,Name,Division,&LocationofTraining


7. Date IverifythatIhavecompletedtheabovetraining.
  (Signatureofpersontrained)


cc:EnvironmentSafety&HealthDept;EmployeeandJobSite/Trainer
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SafetyRules
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EmploymentandSafetyPracticesfor_____________________




Welcometo

Wehopethatyouremploymentwithuswillberewardingandenjoyable.

Thefollowingtwoitemsrequireyourfullandconstantattentionwhileonthejob:

1. Equalemploymentopportunity

doesnotdiscriminate,nordoesitpermitanyofitsemployeestodiscriminateagainstanyone
becauseofrace,color,religion,sex,nationalorigin,veteransstatus,age,orphysicaldisability.


2. Safety

compliesandrequiresitsemployeestocomplywithallFederal/StateSafetyHealthLawsand
Regulations.


 YouarerequiredtocomplywithSafetypracticeslistedontheattachedGeneralSafetyRules.Anynewor
changedSafetyRuleswillbeexplainedduringtoolboxmeetings.


Complyingwithalllawswhileemployedby ismandatory.

IhavereadtheaboveandtheattachedGeneralSafetyRules.


PrintName: __________________________________________________

SignName: __________________________________________________

Date:   ___________________________
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Safety/AccidentPrevention
 

 
Safetyisoneofthemanyresponsibilitiesweshareat .Webelieveitisthedutyof
eachandeveryoneofus.

Everyonemustworktomaintaineffectivecontrolsandprocedurestoreducethechanceof
occupationalinjuriesandindustrialhazards.

Asanemployeeof ,youhaveapersonalresponsibilityforthesafetyofyourselfand
co-workersonthejob.Youarerequiredtofollowsafeworkpracticesandprocedures(including
eliminationofpotentialworkhazards)andsafetyrulesandregulationsestablishedbytheCompany.
IfyouobserveanunsafeconditionyoushouldcontactyourSupervisorimmediately.

Anyaccident,whetheritrequiresfirstaidornot,,mustbereportedtoyourSupervisor.





OurStandardsofConduct



Allcompaniesfinditnecessarytohavepracticesandregulationsdesignedtosafeguardthebest
interestsoftheiremployeesasindividualsandasmembersofaworkinggroup.

hascertainregulationsthatapplytoyouandyourjob.Weexpectyoutobring
safe,responsibleandcooperativeattitudestoyourworkandtoobserveallCompanyrulesand
regulations.
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GeneralSafetyRules


Generalsafetyrulesforallemployeesareasfollows:


• ,itsemployeesandsub-contractorswillobserveandcomplywiththerulesandregulations
ofpertinentregulatoryagencies,suchastheUnitedStatesOccupationalSafetyandHealthAdministration;
UnitedStatesDepartmentofTransportation;UnitedStatesEnvironmentalProtectionAgencyandothers.
TheCompanyconsiderstheserulesandregulationstobeminimumstandardsandmayadoptstricterrules
andregulationsforitsoperations.

• Learntherightway-thesafeway-todoyourjob.Ifyouarenotsureyouthoroughlyunderstandthejob,ask
yoursupervisorforfurtherinstruction.


 Accidentsandinjuries

• Anyaccident,whetheritrequiresfirstaidornot,mustbereportedtoyoursupervisor.
• Receivetreatmentforallinjuries.Cutsorscratchescanbecomeinfectedunlessproperlycaredfor.
• Knowthelocationandfirstaidkits,emergencyphonenumbers,fireextinguishers,andfireexitswhen
applicable.

• Allemployeesareurgedtomakesuggestionsthatwillassistinsafeperformanceofwork.
• Reportanyunsafeconditiontoyoursupervisoratonce.Don’twaitforsomeoneelsetodoit,sincesomeone
maygethurtinthemeantime.


General
• Obeywarningsigns.Theyarepostedtopointouthazardsorgiveyoudirection.
• Watchthebulletinboardfornewideasinaccidentpreventionandchangesinregulations.
• Practicaljokesandhorseplayleadtoaccidents;suchactionsareforbiddenonjobsites.
• Jumpingfromanelevationsuchasonelevelofapieceofequipmenttoanotherisliabletoresultinaserious
injury.Don’tdoit.

• Certainmachinesareequippedwithsafetyguardsorcontrolsforyourprotection,andtheyshouldnotbe
removed.Neveroperateanymachineunlessallguardsareinplace.Ifguardsorcontrolsarenotinproper
condition,reportthistoyoursupervisoratonce.

• Shutdownmachineryandbesureithasstoppedbeforecleaningoradjusting.
• Beforerepairsonelectricallypoweredequipmentarebegun,themainswitchwillbelockedintheoff
position.Therepairmanwillretainthekeytothelock.Ifthereismorethanonerepairman,eachwilllockthe
mainswitchwithhislocktowhichonlyhehasthekey(Lock-out/Tag-outProgram).

• Atnotimeisanemployeeallowedtoclimborjumpovermachineryorequipment.
• Atnotimeisanemployeetoplacehishandsorfeetnearmoving,hotorrollingequipment.
• Allfieldemployeesmustwearashirtandlongpants.Shirtsmustbelongenoughtocompletelycoverthe
torsoandmusthaveatleastshortsleeves.Shirtsthathavebuttonsthefulllengthoftheshirtmustbe
buttonedatleast3/4oftheway.Longshirttailsmustbetuckedintothepants.Pantsmustbeforyourtypeof
work,nojams,sweat-pantsorshorts.Excessivelylose,sloppyclothingandjewelryareconsideredtobe
safetyhazardsandarenotallowed.

• Allworkersmustmaintaintheirhairatalengthand/orinamannerthatwillnotpresentahazardtotheir
personalsafety.Ifyouworkinthekitchenyoumustwearappropriatehairnets.

• Don’tattempttoliftorpushobjectsthatmaybetooheavyforyou.Askforhelpwhenyouneedit.
• Learntolifttherightwaytoavoidstrains:bendyourknees,Keepyourbodyerect.Thenpushupwardwith
yourlegs.Thismethodismucheasierandsafer.Itusesthe“liftingprinciple”-handsandarmsforgripping,
legsforlifting.

• Neverdistracttheattentionofanotherworker;youmaycausehimorhertobeinjured.
• Commonsenseisthemostimportantsafetyruleofall.Pleaseuseitatalltimes.
• Ifanoperationcallsformorethanoneperson,alltherequiredpersonsmustbepresentbeforetheoperation
isstarted.

• Appropriateanti-slipworkshoesorbootswillbewornatalltimes.
• Safetyglassesmustbewornbyalloperatorsofpowertools,byotherpersonnelworkingintheimmediate
vicinityofanyoneusingapowertool,andinanyothersituationwithapotentialforinjurytotheeyes.
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GeneralSafetyRulescontinued:


• TheCompanywillfurnishsafetyglasses/gogglestoeveryemployeewhoseworkrequiresthem.
• TheCompanywillfurnishhearingprotectiontoeveryemployeewhoworksinanoisehazardarea.
• TheCompanywillfurnishappropriateglovestoeveryemployeewhoseworkrequiresthem.
• Anyworker,whenexposedtoafallhazard,asdefinedbyOSHA,mustbeprotectedfromfallsbyanOSHA
approvedfallpreventiondevice,system,orpractice,incompliancewithOSHA1926,SubpartM-Fall
Protection.

• TheCompanywillfurnishrespiratorsand/ordustmaskstoeveryemployeewhoseworkrequiresthem.
• AnyemployeewhoisfurnishedPersonalProtectiveEquipmentbytheCompanyisrequiredtowearsuch
equipmentatalltimeswhiledoingtheworkforwhichtheequipmentisfurnished.

• PersonalProtectiveEquipmentfurnishedbytheCompanyanddamagedorwornoutbyusewillbereplaced
freeofcharge,providedthewornordamagedequipmentisturnedinwhenthenewequipmentisissuedand
thereisnoevidenceofabuse.

• PersonalProtectionEquipmentfurnishedbytheCompanythatisnot

• Bepositiveyouknowhowtodoajobsafelybeforeyoustart.Use-anddonotremovefromthearea-any
permanentsafetydevicesorequipment.

broughttoworkbytheemployeeorlost
willbereplacedbytheCompany.WhenthisnewPersonalProtectiveEquipmentisissuedtoanemployee,
thereplacementcostwillbedeductedfromtheemployee’spaycheck.

• Useonlythemachines,tools,andequipmentyouareauthorizedtouse.
• AllemployeeswillcomplywiththeCompanyHazardCommunication(ChemicalSafety)Program.
• Novehicleshallbeoperatedinarecklessmannerorataspeedthatisnotreasonableandproper.
• Operatorsofvehicularequipmentmustwearseatbelts.
• EmployeesoperatingorridingaspassengersinCompanyvehiclesarerequiredtowearseatbeltsatall
timeswhilethevehicleisinmotion.

• Alljobareasshallbeclean,withallhazardseitherremoved,orhavingappropriatewarningandshielding
devicesinplace,priortoleavingworkfortheday.

• Visuallyinspectforsharpobjectsorotherhazardsbeforeputtinghands,legsorotherbodypartsinto
containerssuchassinkbasins,garbagecans,boxes,bagsorsinks.

• Removeorbendnailsand/orstaplesfromshippingcratesbeforeunpacking.
• Donotletthingsoverhangfromshelvesintowalkways.
• Moveslowlywhenapproachingblindcorners.
• Removeoneitemsatatimefromshelves.
• Placeheavieritemsonlowershelvesandliethemflatratherthanleaningagainsteachother.
• Cleanupanybrokenglasswithadustpanandbroom.Donotpickupbrokenglasswithyourbarehands.
• Usetowelsorhotpadswhencarryinghotplatesorpans.
• Donotcarryelectricalappliancesbytheircords.
• Neverstandinwaterorliquidswhenusingelectricalappliances.
• Neveroperateanapplianceifcordsarefrayed,worn,splicedordamaged,orthethree-prongedplugis
altered.


 Glassware

• Donotplacedrinkingglassesinsideeachother.
• Carryonerackofglasswareatatime.
• Visuallyinspectallglasswareforcracksorchipsbeforehandling.
• Donotuseglasswareforscoopingice.Onlyusemetalorplasticscoopsdesignatedforthispurpose.
• Whenglassisbrokeninanicebin,pourhotwaterintheicebintomelttheice,thenuseawhiskbroomor
dustpantoremovetheglass.

• HotglasswareshouldNOTbesubmergedincoldwater,andclodglasswareshouldNOTbesubmergedin
hotwater.
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GeneralSafetyRulescontinued:

 Housekeeping

• Stairwaysshouldnotbeusedforstorage,eventemporary.
• Areasinfrontofdrinkingfountains,drinkdispensermachinesandicemachinesshouldbecloselymonitored.
Allliquidsandiceneedstobecleanedupimmediately.

• Rugsormatsthatdonotlieflatshouldbestraightenedorremovedtopreventtripsandfalls.
• Cautionsignsand/orconesshouldbeusedtobarricadeslipperyareas,suchasfreshlymoppedfloors.
• Dryerlint-filtersmustberemoved,cleanedandreplacedpriortousingthedryerdaily.
• Alwaysworkinteamswhenflippingmattresses.Donottrytoflipamattressbyyourself.
• Alwaystakecaretohandlecleaningchemicalswithcare.Followalluseprecautions.


 RobberyandViolentActs

• Moneyshouldnotbecountedwithinviewofcustomers.
• Neveropenthebackdoorofthekitchenorrestaurantafterdarkunlessitisanemergency.
• Donotallowcustomersintheemployeeworkarea.
• Donotplacepostersorotherobjectsonthewindows,asthatcouldobstructtheviewfromthestreetintothe
store.

• Ifahold-upoccurs,cooperatecompletelywiththerobber.Donottrytostruggleorreasonwiththem.Make
mentalnotesabouttherobber,butdonotmakeeyecontact.

• Undernocircumstancesshouldyoupursuetherobberoutsideofthebuildingafterthehold-upoccurs.
• Assoonastherobberhasleftthearea,lockthedoorsandcallthepolice.
• Ifyoufeelthatasituationhasthepotentialtobecomearobberyorviolentact,triggeranysilentalarmsor
call911beforethesituationescalates.


 Consequences

• Anyactyoudothatmightendangeryouorotherpeopleand/orpropertywillbeconsideredaviolationof
safetyrulesandsafetyprocedures.

• Aviolationofanyoftheabovesafetyrulesissufficientgroundsfordisciplinaryaction.
• Afirstviolationofanyoftheaboveruleswillrequireasafetycoachingsessionbytheforemanwiththe
workertoinsurethattheworkerunderstandsthesafetyrequirement.

• Asecondviolationofanyoftheaboveruleswillrequireadocumentedcounselingsessionbytheforeman
withtheworkeranddisciplinaryactionifconditionswarrant.

• Athirdviolationofanyoftheaboveruleswillbecausefortheworkertobesuspendedwithoutpayforthe
remainderoftheworkdayandsuchotherdisciplinaryaction,uptoandincludingtermination,asdeemed
appropriate.
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Re: PersonalProtectiveEquipment

Iacknowledgereceiptofthebelowquantitiesofpersonalprotectiveequipment.Thisinitialissueof
equipmentisfreeofcharge.


   Quantity   Item

   ________  TrafficVest

   ________  PairofGloves

   ________  SafetyGlasses

   ________  HardHat

   ________  Respirators

   ________  Other:________________________



IfurtheracknowledgeshouldIbelaidofforbeterminatedImustreturnallinitialissuedequipmenttomy
foreman.




___________________________________________ _______________________________
EmployeeSignature      Date
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RE: PersonalProtectiveEquipment

PersonalprotectiveequipmentfurnishedbytheCompanyanddamagedorwornoutbyusewillbereplacedfreeof
charge,providedthewornordamagedequipmentisturnedinwhenthenewequipmentisissuedandthereisno
evidenceofabuse.

PersonalprotectiveequipmentfurnishedbytheCompanythatisnotbroughttoworkbyanemployeeorlostwillbe
replacedbythecompany.Whenthisnewpersonalprotectiveequipmentisissuedtoanemployee,thereplacement
costwillbedeductedfromtheemployee’spaycheck.



   I,____________________________________,authorizemyemployer
    (PrintName)

   todeduct$_____________________________________frommynextpayrollcheck 
   forthereceiptofthefollowingpersonalprotectiveequipment:

     Quantity   Item

     ________ TrafficVest@$12.00Each

     ________ PairofGloves@$4.00Each

     ________ SafetyGlasses@$11.00Each

     ________ HardHat@$9.00Each

     ________ Respirators@$36.00Each

     ________ Other:________________________



___________________________________________ _______________________________
EmployeeSignature      Date
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Accountability



InorderforaSafetyProgramtobeeffective,theremustbeameansdevelopedforholdingemployeesaccountable
fortheirunsafeworkhabitsorconditions.

Ifanaccidentoccurs,andifithasbeendeterminedthattheaccidentcouldhavebeenavoided,themeansofholding
employeesaccountableshouldbemademoresevereaftereachconsecutiveoffense.


Examples: 
 
1. Firstoffense:  Verbalwarning

2. Secondoffense: Verbalandwrittenwarningwithacopyofthewrittenwarningbecominga 
      partoftheemployee’sfile.

3. Thirdoffense:  Onedayoffworkwithnopay.

4. Fourthoffense: Possibleterminationofemployment.

5. Seriousoffensesmayresultinimmediatetermination.

Thepurposeofholdingemployeesaccountableistohelpemployeesconformtocompanypolicyandworksafely.It
isnotdesignedtoendemploymentand,therefore,employeesshouldbegiventheopportunitytostartoverwitha
cleanslateperiodically.
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EmployeeWarningNotice
 

Department:        Employee:

Supervisor:           Date:



 PreviousWarnings Oral Written Date ByWhom

 1stWarning

 2ndWarning

 3rdWarning



Employer Statement Employee Statement 

DateofIncident_____/_____/_____Time______ I agree disagreewithEmployer’sstatement.
 Thereasonsare:








 Employeesignature   Date



Action to be Taken:  Warning Probation Suspension Dismissal

 Other:

Consequencesshouldincidentoccuragain:






I have read this warning and understand it. 
 



Employeesignature    Date





Supervisorsignature          Date
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EmployeeWarningReport
 

  Date of 
Employee’s Name Warning Dept.  Shift 

 Clock or 

 Payroll No. 

 

     Violation Date: 

 Type  Attendance  Carelessness  Disobedience 

 of  Safety  Tardiness  Work Quality Violation Time: a.m. 

 Violation  Other    p.m. 

     Place Violation 

     Occurred: 

 

 Company Statement   Employee Statement 

  Check Proper Box 

   I concur with the Company’s statement. 

   I disagree with the Company’s statement for the  

    following reasons: 

 

 

  

 

 

 

 

  I have entered my statement of the above matter. 

 

 

  Employee’s Signature                                                  Date 

 

Warning Decision 

 

 

 

 

 

 

 Approved By: 

  Name Title Date 

 

 List All Previous Warnings Below I have read this “warning decision” and understand it. 
 When Warned And By Whom 

Previous Warning: 1st Warning 

 Date  Employee’s Signature  Date 

 Verbal 

 Written 

Previous Warning: 2nd Warning Signature of person who prepared warning              Title Date 

 Date 

 Verbal 

 Written  Supervisor’s Signature  Date 

Previous Warning: 3rd Warning  Copy Distribution  

 Date   Employee   Foreman 

 Verbal   Personnel Dept.  Supervisor  Union Rep. 

 Written 

W 

A 

R 

N 

I 

N 

G 
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SAFETYVIOLATIONCITATION
 

 
 Violator: 

 

 Location/Site: Subcontractor: 

 

 Date: Time: 

 

 
YOU WERE FOUND VIOLATING COMPANY SAFETY RULES INDICATED BELOW: 

 

  Not Wearing a Safety Helmet 

 

  Not Wearing Safety Goggles While ___ Grinding 

    ___ Using Nail Gun 

 

  Not Using A Safety Belt  ___ Forms/Scaffold 

    ___ Bldg. Edge 

    ___ Elsewhere Required 

 

  Not Wearing Safe Clothing  ___ No Shirt On 

    ___ Improper Footwear 

    ___ Wearing Shorts, not Trousers 

 

  Unsafe Tool/Equipment Use  ___ Worn/Broken Cord - Plug 

    ___ Guards/Defective Equipment 

 

 Other Violations: 

 

 

 

 

   1. ______ Verbal Warning 

   2. ______ Written Warning 

   3. ______ Action:  Suspension  Other 

 

 

 

 

            Safety Administrator 

  cc: Main Office Files 

   Violator 

   Foreman 

   Subcontractor/Superintendent 

  

 

MAIN OFFICE FILES 
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        SiteInspections
 

 

 



 

Inspections
 

 
Plannedinspectionsgobeyondroutinesitechecks.Theresultoftheseinspectionsshouldbetheestablishmentofgoals
forfutureimprovementsinareassuchaselectricalfacilities,lockoutsystems,scaffolding,industrialhygiene,fire
prevention,andmachineorequipmentguarding.Theseinspectionsshouldmakeuseofdetailedchecklists.

Someareasforsuchinspectionsarelistedbelow.

• Warehousing:processing,receiving,shipping,andstorageofequipment;layout,heights,floorloads,material
handling,storagemethods.

• Buildingandgroundsconditions:floors,walls,ceiling,exits,stairs,walkways,ramps,platforms,driveways,aisles,
mudandice.

• Housekeeping:wastedisposal,tools,objects,materials,leakageandspillage,cleaningmethods,schedules,work
areas,remoteareas,storageareas.

• Electricity:equipment,switches,breakers,fuses,switch-boxes,junctions,specialfixtures,circuits,insulation,
extensioncords,tools,motors,grounding,NECcompliance.

• Lighting:type,intensity,controls,conditions,diffusion,location,glareandshadowcontrol.

• Ventilation:type,effectiveness,temperature,humidity,controls,naturalandartificialventilationandexhausts.

• Machinery:pointsofoperation,flywheels,gears,shafts,pulleys,key-ways,belts,couplings,sprockets,chains,
frames,controls,lightingfortoolsandequipment,brakes,exhausts,feeding,oiling,adjusting,maintenance,lockout,
grounding,workspace,location,purchasingstandards.

• Personnel:training,experience,methodsofcheckingmachinesbeforeuse,typeclosing,personalprotective
equipment,useofguards,toolstorage,workpractices,methodsofcleaning,oilingoradjustingmachinery.

• Handandpowertools:purchasingstandards,inspection,storage,repair,types,maintenance,grounding,useof
handling.

• Chemicals:storage,handling,transportation,spills,disposals,amountsused,toxicityorotherharmfuleffects,
warningsigns,supervision,training,protectiveclothingandequipment.

• Fireprevention:extinguishers,alarms,sprinklers,smokingrules,exits,personnelinstructedonseparationand
storageofflammablematerials,drainageandspillcontainment,explosive-prooffixturesinhazardouslocations,waste
disposal.

• Maintenance:regularity,effectiveness,trainingofpersonnel,materialsandequipmentused,recordsmaintained,
methodoflockingoutmachinery,generalmethods.

• Personalprotectiveequipment:type,propersize,repair,storage,assignmentofresponsibility,purchasing
methods,standardsobserved,trainingincareanduse,rulesofuse,methodofassignment.
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IdentificationandControlofHazardsbySupervisors


Tomaintainasafeandhealthfulworkplace,weneedtodotwothings:

1. Identifyworkplacehazardswhichexistnoworcoulddevelop.

2. Installprocedurestocontrolthesehazardsandeliminatethemifpossible.


Tobegin,eachsupervisormustrememberthatthisactivitywillhavetobekeyedtoyourworkplace-yourmaterials,your
processes,youremployees,andyourproductionneeds.

Onceyouhaveidentifiedpossiblehazardsandinstitutedchangestocorrectthem,youknowwhatyourproblemsare.
Nowyoumustensurethatwhatyoudidstaysdone.Oncewehaveinstitutedanyspecialrequiredcontrols,oraworkplace
codeofsafepracticesandoperationsprocedures,thenthesemustbemonitoredandmustbemaintainedinthefuture.
Forthis,youwillwanttouseaperiodicself-inspectionprogram.Howoftenyoushoulddoself-inspections,whattypesof
equipmentorproceduresyoushoulduse,ortheexactspecificsastohowtoobtainthebestresultswillbeforyouto
decideasyougoalong.Youknowyourworkplacebest.
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Safety&HealthSurveyChecklist
 

 
ProjectName&No.: DateIssued: Time:

      
   
PersonConductingSurvey Title:

NOTE: 1. Place“4”markinappropriatecolumn.
 2. All“NO”answersshouldbeexplainedorresultinasuggestion.
  3. Linethrough“OK”and“NO”boxeswhennotapplicable

   Ref 
 OK No # 
    POSTINGOFNOTICES
    OSHA200uptodate/posted
    OSHAPosters
    Citationsposteduntilcorrected
    OtherRequired_____________________________

    WRITTENSAFETYPROGRAM
    Printedrulesandstandards

    TRAFFICCONTROL
    Protectedequipment,materialsandexcavations
    Warningandnosmokingsigns,markersandlights
    Flagmen,dressedandplaced
    Controlatentrancesandexits
    Controlthroughconstructionarea
    Barricadeplan City County State
    Peopletrafficcontrol
    Barricadesadequate

    FIRSTAID
    Emergencyphonenumbersposted
    Firstaidcertifiedperson
    Firstaidsupplies
    Eye-bodyshowersforquickdrenching

    PERSONALPROTECTIONEQUIPMENT
    Eyeandfaceprotection
    Respiratoryprotection
    Headprotection
    Footprotection
    Safetyharnesses
    Electricalgloves,sleeves,mats,blankets
    Protectiveequipmentwellmaintained
    Lanyards

    FIREEXTINGUISHERS
    Conspicuouslylocatedandaccessible
    Suitabledistributionandtypes
    Yearlyrechargeandtagattached
    Cleanandproperlymounted

    AISLES
    Aislesclear,repairedandunobstructed
    Sufficientsafeclearance
    Properlightinginallworkareas



   Ref 
 OK No # 
    HOUSEKEEPING
    Wastematerialremovedpromptly
    Wastematerialdisposedofsafelyandregularly
    Lumbercleanedandstrippedofnails
    Controlofconstructionmaterialsandtools
    Materials,equipmentandtoolsstoredsafety
    Roadways,walkscleanedfrequently
    Propernumberoftoilet/employee
    Toiletpaper/cleanporta-potty
 
         SITEPREMISES 
    Precautionstakentoprotectgeneralpublicand
     otherworkmen
    Sidewalkorroadwaydetourswellmaintainedand
    lighted
    Publicprotectedfromoverheadhazards
    Adjoiningpropertyprotectedfromconstruction
      hazards
    Attractivenuisancehazardsprotectedfromchildren

    Areaprotectedfromtrespassersorunauthorized
   entry

    Exitsfree,unobstructedandunlocked
    Exitrouteclearlymarked
    Firealarm,dependingonsize,occupancy
    Sufficientexitcapacity
    Visibleexitsigns
    Stairwayandflooropeningsguarded
    Platforms,balconiesguarded
    Flooropeningscoveredandsecure
    Rebarcapsinplace

      MOBILEEQUIPMENT
    Operatorsqualifiedbyabilityandexperience
    Equipmentingoodcondition
    Properloadingofequipment
    Loadsproperlyhandledorsecured
    Areafreeofoverheadobstructions
    Equipmentproperlyparkedwhennotinuse
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Safety&HealthSurveyChecklist

   Ref 
 OK No #
    LADDERS
    Laddersandstepsingoodcondition
    Properandsoundmaterialsused
    Clear,isolatedareamaintainedbelow
    Adjustablelegssecure
    Temporarystairs,ladders,rampsconstructedtocode
    (Questions?CheckwithSafetyAdmin.)
    Bracesandhandrailsstable
    Properfooting
    Laddersproperheight
    Ladders3ft.behindaccesslevel


    MACHINES - GENERAL
    Pointofoperationguarded
    Otherhazardousconditionsguarded


    HEARING CONSERVATION
    Suspectedhighnoiseareastested/documented
    Hearingprotectioninusewhereneeded
    Hearingprotectionreadilyavailable

    FLAMMABLE LIQUIDS
    Properlystored
    Keptinapprovedcontainers
    Properlylabeled
    Properuseofflammablematerials
    Protectedinworkarea
    Protectedfromheatorotherignitionsource
    Warningsignsandinstructionposted

    
    ELEVATORS AND HOISTS

    Hoistingequipmentadequateforuse
    Inspectedfrequentlyandingoodcondition
  
     

    ELECTRICAL EQUIPMENT
    Electricalequipmentingoodcondition
    Adequatelywiredandwellinsulated
    Properlyfusedandgrounded
    Standardinterlockplugconnectorsused
    Temporarylightsandwiringadequateandsafe
    Electricaldangersposted
    Propergroundinganduse
    Flexiblecordsingoodcondition
    Coverplates,switches,outlets,etc.,in
    goodcondition
    Electricpanelsclear
    GFCIinuse,tested,documented
    Lockout/Tagoutproceduresfollowed
    Allswitchesproperlyidentified
    Testsconducted/documented





   Ref 
 OK No #
    AIR COMPRESSOR/HYDRAULIC
    Equippedwithpressuregauge
    Safetyvalveprovidedandfrequentlytested
    Hosesecuredtofitting


    FORK LIFT
    Horn
    Approvedforlocation
 


    CRIME PREVENTION
    Equipmentandtoolspropertymarkedwith
    CINnumber
    Equipment,tools,andmaterialscolor-coded


    CONFINED SPACE
    Atmospheretested
    Entrypermitfiled
    Standbypersonpresent
    Personalprotectiongearinuse




    HAZARD COMMUNICATION
    MSDSonsite/easyaccessforemployees
    Trainingcertssigned/onfile
    Completeprogramonsite/easyaccessfor

employees



    MACHINES 

    Meatslicer:guard,non-kickback,spreader
    Bandsaw:bladeaboveguiderollsguarded
    Controlswitchconvenienttouser
    Pushstickorpushblocksavailable




    EDIBLE PRODUCTS 

    Kitchencleanliness
    Foodrefrigeration&storage
    Foodstockrotation
    Wastestorageanddisposal
    Foodsupplies/vendors
    Foreignobjectcontrol(clothing,hairnets)
    Writtenpolicyonpersonalhygiene
    Healthinspectioncertificate
    Pestcontrol
    Cleaningsuppliesstoredseparate
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Safety&HealthSurveyChecklist
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SAMPLE
 

 


CorrectiveActionConsiderations
 

 

 
   UnsafeAct: Climbingadefectiveladder

   UnsafeCondition: Adefectiveladder


Themosttypicalsupervisorcorrectiveactionistogetridofthedefectiveladder!But,thesupervisorwithsafety
managementtrainingmightalsoaskthefollowing:


1. Whywasn’ttheladderfoundduringnormalinspections?

2. Whydidtheemployeeusetheladder?

3. Wastheemployeeproperlytrained?

4. Wasthejobproperlyplanned?


Identifyingtruecausesormanagementcauseswouldleadyoutothefollowingcorrectiveactions:


    • Improveinspectionprocedures

    • Improvetraining

    • Improvepre-jobplanning


Theproperlytrainedsupervisorwilllearntounderstandthatmostunsafeactsorconditionsaresymptoms-not
causes.
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ElectricalSafety
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DailyEquipmentGroundingInspectionand
MaintenanceCheckList



1. Power,portableand/orcordplugconnectedequipmentproperlygroundedorofdoubleinsulatedtype.

2. Damagedtoolsorcordsetstaggedorremoved.

3. Extensioncords(ifused)-three-wireingoodcondition(nowornorfrayedpartsormissingpins).

4. Switches,circuitbreakers,anddisconnectingmeanslegiblymarkedincircuitpanelortemporaryservice.

5. Cablesorcordspassingthroughworkareaselevatedorprotectedfromdamage.

6. Outletboxescovered.

7. Receptaclesforattachmentplugsoftheapprovedconcealedtype.

8. Wheredifferentvoltages,frequency,ortypesofcurrentaresupplied,receptaclesshallbeofsuchdesign
thatattachmentplugsarenotinterchangeable.Cordsarealsomarked.


9. Disconnectingmeansformotorsandappliancesandeachservicefeederorbranchcircuitatthepoint
whereitoriginateslegiblymarkedtoindicateitspurpose,unlesslocatedandarrangedsothatthe
purposeisevident.


10.Non-currentcarryingmetalpartsoffixed,portableandplug--connectedequipmentgrounded.(Double
insulatedportabletoolsandappliancesneednotbegrounded.)


11.Exposedbulbsonlightsguardedtopreventaccidentalcontactexceptwherebulbsaredeeplyrecessedin
thereflector.


12.Employee’spersonalequipmentandcordsmustbechecked,tagged,andcolor-codedquarterly.
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Lockout/TagoutProcedures
 



Lockoutprocedurefor:



NameofCompanyforsingleprocedureoridentificationofequipmentifmultipleproceduresareused.



Purpose

Thisprocedureestablishestheminimumrequirementsforthelockoutorenergyisolatingdeviceswhenever
maintenanceorservicingisdoneonmachinesorequipment.Itshallbeusedtoensurethatthemachineor
equipmentisstopped,isolatedfromallpotentiallyhazardousenergysourcesandlockedoutbefore
employeesperformanyservicingormaintenancewheretheunexpectedenergizationorstart-upofthe
machineorequipmentorreleaseofstoredenergycouldcauseinjury.





CompliancewiththisProgram

Allemployeesarerequiredtocomplywiththerestrictionsandlimitationsimposeduponthemduringtheuse
oflockout.Theauthorizedemployeesarerequiredtoperformthelockoutinaccordancewiththisprocedure.
Allemployees,uponobservingamachineorpieceorequipmentwhichislockedouttoperformservicingor
maintenanceshallnotattempttostart,energize,orusethatmachineorequipment.



Typeofcomplianceenforcementtobetakenforviolationoftheabove.





SequenceofLockout

1. Notifyallaffectedemployeesthatservicingormaintenanceisrequiredonamachineorequipmentand
thatthemachineorequipmentmustbeshutdownandlockedouttoperformtheservicingor
maintenance.




Name(s)/JobTitles(s)oraffectedemployeesandhowtonotify.

2. Theauthorizedemployeeshallrefertothecompanyproceduretoidentifythetypeandmagnitudeofthe
energythatthemachineorequipmentutilizes,shallunderstandthehazardsoftheenergy,andshall
knowthemethodstocontroltheenergy.




Type(s)andmagnitude(s)ofenergy,itshazardsandthemethodstocontroltheenergy.
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Lockout/TagoutProcedurescontinued:

3. Ifthemachineorequipmentisoperating,shutitdownbythenormalstoppingprocedure(depressstop
button,openswitch,closevalve,etc.)




Type(s)andlocation(s)ofmachineorequipmentoperatingcontrols.

4. De-activatetheenergyisolatingdevice(s)sothatthemachineorequipmentisisolatedfromtheenergy
source(s).




Type(s)andlocation(s)ofenergyisolatingdevices.

5. Lockouttheenergyisolatingdevice(s)withassignedindividuallock(s).

6. Storedorresidualenergy(suchasthatincapacitors,springs,elevatedmachinemembers,rotating
flywheels,hydraulicsystems,andair,gas,steam,orwaterpressure,etc.)mustbedissipatedor
restrainedbymethodssuchasgrounding,repositioning,blocking,bleedingdown,etc.




Type(s)ofstoredenergy--methodstodissipateorrestrain.

7. Ensurethattheequipmentisdisconnectedfromtheenergysource(s)byfirstcheckingthatnopersonnel
areexposed,thenverifytheisolationoftheequipmentbyoperatingthepushbuttonorothernormal
operatingcontrol(s)bytestingtomakecertaintheequipmentwillnotoperate.


 CAUTION: Returnoperatingcontrol(s)toneutralor“off”positionafterverifyingtheisolationofthe
equipment.




Methodofverifyingtheisolationoftheequipment.

8. Themachineorequipmentisnowlockedout.
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RestoringEquipmenttoService

Whentheservicingormaintenanceiscompletedandthemachineorequipmentisreadytoreturntonormal
operatingcondition,thefollowingstepsshouldbetaken.

1. Checkthemachineorequipmentandtheimmediateareaaroundthemachineorequipmenttoensure
thatnonessentialitemshavebeenremovedandthatthemachineorequipmentcomponentsare
operationallyintact.


2. Checktheworkareatoensurethatallemployeeshavebeensafelypositionedorremovedfromthearea.

3. Verifythatthecontrolsareinneutral.

4. Removethelockoutdevicesandreenergizethemachineorequipment.

 Note:Theremovalofsomeformsorblockingmayrequirere-energizationofthemachinebeforesafe
removal.


5. Notifyaffectedemployeesthattheservicingormaintenanceiscompletedandthemachineorequipment
isreadyforuse.





 

 

 









 

 Section9:



HazardCommunication
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HazardCommunicationOverview

 

 
 

AccordingtotheOccupationalSafetyandHealthAdministration(“OSHA”),approximately32millionworkersare
exposedtooneormorechemicalhazardsintheworkplace.Thereareanestimated575,000existingchemical
productsandhundredsofnewonesbeingintroducedannually.Exposuretosomechemicalsmaycauseorcontribute
toseriousinjuriesorpoorhealtheffects,whileotherchemicalsmaybehazardoushavingthepotentialtocausefires
andexplosions.

Becauseoftheseriousnessofthesesafetyandhealthproblems,OSHAissuedtheHazardCommunicationStandard
(“HCS”),29C.F.R.Part1910.1200,in1983.ThepurposeoftheHCS,alsoknownasthe“WorkerRight-To-Know
Law,”istoreducetheincidenceofchemicalinjuriesandillnessesbyestablishinguniformrequirementstomakesure
thatthehazardsofallchemicalsproduced,imported,orusedinU.S.workplacesareevaluatedandthatthishazard
informationistransmittedtoaffectedemployersandexposedemployees.

TheHCSdoesnotregulatechemicalsandtheirproduction.OtherFederalandStatestatutesregulatethesekindsof
activities.Instead,theHCSisdesignedtoconveyhazardinformationtoemployersbymeansoflabelsoncontainers
andmaterialsafetydatasheets(“MSDS”).ArmedwiththisinformationandanunderstandingoftheHCS,employers
arethenrequiredtohaveacompany-specificwrittenhazardcommunicationplan.Thisplanmustspelloutwhothe
planadministratoris,providealistingofpotentiallyhazardouschemicalsusedintheworkplace,andanexplanationof
MSDSandwheretheyarelocatedintheworkplaceforreview,informationonproductlabeling,andhowtheemployer
planstotrainemployeesonhowtouseorhandlehazardouschemicalspresentintheirworkareas.

ThefollowinginformationconstitutestheEmployeeHazardCommunicationPlanfor:






(NameofCompany)
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HazardCommunicationPlan
 

 

I. Introduction

Weallusechemicalsofonekindoranotheratworkandathome.Someofthechemicalsweusecancause
physicalorhealthhazardsiftheyareusedimproperlyorcarelessly.Somechemicalhazardsarewellknown.For
instance,mostpeoplerealizethatacidburnsandthatgasolineisexplosive.Butmanyhazardsassociatedwith
chemicalsarenotcommonknowledge.

Whiletheexposuretohazardouschemicalspervadesoursociety,perhapsthegreatestriskmaybeinthe
workplace.Employeesinworkplacesacrossthenationaremorelikelytobeunawareofhazardouschemicalsto
whichtheymightbeexposeddaily.TheFederalGovernment,therefore,hasissuedtheHazardCommunication
Standard(“HCS”),29C.F.R.Sec.1910.1200,inordertoreducetheriskofhazardouschemicalexposureinthe
workplace.TheHCSrequireschemicalmanufacturers,importers,anddistributorstoevaluatethehazardous
natureoftheirproductsandtopassthisinformationalongtoemployersandemployeeswhomaycomeincontact
withthehazardouschemicals.

ConsistentwiththeHCS,(nameofcompany)hasadoptedthisHazardCommunicationPlan(“Plan”)aspartofits
continuingefforttoprovideitsemployeeswithsafeworkingconditions.ThepurposeofthePlanistoinform
employeesofchemicalsknownbytheCompanytobeintheirworkplacesthatmaycreateahazardifimproperly
orcarelesslyused,andtoexplainsafetyprocedurestheCompanyhasadoptedtoprotectemployeesagainstthe
healthandphysicalrisksposedbythesechemicals.



II. PlanAdministrator

ThePlanAdministratoris_______________________.AllquestionsorinquiriesregardingthePlanorchemicals
inyourshopsandfieldlocationsshouldbedirectedtothePlanAdministrator.IfthePlanAdministratoris
unavailable,contact_______________________.


III.ListofPotentiallyHazardousChemicals

TheCompanyandtheOccupationalSafetyandHealthAdministration(“OSHA”)intheHCSdefinesa“hazardous
chemical”asanychemicalwhichcreatesaphysicalhazardorahealthhazard.Achemicalisahealthhazardif
thereisstatisticallysignificantevidence,basedonatleastonevalidscientificstudythatacuteorchronichealth
effectmayoccurinexposedemployees.Achemicalisaphysicalhazardifthereisscientificallyvalidevidence
thatitisacombustibleliquid,compressedgas,explosive,flammable,organicperoxide,anoxidizer,pyrophoric,
unstable(reactive)orwaterreactive.Amixtureofchemicalproducts,insomecases,maybetestedasawholeto
determinewhetheritisahealthhazardoraphysicalhazard.Theresultsofthistestingwilldeterminewhetherthe
mixturewillbeconsideredahazardouschemical.Ifthemixtureisnottestedasawhole,itwillbeassumedtobe
ahealthhazardifanyofthecomponentchemicalscomprisingatleastonepercentofthemixtureisitselfa
hazard.Ifanyingredientaccountingforatleast0.1percentofthemixtureisacarcinogen,thenthemixturewill
bedeemedtopresentacarcinogenichazard.Anymixturepresentingaphysicalhazardorahealthhazardwillbe
labeledasahazardouschemicalandanappropriateMaterialSafetyDataSheet(“MSDS”)willbemaintainedwith
therelevantinformation(seesectionIVbelow).


Becausewearenotachemicalmanufacturer,importerordistributor,theCompanyisnotrequiredtoassessthe
hazardsorevaluatechemicals.Weshallmaintainalistofallthechemicalproductsweuseandweshallalways
evaluatetothebestofourabilitythepotentialhealthexposureofaparticularchemicalproductbeforewedecide
touseit.
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HazardCommunicationPlancontinued:

WehaveadoptedasystemunderwhichamemberoftopmanagementwillobtainMSDSfromallsuppliersof
chemicalproducts.Thissystemincludesthefollowing:


A. SendingletterstosuppliersrequestingMSDS.

B. EnsuringMSDSarereceivedandkeptcurrent.

C. MaintainingMSDSfilesthatwillbeavailabletoemployeesandtolocaljurisdictionalauthoritiesandhealthor
medicalofficersasrequiredbytheregulations.


AlistofhazardouschemicalsandmixturesknownbytheCompanytobepresentinyourworkplaceisincludedin
thisPlan.Thelistidentifieseachchemicalormixtureandtheworkareasinwhichthechemicalormixtureisused
orstored.Thislistwillbeupdatedashazardouschemicalsormixturesareremovedfromorintroducedintoyour
workplace.


 

IV.MaterialSafetyDataSheets(MSDA)
 

A. ExplanationofMaterialDataSafetySheets(“MSDS”)

 TheCompanydoesnotproduceormanufacturechemicals,butsomeemployeesuseorareexposed,or
potentiallyexposed,tochemicalstheCompanypurchasesorotherwiseobtainsforuse.Foreachchemical
thatishazardous,theCompanywillkeeponfileaMaterialSafetyDataSheet(“MSDS”).


  Thissheetwillprovidespecificinformationaboutthechemical,including:


1. thechemicalandcommonnameofthechemicalsubstance;

2. thechemicalandcommonnameofallhazardousingredientsinthesubstance;

3. thephysicalandchemicalcharacteristicsofthesubstance;

4. thesubstance’sphysicalandhealthhazards;

5. themannerofcontactwiththesubstancethatcouldcausehealthrisks(skincontact,inhalation,
absorption);


6. permissibleexposurelevels;

7. whetherthehazardouschemicalisconsideredtobeacarcinogen;

8. precautionsforsafeuseandhandling;

9. protectiveequipmentandotherinformationensuringsafeindustrialuseofthechemical;

10.emergencyandfirstaidmeasures;

11. thenameandaddressofthechemicalmanufacturerorsupplierwhopreparedtheMSDS;and

12. thedatetheMSDSwasprepared.


TheCompanydoesnotprepareMSDSforthechemicalspurchasedorobtained.Theyarepreparedbythe
chemicalmanufacturersorsuppliersfromwhomtheCompanyobtainschemicals.WhilethePlan
AdministratorisresponsibleformakingsuretheMSDSiscomplete,theCompanyreliesonthechemical
manufacturersandsupplierstoprovideaccurateandupdatedMSDS.
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HazardCommunicationPlancontinued:

B. PlanAdministratorsResponsibleforMSDS


ThePlanAdministratorisresponsibleforobtainingthenecessaryMSDSfromtheappropriatechemical
manufacturers,suppliers,ordistributorsandforreviewingthemtomakecertaintheyarecomplete.ThePlan
AdministratorisalsoresponsibleforupdatingtheMSDSwhennewandsignificanthealthinformationis
providedbythesupplier.ThePlanAdministratorwilltelephonemanufacturersandsupplierstoobtainMSDS
thatarenotprovidedtotheCompany.Telephonecallswillbefollowedbyawrittenrequest.Copiesofall
writtenrequestswillbekeptonfilebythePlanAdministrator.

Ifwithin30daysaftermakinganinitialrequestforanMSDS,thePlanAdministrator’sattemptstoobtainthe
MSDSareunsuccessful,thePlanAdministratorwillenlisttheassistanceoftheregionalofficetoOSHAto
obtainthenecessaryMSDS.


C. EmployeeAccesstoMSDS


AllMSDScoveringhazardouschemicalormixturesknownbytheCompanytobeinyourworkplacewillbe
keptinanotebookintheshopsandfieldlocations.Uponrequest,thePlanAdministratororotherdesignated
personwillpermitemployeestoreviewMSDS.

 


V. Labeling
 
 A. Containers
 

ThePlanAdministratorwillensurethatcontainersofhazardouschemicalsthatarebroughtintoyour
workplacehavelabelsaffixedtothemthatidentifythehazardouschemicalinthecontainerandprovide
appropriatehazardwarningconsistingofthespecificdangersassociatedwithexposuretothehazardous
chemical.ThePlanAdministratorwillberesponsibleforensuringthelabelsarelegibleandprominently
displayed.Instorageareaswheresimilarchemicalproductsarestored,theCompanywillpostsignsor
placardstoidentifythematerialandtransmittherequiredinformationinlieuofindividualcontainerlabels.
Ifanymaterialsaretobetransferredfromastoragetankorcontainerthroughpipes,labelswiththerequired
informationwillbeaffixedtothelineatthedischargepoint(e.g.,dispenser).

 
 B. Employees’Responsibilities


ThePlanAdministratorisresponsibleforensuringthatlabelsareprominentlydisplayedonallcontainersof
hazardouschemicals.Inordertomaximizeemployeesafety,theemployeesmustassistthePlan
Administratorinthistask.Employeesshouldtakecarenottodefaceorremovewarninglabelsfrom
containersofhazardouschemicals.Thelabelsmustremainonthecontainersandremainlegibleatalltimes.
EmployeesshouldpromptlynotifythePlanAdministratorofmissingordefacedlabels.

Inaddition,anemployeeshouldnottransferahazardouschemicalfromalabeledcontainertoanunlabeled
container(pail,bottle,can,etc.),unlesstheunlabeledcontainerwillbeundertheemployee’sexclusive
controlduringtheemployee’sworkshift.Thechemicalshouldnotbeleftintheunlabeledcontainerafterthe
employeeleaveswork.Employeesshouldnotusechemicalstheyfindinunlabeledcontainers.
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HazardCommunicationPlancontinued:

VI.EmployeeTraining

 A. EmployeesWhoWillBeTrained


Allemployeeswhomaybeexposedtohazardouschemicalsundernormaloperatingconditions,orwhile
performingnon-routinetasks,orunderforeseeableemergencies,willreceiveinitialtrainingonhowtouseor
handlehazardouschemicalspresentintheirworkareassafely.


 B. ContentsofTrainingSession

  Employeetrainingsessionswillincludespecificinstructionon:


1. thelocationofthewrittenhazardcommunicationplan;

2. thelocationofhazardousmaterials;

3. thelocationofMSDS;

4. provisionsoftheHazardCommunicationStandard;

5. detectionofthepresenceorreleaseofhazardoussubstances–forexample,whattolookfororsmell;

6. thelocationofinformationobtainedthroughmonitoringorsurveysonairbornetoxicmaterialsexposureor
othersimilarinformationonhazardoussubstances;


7. protectingone’sselfwithappropriatemasks,gloves,aprons,respirators,orotherprotectiveapparelor
devices,andbyothersafeworkpractices;


8. thephysicalandhealthhazardsofthechemicalsintheirworkarea;

9. performingnon-routinetasksinvolvinghazardouschemicals(suchascleaningupspills)inasafe
manner;and


10. theCompany’swarninglabelandMSDSsystem.

 
 C. WhenTrainingConducted


Allnewandtransferredemployeeswillreceivetrainingpriortotheirperformingassigneddutiesinworkareas
wherehazardouschemicalsareusedorarepresent.Allemployeeswillreceiveappropriatetraining
wheneveranewchemicalhazardisintroducedintotheirworkarea.Trainingmaybelecture,questionand
answer,orotherappropriatedeliverymethods.


 D. TrainingLog


TheCompanywillkeepalogofalltrainingsessions.Thelogwillindicatethedateandplacethetraining
sessiontookplace,thesubjectscoveredduringthesession,andthenameofthetrainerandnamesofthose
employeesinattendance.Employeespresentattrainingsessionsmaybeaskedtosignastatement
indicatingtheyattendedthesession.


 E. Trainer


Inadditiontotheabovecriteria,thetrainerhasthefollowingresponsibilities.Eachtimeanewemployeeis
hired,priortocommencinghisorherduties,trainingwilltakeplace.Additionalinstructionsshouldbe
providedtoanemployeewheneverthatemployeebecomesroutinelyexposedtoadditionalhazardous
chemicals,or,becausechangedconditionsrequiretakingspecialprecautions.Also,ifanupdatedMSDSis
receivedindicatingachangeoradditionalrisk,updatingemployees’trainingwillalsobenecessary.

_____________________________willberesponsibleforconductingthesetrainingsessionsand
documentingthetraininglog.
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HazardCommunicationPlancontinued:


VII.IndependentContractors

IndependentcontractorswhoareretainedbytheCompanytoworkintheshopsandfieldlocationswillbe
informedbythePlanAdministrator,priortothecommencementoftheirwork,ofthepresenceofhazardous
chemicalsknowntobeinworkareaswheretheindependentcontractorwillbeworking.Inaddition,thePlan
AdministratorwillrequestindependentcontractorstoprovidetheCompanywithMSDSforanyandallhazardous
chemicalstheindependentcontractorwillbringintotheworkplacetoperformhisorhertasks.Iftheindependent
contractorintroducesanewchemicalhazardintotheworkplace,employeesintheworkareawherethenew
hazardouschemicalisusedorstoredwillreceivetherequiredtrainingandinformationsetforthinSectionVI.



VIII.Emergencies

 Intheeventofanyemergency,employeesondutyshouldcontractthefollowingindividuals:

  DesignatedCompanyOfficial PhoneNo.__________________

  CompanyHospital/Doctor PhoneNo.__________________

  FireDepartment/Paramedics PhoneNo. 911

  PoliceDepartment  PhoneNo. 911
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PolicyOnDrug&AlcoholAbuse

 

 

 

PolicyStatement
 
 hasestablisheda"Drug&Alcohol-Free"workplacepolicy.Itistheintentof 

maintainaworkplacefreeoftheproblemsassociatedwiththeuseofillegaldrugsandalcohol.Thehealth
andwelfareofallemployeesandthesafe,efficientoperationofthecompany'sbusinessmustbesecuredatall
times.Thispolicyreiteratesthecompany'sapproachregardingthework-relatedeffectsofdrugandalcoholuse
andtheunlawfulpossessionofcontrolledsubstancesoncompanypremises.

Thecompanyrecognizesdrugandalcoholmisuseasapotentialsafetyandsecurityproblemand,therefore,will
offersupportandassistancetoanyemployeeactivelytryingtoovercomeproblemstheymayhaveasaresultof
misuseofdrugsandalcohol.

 Drug&AlcoholPolicyisconsistentwithfederalregulationsandwillbeadministeredinanon-
discriminatoryfashion.


Purpose

Inaccordancewithmanagement’sobligationtocomplywithgovernmentregulations,thecompanyhasadopted
thefollowingpolicyforthepurposesofmaintainingadrugandalcohol-freesafeworkenvironmentandsecuring
theintegrityofthebusiness.

Thispolicyappliestoall employees,includingleasedandpart-timepersonnel,consultantsand
employeesofothercompanies(contractors/sub-contractors)workingoncompanypremises.
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PolicyonDrug&AlcoholAbusecontinued:
 

 

 PolicyIsAsFollows:
 
Theuse,consumption,sale,manufacture,transfer,distributionorpossessionofillicitdrugsoranycontrolled
substanceswithoutprescriptiononcompanypremises,duringcompanytimeandduringemployeebreakand/or
lunchtimesisstrictlyprohibited.Companyvehicles,atanylocationatanytime,aswellasprivatevehicles
parkedoncompanypremisesareincludedwithinthisprohibition.

TheDOTreferstotherestrictionsforuseofillicitsubstances(drugs)asaprohibition.Drugprohibitions
includethefollowing:

A. Driversmaynotreportfordutyorstayonsafetysensitivefunctionswhileusinganycontrolled

substance.TheonlyexceptiontothisruleiswhenaphysicianprescribesasubstanceANDhas
advisedthatitwillnotinterferewithaDriver’sabilitytosafelyoperateamotorvehicle.


B. Driversmaynotreportfordutyorstayonasafetysensitivedutyiftheyhavetestedpositivefora

controlledsubstance.

C. Driverscannotrefusetosubmittosubstancetesting.

D. Employerswhoknowaboutanyoftheaboveactscannotpermitadrivertoperformsafetysensitive

functions.

E. Employersmayrequiredriverstoreporttheuseofanytherapeuticdrugs.

Theuse,consumption,sale,transfer,distributionorpossessionofalcoholonanycompanypremises,during
companytimeandduringemployeebreakand/orlunchtimesarestrictlyprohibited.

Companyvehicles,atanylocationatanytime,aswellasprivatevehiclesparkedoncompanypremisesare
includedwithinthisprohibition.

TheDOTreferstotherestrictionsforuseofalcoholasaprohibition.Alcoholprohibitionswillincludethe
following:


A. Adrivermaynotreportfordutyorstayonduty;

1. Withanalcoholconcentrationof0.04orgreater
2. Ifinpossessionofalcoholincludinganyproductcontainingalcohol,regardlessofalcoholcontent
3. Ifusingalcohol
4. Withinfourhoursofusingalcohol


B. Adriverwhohasanaccidentmaynotusealcoholuntilpost-accidentisdoneorforaperiodofeight

hours,whichevercomesfirst.


C. Driverscannotrefusetosubmittoalcoholtesting


D. Employerswhoknowaboutanyoftheaboveactscannotpermitadrivertoperformasafetysensitive
duty.


*NOTE:Adriverfoundtohaveanalcoholconcentrationof0.02orgreaterbutlessthan0.04willnotbe
permittedtoperformasafetysensitivefunctionforatleast24hours. willtakeaction
independentofregulationsandFHAAauthority,whichisotherwiseconsistentwiththelaw.Disciplinary
actionwillbehandledasstatedbelow.
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Reportingtoandbeingatworkwithlegallyprescribedorover-the-counterdrugs,wheresuchusepreventsthe
employeefromperformingthedutiesofthejob,orposesasafetyrisktotheemployeeand/orotherpersonsor
propertyisstrictlyprohibited.

A. Legallyprescribeddrugsmaybepermittedonorincompanyproperty,duringemployeebreaksandcompany
timeprovided,thedrugsareprescribedbyanauthorizedmedicalpractitionerforcurrentusebytheperson
thedrugswereprescribedfor.


B. Employeespossessingorusingavalidprescriptionorover-the-counterdrugwhenoncompanyproperty,etc.

mustnotifytheirimmediatesupervisor,theHumanResourcesAdministratororanothermanagement
officialpriortoreportingforduty.Theemployeemayberequiredtoleavetheworksitebymanagementto
maintainthesafetyoftheworkenvironmentfortheemployeeandothers.


C. Failuretonotifyasupervisorasrequiredmayresultindisciplinaryaction.


DisciplinaryAction

Employeesmust,asaconditionofemployment,abidebythetermsof Drug&Alcoholpolicy.
Violationsofthispolicyaregroundsfordisciplinaryaction,uptoandincludingimmediatetermination,
andmayhavelegalconsequences.

Stepsfordisciplinaryactiontakenwilloccurasfollows:

A. Anyemployeefoundinpossessionof,selling,purchasing,usingortransferringalcoholoranyillegaldrugon
companypremisesorduringcompanytimewillbesubjecttoimmediatetermination.


B. Anyemployeewhoissuspectedofreportingtoworkundertheinfluenceofalcoholoranillegaldrugissubject
toanimmediatesuspensionwithoutpayandrequiredtosubmittotestsdeemednecessaryasoutlinedinthis
policy.


C. Anyemployeewhotestspositive,anditistheemployee'sfirstoffense,willbereferredtoasubstanceabuse
counselorandremainundersuspensionwithoutpayuntilrequirementsofprescribedtreatmentarefulfilled.
Suchemployee(s)willberequiredtosigna"LastChanceAgreement"andbeexpectedtoabidebytheterms
oftheagreement.


D. Anyemployeewhorefusestoparticipateinrecommendedrehabilitationasaresultofapositivetest
evaluationbyasubstanceusecounselorissubjecttoimmediatetermination.


E. Anyemployeewhorefusestosignaconsentformorcooperateinprovidingaspecimenfortestingwhen
requiredunderthispolicyissubjecttoimmediatetermination.


F. Anemployeewhorefusestopermit toconductasearchorinspectionaspermittedunderthis
policyissubjecttoanimmediatesuspensionwithoutpaypendingdischarge.
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PolicyonDrug&AlcoholAbusecontinued:

Searches

 reservestherighttoconductunannouncedsearchesofitsproperty,includingbutnotlimitedto
vehicles,machines,equipment,lockers,toolboxes,workstations,desks,filecabinetsandothercontainersfor
unauthorizedprohibitedsubstances,alcoholandanyotherintoxicantsatanytimewithoutemployeepermissionor
reasonablesuspicion.



EmployeeTestingRequirements

Anemployee,totheextentconsistentwiththeapplicableregulations,willberequiredtoprovideaurinespecimen
andundergobreath/alcoholtestingatthemedicalclinicof choiceforuseofacontrolledsubstance
and/oralcoholunderanyofthefollowingcircumstances:

A. Priortoemployment(Refusalwillresultinwithdrawalofanyjoboffer)
B. *Ifinvolvedinanaccidentresultinginbodilyinjuryrequiringimmediatemedicalattentionawayfromthescene
oftheaccident(Boththevictimandtheindividualcausingtheaccidentwillbetested)

C. Uponre-employmentfollowingtheemployee'sparticipationinarehabilitationprogramfordrugoralcohol
dependency/use.

D. *Whentherearegroundsforreasonablesuspicionthatanemployeehasusedorconsumedanycontrolled
substanceoralcoholandisunfitforduty.Groundsforreasonablesuspicionincludethefollowing:

1. Unusualbehaviororconduct
2. Chronicabsenteeismand/ortardiness
3. Appearance
4. Slurredorinconsistentspeechpatterns
5. Bodyorbreathodor
6. Drowsinessorfallingasleep
7. Admissionofsubstanceandoralcoholconsumption


Groundsforreasonablesuspicionmustbeobservableandarticulable,andtrainedsupervisorsmust
determinethem.

Whengroundsforreasonablesuspicionexist,theemployeeshallnotbepermittedtobeginorremainatwork.
Innoinstanceshouldtheemployeebepermittedtooperateamotorvehicleoranyotherpieceofmachinery,
ortakepartinanyothersafetysensitiveoperationatthe worksiteorcustomerworksite.Such
safetysensitiveoperationsshouldbeguardedfrompotentialhazardsatalltimes.

Wheneverpractical,awitnessshouldconfirmtheobservedbehaviororsymptoms.Inallinstances,specific
writtendocumentationwillberequired.


*Testingrequirementslistedbelowspecificallypertainto Driversonly,asestablishedby
theDepartmentofTransportation:

1. Ifadriverisinvolvedinacommercialmotorvehicleaccident.
2. Onarandomselectionbasis.
3. Aspartofanyperiodicmedicalexaminationprovidedbythecompany.


 willrequireallpostaccidenttestingforsubstanceandalcoholuseasfollows:


 Ifadriverisinvolvedinacommercialmotorvehicleaccidentandeither:

a. Theaccidentinvolvedthelossofhumanlife;
b. Thedriverreceivesacitationforamovingtrafficviolationarisingfromtheaccident;
c. Bodilyinjuryoccurswhichresultsinimmediatemedicaltreatmentawayfromthesceneofthe

accident,or
d. Oneormorevehiclesincursdisabilitydamagerequiringthevehicletobetowedfromthe

accidentscene.
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Alcoholtestsarerequiredwithin2-8hoursoftheaccident.Illegalsubstancetestsarerequiredwithin
32hoursoftheaccident.

Atthetimeitisdeterminedthatatestforsubstanceuseoralcoholconsumptionisrequired,theemployee
shouldbeapproachedforhis/herconsentwithanexplanationforthereasonwhythetestisbeingrequested.
Theemployeeisthenobligatedtopromptlysubmittothetestsrequiredassoonaspracticable.The
testmustbeconductedassoonaspossiblebytheapprovedmedicalfacility.Theemployeemustagreeto
havethetestresultsreleasedto .ThetestresultswillbereportedtotheHumanResources
Administratorandwillbehandledconfidentially.



ProceduresForDrugAndAlcoholTestingWillComplyWith
AndGuidelines.

EmployeeRightsConcerningTestingWillBeProtectedAndConfidentialityWillBeMaintained
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PolicyonDrug&AlcoholAbusecontinued:


Pay

If/whenanyemployeeissuspected,undertheguidelinesestablishedinthispolicy,tohaveusedorconsumed
alcoholorillegaldrugs,thatemployeewillberequiredtosubmittoadrugoralcoholtest.

Employeeswhoarerequiredtosubmittoadrugoralcoholtestbasedonsuspicionwillnotbepaidfortheirtime
uptoandduringtheactualcollectionofthesample.

Theemployeewillbeplacedonadisciplinarysuspensionuntilresultsandconfirmationoftheresultsarereceived
bytheHumanResourcesAdministrator.Anyemployeewithapositivetestresult,provideditistheemployee's
firstoffense,willthenbereferredtoasubstanceabuseprofessional.

Anyemployeewithnegativetestresults(indicatingthattheemployeeissubstancefree)willbeimmediately
notifiedtoreturntowork.Thoseemployeeswillreceivefullpayatstraighttimeforanytimeoffduringthe
suspensionandthesuspensionwillberemovedfromtheirrecord.Anysuchtimeoffwillberegardedas"days
worked"forpurposesofattendancerecordsmaintainedat .




IdentificationOfSubstanceUse&EmployeeAssistance

Anyemployeewhosuspectsorknowsofapersonalsubstanceuseproblemorpotentialforaproblemmay
voluntarilytalktotheHumanResourceAdministratororothermanagementpersonnel.Ifanemployee,
PROVIDINGHE/SHEDIDNOTCOMMITAVIOLATIONOFA RULEPROHIBITINGTHEUSEOF
ALCOHOLAND/ORANILLICITSUBSTANCEASDEFINEDINTHISPOLICY,voluntarilynotifiesacompany
officerthathe/shewishestoobtainareferralforassistance,onlythenwillnodisciplinaryactionbetakenagainst
thatemployee.(Noemployeeshallbesubjecttodisciplinaryactionbythecompanyforadmittingapersonal
substanceuseproblemiftheproblemisreportedpriortoanyinfractionofany ruleorpolicy.)

TheHumanResourcesAdministratorwillassisttheemployeeinobtainingaconfidentialassessment.Itwillbethe
responsibilityoftheemployeetofollowtheprescribedtreatmentplanandtoperformassignmentsandworktothe
everydaysatisfactionof .standards,whetherunderatreatmentplanornot. mayprovide
financialassistance.SuchfinancialassistancewillbeappliedtotheinitialSAPevaluationorrecommended
treatment,counselingorcarethereafter.Allothercostswillbetheresponsibilityoftheemployee. will
notberesponsibleorliableforthecost,qualityorconsequencesofanyreferraltoacounselorortreatmentcenter
thereafter.

Returntoworkmaybesubjecttocertainemployeemonitoringconditions.Participation,initself,inaprogramfor
alcoholordruguse,willnotjeopardizeanemployee'sjob.However,participationwillnotrelieveanemployeeof
theresponsibilitytoperformassigneddutiessafelyandefficiently,andwithcompliancetothispolicy.Employees
whoarereferredtotreatmentwillberequiredtosigna"LastChanceAgreement"andifsuchagreementis
violated,theemployeewillbedischarged.

Employeeswhoundergovoluntarycounselingortreatmentpursuanttoareferralandwhowishtocontinuetowork
willbeallowedtimeoff(withoutpay)iforwhennecessaryfortheperiodnecessary.Anysuchactionbyan
employeewillbekeptstrictlyconfidential.



PolicyonDrug&AlcoholAbusecontinued:

Treatment

Asaresultofseekingassistancepriortoanyviolationof drugandalcoholpolicyorifanemployee
testspositiveanditistheemployee'sfirstoffense,thefollowingwillapply:

A. Itismandatoryforthatemployeetobeevaluatedbyasubstanceabusecounselorchosenby
withinthreeworkingdays.Theemployeemustsignareleaseofinformationtoinsurethatthecounselorcan
discusstheresultsoftheevaluationwiththecompany.

B. Ifthesubstanceabusecounselorrecommendsarehabilitationprogramincludinginpatientand/oroutpatient
treatment,itwillbemandatoryfortheemployeetocomplyandsuccessfullyparticipateintherehabilitation
programincludingaftercarerecommendations.Amedicalleaveofabsencewillbegrantedifnecessary.

C. Randomtesting,whichisrequiredasaresultofanyprescribedrehabilitationprogram,treatmentorother
programrequirementsmustbecompliedwith.

D. Shouldtheemployeeincurthreeunexcusedabsencesfromscheduledtreatment,meetings,etc.he/shemay
beterminatedforlackofcooperation.Anexcusedabsenceisonethathasbeenpre-approvedbythe
counselor.

E. Afterthesuspensionhasbeenserved,returntoworkwillbedeterminedinaconferencebetweenthe
company,theemployeeandthecounselor. willthenhavetherighttorequireunannouncedtesting
ontheemployeetoensurethathe/shecontinuessuccessfulrehabilitation.

F. Theemployeeisentitledtothisbenefitonlyonceduringhis/heremploymentwith .Asecond
positivetestresultwillresultintermination.


SubstanceAbuseProfessionals

SubstanceAbuseProfessionals(SAP's)willbeselectedtofacilitatetheneedsindiagnosisandtreatmentof
alcoholandcontrolledsubstances-relateddisorders.(D.O.T.)

Requiredreturntoworktestsforillegalsubstancesand/oralcoholwillbethefinancialresponsibilityofthe
employee.

Allfollow-uptestingforillegalsubstanceand/oralcohol,whichisrequiredbyaSAP,willbethefinancial
responsibilityoftheemployee.



Definitions&Terms

Forthepurposesofthispolicy,thefollowingtermsshallhavethefollowingmeanings:

1. "AlcoholUse"meanstheconsumptionofanybeverage,mixtureorpreparation,includinganymedication,
containingalcohol.

2. "CompanyPremises"shallincludewithoutlimitationeachfacilityownedand/orleasedby .
companyparkinglots,employeelunchandlockerroombuildingsandvehiclesareincluded.

3. "CompanyTime"shallincludealltimeduringwhichanemployeeisoncompanypremisesorperforming
workoffthepremisesforthebenefitofthecompany,asarepresentativeofthecompany."CompanyTime"
willincludethetimefromwhichemployeespunchesinorreportsfordutyatthebeginningoftheirshiftthrough
thetimestheypunchoutorquittheirdailydutiesattheendofeachworkday.Lunchbreaksareincludedas
companytime.

4. "LegalDrugs"shallincludeanysubstance(s)inwhichthepossessionorsaleisnotprohibitedbylaw,
includingprescriptiondrugsandover-the-counterdrugs.

5. "IllegalDrug"shallincludeanycontrolledsubstanceinwhichthepossessionorsaleisprohibitedbylaw.
6. "UndertheInfluenceofAlcohol"willmeanhavinganalcoholconcentrationwithintheviolationrange
specifiedbytheDept.ofTransportation.

7. "ReasonableSuspicion"shallmeansuspicionwhichisbasedonspecificpersonalobservationsthattrained
 representativescanidentifyanddescribeconcerningtheemployee'sappearance,movements,
behavior,speech,breathorbodyodor.

8. “SafetySensitiveFunction”shallmeanfunctionsforoperatorsofcommercialmotorvehicles(CMV’s)as
listedunderPart395.2.
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EmployeeAcknowledgment
 

 

 
I,___________________________________,havebeengivenandreadacopyofthe
 Drug&AlcoholAbusePolicy.

• Iunderstandthat:

• Thepolicyappliestome;

• Confidential,non-punitivehelpisavailabletomeforanyproblemsImayhavewithdrugsoralcoholifI
voluntarilyseekhelpbeforebecomingsubjecttodisciplineunder(Company)policies;


• Iamsubjecttomandatorydrugandalcoholtestingunderthepolicy;

• Iamsubjecttodisciplinaryaction,uptoandincludingtermination,ifI


• refusetocooperateinortamperwithsuchrequiredtests;
• failtosatisfactorilycomplywiththetermsofanymandatoryreferraltodrug/alcoholtreatmentorlast
chanceagreement;

• use,consume,sell,buy,manufacture,transfer,distributeorpossessillegaldrugsoralcoholicbeverages
duringcompanytimeandoroncompanypremisesasdescribedinthepolicy;

• reporttoworkorworkwhileundertheinfluenceofalcoholicbeveragesorillegaldrugs;
• failtocomplywiththerequirementsandguidelinesestablishedwithinthepolicy.


• Ihaveonlyonechancetocompleteanyrecommendedrehabilitationprogramasaresultoftestingpositive

Iunderstandandagreethatmycompliancewith Drug&AlcoholAbusePolicyisacondition

continuedemployment,andIpromisetocomplywiththatpolicy.



___________________________________   _______________________
EmployeeSignature      Date



___________________________________   ________________________
SignatureofWitness      Date
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BloodbornePathogensProgram
 

Responsibilities

Management:

Managementat  has theresponsibility toproperly trainallemployeeswhoarecoveredby the
scopeof thisprocedure. maycoordinate trainingeffortswithoutsideservices tosatisfy the
requirementsofOSHA’sstandard.

Employees:

Employeeswhoarecoveredbythescopeofthisprocedurehavetheresponsibilitytocomplywithapplicablepractices
andguidelines.Althoughthestandardistargetedprimarilyforthehealthcareindustry,OSHAdoesincludeindustrial
settingswherethepossibilityofexposuretoemployeestoinfectiousbodyfluidsmightexist.At  ,
the possibility for such exposure is very minimal, however, the preparedness to respond to emergency situations
involvingemployeeinjuriesdoesexist,and,therefore,employeeswhoaretrainedtorespondtosuchsituationsshall
bethoroughlyinstructedinthehazardsofexposuretobloodbornepathogens.

Thisprocedurecoversallemployeeswho,astheresultofrespondingtoanemployeeinjurysituationonthejob,have
the potential to come in contact with blood or other potentially infectiousmaterials. I n general, the employees of
 arecoveredbyprocedureareasfollows:

1. Personnelwithsafetyresponsibilities
2. AnyemployeeorgroupofemployeestrainedtoperformbasicfirstaidorCPR


Objectives:

Theobjectivesof thisprogram includedefiningbloodbornepathogensand identifyinganddescribing themeansby
which infectious materials can be transmitted.  The measures recommended for the protection and exposure
preventionofemployeesfrombloodbornepathogenswillbeexplainedbyeducatingemployeesofdangersassociated
withoccupationalexposuretobloodandotherpotentiallyinfectiousmaterials.Theintentofthisprogramistoprotect
employeesfromtherisksandhazardsassociatedwiththeexposuretobloodbornepathogens.

Definitions:

Bloodborne Pathogens are pathogenic microorganisms in human blood that can cause disease in humans. T wo
specificdiseasesofgreatconcerninthisregardarethehepatitisBvirus(HBV)andthehumanimmunodeficiencyvirus
(HM-HIVisthevirusthatcausesAIDS(AcquiredimmunodeficiencySyndrome).HBVcausesHepatitisB,whichisa
seriousdisease.

Otherpotentiallyinfectiousmaterialsincludehumanbodyfluidssuchassemen,vaginalsecretionsandcerebrospinal
fluid.Otherbodysubstancessuchasurineandvomitarenotincludedunlesstheycontainvisibleblood.
 
Infectionsfromthesematerialsarenotspreadbycasualcontactintheworkplace.However,precautionsneedtobe
taken against contact with them.O ccupational transmission of HIV is relatively rare, but the lethal nature of HIV
requiresustotakeeverypossiblemeasuretopreventexposure. Becausethere isnopopulation that isriskfreeto
HIVorHBVinfectivity,anyemployeewhohasthepotentialtoanoccupationalexposuretobloodorotherpotentially
infectiousmaterialisincludedwithinthescopeoftheOSHAstandard.
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BloodbornePathogensProgramcontinued:

Thefollowingdefinitionsprovidefurtherclarificationofsomeofthetermsfoundinthisprogram.

1. “Blood”meanshumanblood,productsmadefromit,andhumanbloodcomponents.
2. “BloodbornePathogens”meansWhileHBVandHIVarespecificallyIdentified'inthestandard,thetermincludes
thepathogenicmicroorganismthatispresent'inhumanbloodandcancausediseaseinpersonswhoareexposed
tomaterialcontainingthepathogen.

3. “Contaminated”meansthepresenceorthereasonablyanticipatedpresenceofbloodorotherpotentiallyinfectious
materialsonanitemorsurface.

4. “Decontamination” means the use of physical or chemicalmeans to remove, inactivate or destroy bloodborne
pathogensonasurfaceoritemtothepointwheretheyareno longercapableoftransmittinginfectiousparticles
andthesurfaceoritemisrenderedsafeforhandling,useordisposal.

5. “Engineering Controls” means controls that isolate or remove the bloodborne pathogens hazard from the
workplace.

6. “Exposure Incident” means as pecific eye, mouth or other mucous membrane, non-intact skin, or parenteral
contactwithbloodorotherpotentiallyinfectiousmaterialsthatresultsfromtheperformanceofduties.

7. “LicensedHealthcareProfessional”meansapersonwhose legallypermittedscopeofpracticeallowshim/her to
independently perform Hepatitis B Vaccination and Post-exposure Evaluation andF ollow-up as provided in
paragraph(f)oftheOSHAstandard.

8. “HBV”meanshepatitisBvirus
9. “HIV”meanshumanimmunodeficiencyvirus
10. “OccupationalExposure”meansreasonablyanticipatedskin,eye,mucousmembrane,orparenteralcontactwith
bloodorotherpotentiallyinfectiousmaterialsthatmayresultfromtheperformanceofanemployee'sduties.

11. “OtherPotentiallyInfectiousMaterials”means:
a. Thefollowinghumanfluids:semen,vaginalsecretions,cerebrospinalfluid,amnioticfluid,anybodyfluidthatis
visiblycontaminatedwithblood,andallbodyfluidsinsituationswhereitisdifficultorimpossibletodifferentiate
betweenbodyfluids;

b. Anyunfixedtissueororganotherthanintactskinfromahuman,livingordead;and
c. HIV-containing cell or tissue cultures, organ cultures andH IV or HIV-containing culture medium or other
solutions.

12. “Parenteral”means piercingmucousmembranes or the skin barrier through such events as needle sticks,
humanbites,cutsandabrasions.

13. “PersonalProtectiveEquipment”meansspecializedclothingorequipmentwornbyanemployeeforprotection
againstahazard.

14. “SourceIndividual”meansanyindividualwhosebloodorotherpotentiallyinfectiousmaterialsmaybeasource
ofoccupationalexposuretoanemployee.

15. “Sterilize” means the use of aph ysical or chemical procedure to destroy all microbial life including highly
resistantbacterialendospore.

16. “Work Practice Controls” means controls that reduce the likelihood of exposure by altering the manner in
whichataskisperformed.

 

ModesofTransmission:
 
Transmissionof infectiousmicroorganismscanbegr eatly controlled. Thereare fourways transmissioncanoccur;
contact,airborne,vehicularandvectormodesofspread.

Vectortransmissioninvolvesthetransmissionofpathogensviainsect,animalorplantvectors.Vectorbornediseases
arenotofmajorsignificanceintheU.S.

The transfer of infectious agents through vehicular means is not ac ommon event. N onetheless, it can andd oes
occur.  Examples include food borne outbreaks such as cholera and hepatitis A.  However, as with vector
transmission,thevehicularspreadofdiseaseisrelativelyuncommonintheU.S.

Theairborneroute isanothermodeof transmission. Severaldiseasesarespread in thismanner, themostnotable
being tuberculosis. D iseases such asmeasles,mumps andc hicken pox can bes pread this way.  Control of the
airbornespreadofdiseaseusually involvesgood ventilationpatternsandcautionwhencoming into close proximity
withinfectedindividuals.
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BloodbornePathogensProgramcontinued:


Themajormodeofdiseasetransferinvolvescontacttransmission.Thistakesplaceeitherthrough(a.)directpersonto
personphysicalcontact,suchaswithunwashedhands,etc. (b.) indirectcontactas the result ofcontactwithsome
contaminatedintermediateobjectsuchasequipment,solutions,etc.or(c.)dropletspreadwhichinvolvescontactwith
exhaled respiratory secretions through such means as sneezing or coughing. T hese various forms of contact
transmission account for numerous types of infectious complications including herpes, infections, influenza, etc.
Controlofcontacttransmissionissimplyachieved.Withtheuseofcaution,andthepresenceofawareness,contact
transferscanavoided.
 

OSHA’sRoleinTheBloodbornePathogensStandard:
 
TheOccupational Safety and Health Administration (OSHA) was established by the U.S. Congress to assure that
industriesprovidedasafeandhealthyworkenvironmenttoalltheiremployees.

ThroughOSHAregulationsemployersareexpectedtocomplywithestablishedguidelinesandworkpracticestoserve
asameansofprotectingtheU.S.workforce.

TheOSHAstandardinvolvingbloodbornepathogensisoneofagreatdiversityofwrittensafeworkpracticeguidelines.
However, itsprimaryfocusisonthepreventionofspreadofdiseasesthroughtherisksandhazardsassociatedwith
harmful,contaminatedhumanbodyfluids.Thestandardpresentsastrategybywhichthepreventionofsuchcontact
ortransmissionsshouldbeapproached.Itisreferredtoastheexposurecontrolplanandisbasicallydividedintosix
broadcategories.Thesecategoriesareasfollows:

1. Exposuredetermination
2. UniversalPrecautions
3. Engineeringandworkpracticecontrols
4. HepatitisBprophylaxis
5. Trainingandeducation
6. Recordkeeping

It is the intention of  to implement and comply with the guidelines established in the OSHA
standardforbloodbornepathogens.Allthatiscontainedwithinthisbloodbornepathogensexposurecontrolplanwill
bestrictlyenforcedtoensurethatcontactwithbodilyfluiddoesnotoccur.
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BloodbornePathogensProgramcontinued:



ExposureControlPlan:
 

ExposureDetermination:

OSHA requires that employers conduct an" exposure determination"which identifies those jobs andt asks inwhich
occupational exposure may occur.  Persons holding such jobs include personnel who are responsible for safety
functions andan y person(s) trained in basic first aid andCPR. T hese  personnel will
receivethetrainingandprotectiveequipmentaswellasbeofferedvaccinationsasrequiredbytheOSHAstandard.
Theseemployeeswillbetrainedbytheprogramadministratortothedetailsofthisprocedureasrequired.

UniversalPrecautionsandControlMethods:

In theeventanemergencyresponsetoanemployee injuryat occurs, itmustbeassumedthat
every direct contact with body fluids is potentially infectious.  Therefore, responders shall take such precautionary
stepsasthoughsuchbodyfluidswereHBVorHIVinfected.Inthiscontext,occupationalexposurecanbedefinedas
reasonablyanticipatedskin,eye,mucousmembraneorparenteralcontactwithblood,blood-tingedbodyfluidsorother
potentiallyinfectiousmaterials.

The ExposureControlPlanincludesusingworkpracticecontrolsaswellasenforcingtheuseof
PersonalProtectiveEquipment. I t is important that affected employees observe the basic rule of exposure control
known as "Universal Precautions." T his requires that, in those situations where differentiation between body fluid
types is difficult or impossible, all body fluids must be considered potentially infectious materials.  Work practice
controlsaswellastheuseofappropriatepersonalprotectiveequipmentisessential.

EngineeringandWorkPracticeControls:

Workpracticecontrolsarealterationsinthemannerinwhichataskisperformedinanefforttoreducethelikelihoodof
exposure to blood or other potentially infectious materials.  Work practice controls address two specific areas;
HousekeepingandWastedisposal.

Housekeepingrulesat requirethatallfirstaidareasbekeptclean,orderlyand'inasanitary
conditionat all times. A ll procedures 'involving bloodorotherpotentially infectiousmaterials shall be performed in
suchamannerastominimizesplashingandspraying.Housekeepingpersonnel(i.e. janitorialpersonnel,etc.)must
beinstructedinproperprecautionarymeasures.Initialcleanupofbloodorotherpotentiallyinfectiousmaterialsshall
befollowedwiththeuseofanapproveddisinfectantchemicalgermicideorasolutionofotheracceptabledisinfectant
material.

Waste(i.e.bloodsoiledbandages,cloth,etc.)disposalshallbeinaccordancewithapplicableFederal,Stateandlocal
requirements. A ll infectiouswaste shall be placed 'in closable, leak-proof containers or bags that are color-coded,
labeledortaggedaspotentiallyinfectious.Allbins,pans,cansandsimilarreceptaclesintendedforre-usewhichhave
a reasonable likelihood for becoming contaminated with blood or other potentially infectious materials shall be
inspected anddecontaminated on ar egularly scheduled basis and cleanedanddecontaminated immediately or as
soonasfeasibleuponvisiblecontamination.
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BloodbornePathogensProgramcontinued:

WorkRules:

Wherefirstaid treatment to injurieswherebloodorotherpotentially infectiousmaterial ispresent,orwhere there is
reasonable likelihood of exposure to body fluids, eating, drinking, smoking, applying lip balm or cosmetics and
handlingcontactlensesshallbeprohibited.

HandsandotherskinsurfacesmustbewashedwithsoapandwaterafterremovingglovesorotherPPEassoonas
feasibleifcontaminatedwithbloodorotherbodyfluids.Theuseofglovesdoesnotprecludethenecessityforhand
washing.  When hand-washing facilities are not available, antiseptic hand cleansers or towelettes will be made
availabletoaffectedpersonnel

Equipment whichmay become contaminated with blood or other potentially infectiousmaterials shall be examined
prior to servicing or shipping and shall be decontaminated as necessary, unless it can be demonstrated that
decontaminationofsuchequipmentorportionsofsuchequipmentisnotfeasible.Inthisevent,areadilyobservable
label shall be attached to the equipment stating which portions of the equipment remain contaminated. T his
information shall be conveyed to all affected employees, the servicing representative and/or the manufacturer, as
appropriate,priortohandling,servicingorshippingtoensurethatappropriateprecautionsaretaken.

Contaminatedlaundryshallbecontainedatthesiteofuseandshallbehandledaslittleaspossible.Itmustbeplaced
inbags,whichpreventleakageandmustbelabeledorcolor-codedtoidentifyhazardstoemployees.

Reusablecontainers(trashcans,etc.)shallnotbeopened,emptiedorcleanedmanuallyorinanyothermannerthat
wouldexposeemployeestotheriskofcontact.

PersonalProtectiveEquipment:

ThisexposurecontrolplanrequirestheuseofspecificPersonalProtectiveEquipment(PPE)asitapplies.Specialized
clothingorequipmentmustbeusedbyworkerstoprotectthemselvesfromdirectexposuretobloodorotherpotentially
infectiousmaterials.Forpurposesofthisprocedure,PPEwillinclude,butnotbelimitedtothefollowing:gloves,face
shieldsormasks,eyeprotection,fluid-resistantapronsorgowns,headandfootcoverings,resuscitationbags,pocket
masksorotherventilationdevices.
Personal protective equipment Items are to beus ed as intended, and written warnings, directions or instructions
accompaniedbysuchitemsmustbeobserved.

PPEwillbeconsidered "appropriate"only if itdoesnotpermitbloodorotherpotentially infectiousmaterials topass
through,to,orreachtheemployee'sworkclothes,streetclothes,undergarments,skin,eyes,mouth,orothermucous
membranesundernormalconditionsofuseandforthedurationoftimewhichtheprotectiveequipmentwillbeused.If
agarmentispenetratedbybloodorotherpotentiallyinfectiousmaterials,thegarmentshallberemovedimmediatelyor
assoonasfeasible.Allpotentiallycontaminatedpersonalprotectiveequipmentshouldberemovedimmediately,oras
soonaspossibleupon leavingtheworkareaandplaced inanappropriatelydesignedareaorcontainer forstorage,
washing,decontaminationordisposal.
 

CommunicationOfHazards:

Communication of all potential hazards associated with bloodborne pathogens shall be conveyed through routine
employeetraining.Trainingtopicsandagendaaredescribedlaterinthisprocedure.

All potentially contaminated personal protective equipment and biological waste containing materials (i.e. soiled
bandages,garments,etc.)shallbeplacedincontainersthatwillbeidentifiedbymeansoflabelsorothermarkingson
theexteriorof thecontainer. All infectiouswasteshallbeplaced inclosable, leak-proofcontainersorbags thatare
color-coded, labeled or tagged as potentially infectious. Lab els or other means of identification will display the
following: “DANGEROUS:BIOLOGICALHAZARD”.  Such containers, bags or othermeansof containing biological
wasteswillbedisposedofinaccordancewithapplicablefederal,stateandlocallaws.
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Vaccination,PostEvaluationandFollow-up:

Vaccinationsshallbegivenunderthesupervisionofalicensedhealthcareprofessionalaccordingtostandardmedical
practice.Thehealthcareprofessionalresponsiblefortheemployee'sHepatitisBvaccinationshallbeprovidedwitha
copyoftheOSHABloodbornePathogensstandard.

For those employees who have occupational exposure, the vaccinations shall be given after the employee has
received the trainingandeducation that isprovidedwithin tendaysof initialassignmentunlessoneof  the following
applies:
1. TheemployeehaspreviouslyreceivedthecompletehepatitisBvaccinationseries
2. Antibodytestinghasrevealedthattheemployeeisimmune
3. Thevaccineiscontraindicatedformedicalreasons

InnocaseshallparticipationinaprescreeningprogrambemadeaprerequisiteforreceivinghepatitisBvaccinations.
IfanemployeeinitiallydeclineshepatitisBvaccinationbutatalaterdate,whilestillcoveredundertheOSHAstandard,
decidestoacceptthevaccination,thehepatitisBvaccinationswillbemadeavailable.Thoseemployeeswhodecline
toacceptthehepatitisBvaccinationmustsignastatementtothateffect.Acopyofthisformcanbefoundattheend
ofthisprocedure.

Thesourcepatient(s)shallbenotifiedoftheincidentandanattemptwillbemadetoobtainconsenttocollectandtest
thesource'sbloodinordertodeterminethepresenceofHIVand/orHBVinfection.Abloodsampleshallbecollected
from theexposedworkerassoonaspossibleafter theexposure incident fordeterminationofHIVandHBVstatus,
subjecttolegalregulations.

RulesForHandlingExposureIncidents:

TherulesforhandlingexposureincidentsasprescribedbyOSHAwillapplyasfollows:

1. Immediately followingar eport of anexposure incident, aconfidentialmedical evaluationand follow-upshall be
made,includingatleastthefollowingelements:
a. Documentationoftheroute(s)ofexposure
b. Circumstancesunderwhichtheexposureincidentoccurred
c. Identification and documentation of the source individual unless it can be established that identification is
infeasibleorprohibitedbystateorlocallaw

d. HBVandHIVstatusofthesourcepatient(s)ifknownandifpermittedbylaw

2. The source individual's blood shall be tested as soonas feasible andafter consent is obtained in order to

determineHBV andHIV infectivity. I f consent is not obtained, itmust be established that legally required
consentcannotbeobtained.Whenthesourceindividual'sconsentisnotrequiredbylaw,thesource'sblood,
ifavailable,shallbetestedandtheresultsdocumented.


3. WhenthesourceindividualisalreadyknowntobeinfectedwithHBVorHIV,testingforthesourceindividual's

knownHBVorHIVstatusneednotberepeated.

4. Resultsofthesourceindividual'stestingshallbemadeavailabletotheexposedemployeeandtheemployee

shallbeinformedofapplicablelawsandregulationsconcerningdisclosureoftheidentityandinfectiousstatus
ofthesourceindividual.


5. Theexposedemployee'sbloodshallbecollectedandtestedassoonasfeasibleafterconsentisobtained.

6. Iftheemployeeconsentstobaselinebloodcollection,butdoesnotgiveconsentatthattimeforHIVtesting,

thesampleshallbepreservedforatleast90days.If,within90daysoftheexposureincident,theemployee
electstohavethebaselinesampletested,suchtestingshallbepreformedassoonasfeasible.


7. Whenmedicallyindicated,thereshallbepost-exposureprophylaxisasrecommendedbytheUSPublicHealth

Serviceaswellascounselingandevaluationofreportedillnesses.
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BloodbornePathogensProgramcontinued:

8. Thehealthcareprofessionalevaluatingtheemployeeafteranexposure.Incidentwillbeprovidedwiththefollowing
information:
a. AcopyoftheOSHABloodbornePathogensstandard.
b. Adescriptionoftheexposedemployee'sdutiesastheyrelatetotheexposureincident.
c. Documentationoftheroute(s)ofexposureandcircumstancesunderwhichtheexposureoccurred.
d. Resultsofthesourceindividual'sbloodtesting,ifavailable;andallmedicalrecordsrelevanttotheappropriate
treatmentoftheemployee.


9. A copy of the evaluating healthcare professional's written opinion shall be obtained within 15 days of the
completionoftheevaluation.


10.Thehealthcare professional'swritten opinion forHepatitis B vaccination shall be limited towhetherHepatitisB
vaccinationisindicatedforanemployee,andiftheemployeehasreceivedsuchvaccination.


11.The healthcare professional's written opinion for post-exposure evaluation and follow-up shall be limited to the
followinginformation:
a. Thattheemployeehasbeeninformedoftheresultsoftheevaluation;and
b. That the employee has been told about any medical condition resulting from exposure to blood or other
potentiallyinfectiousmaterialswhichrequiresfurtherevaluationortreatment.


12.Allotherfindingsordiagnosesshallremainconfidentialandshallnotbeincludedinthewrittenreport.

13.Medical records requiredby theOSHABloodbornePathogensstandardshallbemaintained inaccordancewith
therequirementsoftheOSHAstandardonAccesstoEmployeeExposureandMedicalRecords,29CFR1910.20.


TrainingandEducationofEmployees:

Allemployeeswithoccupationalexposurepotentialshallparticipateinthe
trainingprogramonbloodbornePathogens.Thetrainingwillbeprovidedasfollows:
1. At the timeof initialassignment to taskswhereoccupationalexposuremay takeplace(i.e. firstaid response to
employeeinjuries,etc.)

1. Annuallythereafter
3. Additionaltrainingshallbeprovidedwhenchangessuchasmodificationoftasksorproceduresorinstructionsof
newtasksorproceduresaffect theemployee'soccupationalexposure(i.e.anemployee isnewlytrainedonfirst
aidand/orCPR


Thetrainingprogramshallcontainataminimumthefollowingelements:
1. AcopyofOSHA’sBloodbornePathogensstandard andanexplanationof theEmergencyMedicalTechnician’s
contents

2. Ageneralexplanationoftheepidemiologyandsymptomsofbloodbornedisease
3. Anexplanationofthemodesoftransmissionofbloodbornepathogens
4. An explanation of the  Exposure Control Plan and themeans by which the employee can
obtainacopy

5. Anexplanationoftheappropriatemethodsforrecognizingtasksandotheractivitiesthatmayinvolveexposureto
bloodandotherpotentiallyinfectiousmaterials

6. Anexplanationof theuseand limitationsofmethods thatwillpreventor reduceexposure includingappropriate
workpracticesandpersonalprotectiveequipment

7. Information on the types, proper use, location, removal, handling, decontamination and disposal of personal
protectiveequipment

8. Anexplanationofthebasisforselectionofpersonalprotectiveequipment
9. InformationontheHepatitisBvaccine,includinginformationontheeffectiveness,safety,methodofadministration,
thebenefitsofbeingvaccinated,andthatthevaccineandvaccinationwillbeofferedfreeofcharge
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10. Informationontheappropriateactionstotakeandpersontocontactinanemergencyinvolvingbloodorother
potentiallyinfectiousmaterials

11.Anexplanationoftheproceduretofollowifanexposureincidentoccurs,includingthemethodofreportingthe
incidentandthemedicalfollow-upthatwillbemadeavailable

12. Informationonthepost-exposureevaluationandfollow-upthat________________________________isrequired
toprovidefortheemployeefollowingandexposureincident

13.Anexplanationofthesignsandlabelsand/orcolorcodingrequiredbytheOSHABloodbornePathogensstandard
usedtoidentifythepresenceofanactualorpotentialbiologicalhazard

14.Meansbywhichhazardswillbecommunicatedtoemployeesthathavethepotentialtoexposureofinfectious
materials

15.Anopportunityfor'interactivequestionsandanswerswiththepersonconductingthetrainingsessions

Trainingrecordswillbemaintainedforthreeyearsfromthedateonwhichthetrainingoccurredandwillincludethe
following:

1. Datesoftraining
2. Contentsorsummaryoftrainingprogram,includingthetrainer’sname
3. Jobtitlesandnamesofallpersonsattendingthetrainingsessions

Recordkeeping:

Anaccuraterecordofeachworker’sreportedexposureincidenttobloodorotherpotentiallyinfectiousmaterialshallbe
establishedandmaintainedinaccordancewithapplicableOSHArecordkeepingregulations.Suchrecordsshallbe
keptconfidentialandshallnotbedisclosedorreportedtoanypersonwithinoroutsidetheworkplacewithoutthe
employeesexpressedwrittenconsentexceptasmayberequiredbylaworOSHAregulation.

ExposuresshallbeincludedontheOSHA300occupationalinjuryandillnesslogifmedicaltreatment,suchasgamma
globulin,isadministeredbylicensed,medicalpersonnel.

HBVandHIVshallberecordedontheOSHA300logiftheillnessescanbetracedbacktoanoccupationalinjuryor
otherexposureincidentonthejob.Medicalrecordswillbekeptforeachemployeewithoccupationalexposureforthe
durationofemploymentplus30years.RecordswillbemaintainedofHepatitisBVaccinationstatus(includingall
dates)onallemployeesforthedurationofemploymentplus 30 yearsaswell.Themedicalrecordsthatwillbe
maintainedwillincludetheresultsofanyexaminations,testingresultsandfollow-upprocedures,aswellasacopyof
thehealthcareprofessional'swrittenopinionandacopyoftheinformationthatisprovidedtothehealthcare
professional(ifapplicable).

Theemployeemedicalrecordsshallinclude:

1. Thenameandsocialsecuritynumberoftheemployee
2. Thenameandsocialsecuritynumberoftheemployee
3. Acopyoftheemployee'sHepatitisBVaccinationstatusincludingthedatesoftheHepatitisBvaccinationandany

medicalrecordsrelativetotheemployee'sabilitytoreceivevaccinations
4. Acopyofallresultsofexaminations,medicaltesting,andfollow-upprocedures
5. Theemployee’scopyofthehealthcareprofessional'swrittenopinion
6. Acopyoftheinformationprovidedtothehealthcareprofessional
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EmergencyActionPlanandFireProtection



EmergencyProcedures

Responsibilities:

Management: 

___________________________managementhasoverallresponsibilityforthesafetyofcompanyemployees,
facilities,andoperationsintheeventofanemergency.Managementisresponsibleforensuringthattheinstructionsin
thisplanareimplementedinatimelymanneroncetheemergencysituationbecomesapparentandforhandling
communicationstoemergencyresponseagenciesandthepress.

Employees: 

Employeesof_____________________________areresponsibleforbecomingfamiliarwiththisprocedureandthe
evacuationroutespostedinthefacility.Employeesarealsoresponsibleforfollowingtheinstructionsofmanagement
orotherkeypersonnelduringtheactualemergency.

Management and Employees: 

Theprimaryobjectiveduringanyemergencyisthepreservationoflife.Intheeventofanyemergency,thefirstpriority
istosafelyevacuateorprotectthelivesofallpersonsaffected.Noemployee,ormemberofmanagement,shallputhis
orherhealthorsafetyatriskbytakinganyactiontoprotectorsecurethefacilityduringanemergency.Additionally,no
employeeormemberofmanagementshallputhisorherhealthorsafetyatriskbytakinganyactiontorescueanother
personthatmaybeinimminentdangerasaresultoftheemergency.

EvacuationRoutes:

Ifitbecomesnecessarytosafelyevacuatethefacilitybecauseofanemergency,evacuationroutesneedtobequickly
located.Allemployeesshallbecomefamiliarwiththeemergencyexitlocationsandevacuationrouteswithinthefacility
asitmaybecomenecessarytousealternatemeansofexitduringanemergency.Emergencyactionplanmapsare
postedthroughouttheworkfacilityforemployeereview.

EmergencyExits:

Emergencyexitsmustbekeptaccessibleatalltimes.Aislesandpathstoemergencyexitsmustbekeptopenandfree
ofdebrisandmaterialsthatmightimpedeortrippersonsattemptingtoexit.EmergencyexitsmustNEVERbelocked
throughtheuseofchainsorhaspsthatpreventthemfromopeningfromtheinside.__________________________
supervisorshavetheresponsibilitytoensurethatemergencyexitsarefreefortheirsafeaccessinanemergency
situationbeforebeginningtheirworkeachday.

Blockingorintentionallylockingemergencyexitsandpathstoemergencyexitsisaserioussafetyviolationandplaces
thelivesofpersonnelatrisk.Suchviolationsmustbereportedimmediatelyandwillwarrantimmediatedisciplinary
action.
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CommunicatingtheEmergency:

Thefirstpriorityinallemergenciesisthecommunicationofthetypeandextentoftheemergencytoother 
_____________________________employees.Themethodofproperlycommunicatingtheemergencyisdetailedin
eachspecificemergencyprocedurethatfollows.

FireandChemicalSpillEmergencies:

Communication: 

1. Thefirstpriorityintheeventofanemergencyisthepromptdialingof911,andcommunicationoftheemergency

toallpersonnelattheworkfacility.
2. Communicationoftheexistenceofanemergencyshallbebyradioorwhatevermeanswhichpersonnelhasto

announcetheemergency,includingexistingalarmsystemorpublicaddresssystem,atourfacility.
3. Upondiscoveryofachemicalspill,(i.e.solvents,dyes,inks,etc.whichmaybeusedatourfacility)employees

mustleavetheimmediateareaandinformotheremployeesofthespillinthearea.
4. Onlythose__________________________employeeswhoaretrainedintheproceduresforhandlinghazardous

materialswillbeexpectedtofunctionashazardmaterialsclean-uppersonnel.Unlesstheemployeecansafely
containorpreventthespreadofthespillintootherareasorintofloordrains,he/shehastheresponsibilitytonotify
theappropriatefacility/sitepersonnelandsafelyevacuatethepremises.

5. Someoneshouldinformoccupantsinadjacentbuildingsoftheexistence,nature,andlocationoftheemergency.
6. Ifitissafetodoso,personnelshallcall911andnotifythefiredepartmentofthenatureandlocationofthe

emergencywithinthebuilding.
 
Evacuation:

7. Aftertheemergencyhasbeencommunicated,allemployeesmust promptlyandsafelyevacuatecustomersand

themselvesfromthefacilityasperthepostedevacuationschematic.
8. Employeesandcustomersmustneverrunastheyexitthebuilding,unlesstheymustdosotoescapeafireor

spill.
9. Employeesoperatingequipmentthatcanbeshutdownintheimmediateareawheretheyareworkingcandoso,

but only if it is safe to do so,astheypreparetoexit.
10. Employeesevacuatingthebuildingmayassistotheremployeesandcustomersiftheyareinjuredordisoriented,

but only if it is safe to do so,astheypreparetoexit.
 

Accounting For Employees and Customers: 

11. Employeesexitingthebuildingshallassembleinareaslocatedasafedistancefromthebuildingandawayfrom

firedepartmentoremergencyoperations.__________________________managementshalldeterminesuch
meetingareas.

12. Employeesshallascertaintothebestoftheirabilitythatallcustomershavealsobeenevacuatedfromthe
building.

13. Employeesandcustomersshouldremainatleast75'safedistanceawayfromthebuilding,untilinformed
otherwisebytherespondingfiredepartment.

14. Employeesandcustomersshouldrelocatetoanotherdesignatedassemblyareaiftheareatheyareinisdown
windofsmoke,gases,orvaporsgeneratedbythefireorspill.

15. __________________________supervisorsshallberesponsiblefortakingaheadcountofallemployeesand
customerstodeterminethatallhavebeensafelyevacuatedfromthefacility.
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Fire Department and Press Communications: 

16. Themostseniormanagementofficialfrom_________________________________shallmeetthefirst

respondingunitfromthefiredepartmentastheyarrivetotheemergency.
17. Thispersonshouldcommunicatethenature,location,andextentoftheemergencywithinthebuilding.
18. Otherinformation,suchasthelocationofanystoredchemicalsorflammableliquids,existenceofsprinkler

system,etc.shallbecommunicatedtotherespondingfiredepartmentofficial.
19. Onlythemostseniormanagementofficialfrom__________________________shallspeaktoareporterfrom

anyradio,television,ornewspaperorganizationthatrespondstotheemergencyscene.
20. Themanagementofficialshouldreferanyspecificsregardingthefiretothehighest-rankingofficialfromthe

respondingfiredepartment.
21. Neverofferspeculationregardinganyemployeesunaccountedfor,theextentofthedamage,orcauseofthe

emergencytothepress.Bepolite,butofferlittleinthewayofspecificinformation.
22. Reassurethepressthatthesituationisinthehandsoftherespondingfiredepartmentandthateveryeffortwillbe

madetodeterminethecauseandrepairthedamage.
 

Insurance Communications: 

23. Assoonasreasonablypossiblefollowingtheemergency,amanagementofficialfrom______________________

shouldcontacttheinsuranceagentorcompanyandinformthemoftheemergency.
24. Itisimportantthatsalvageeffortsbetakenunderwayassoonaspossibletominimizedamageandtoaidinre-

establishingoperationsassoonaspossible.

SevereWeather:

Communication: 

1. Thefirstpriorityintheeventoftheonsetofsevereweatheristhepromptcommunicationoftheemergencytoall

affected______________________employeesandcustomers.
2. Communicationoftheexistenceofsevereweatherisusuallybyradio,intercom,orpublicaddresssystemasthe

facilityissoequipped.
3. Ifsevereweather,suchasdangerousthunderstormsortornadoes,ispresentinthearea,___________________

managementmustmakeeveryeffortpossibletokeepupdatedonthelocationandmovementofthestorm.
4. Ifradiobroadcasts,oractivationoflocalemergencyhorns,indicatetheapproachofatornado,all

_____________________________employeesshallimmediatelybenotified.
 

Protection of Employees and Customers: 

5. Allemployeesandanycustomersshouldrelocatetoaninteriorportionofthebuildingawayfromglasswindows

anddoors.
6. Supervisorsshouldinstructemployeestoclosealloverheaddoors,exitdoors,andwindowsimmediately.
7. Employeesandcustomersshouldcongregatetowardsthecenterofthebuildingawayfromanywindowsand

doors.
8. Ifapplicable,employeesworkingandcustomerswhoareoutdoorsmustbeinstructedtostopworkand/orseek

shelterinsideofthestructure.
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FireProtectionRequirements

FacilityFireProtection:

General Requirements: 

1. ________________________________supervisorsmustensurethattheworkfacilityisfreeofanaccumulation
ofunnecessarycombustiblematerialsthatareused.Supervisorshavetheresponsibilitytoproperlyremoveor
disposeofsuchmaterialsassoonaspossible.

2. Pilesofcombustibledebris(i.e.paper,wood,cardboardscrap,etc.)shouldbekeptasafedistancefromthe
buildingandremovedasquicklyaspossible.

3. Smokingmustberestrictedinareaswherehighlycombustibleconstructionmaterialsarestored.
4. Containersusedforthestorageand/ordispensingofflammableliquidsmustbeofanapprovedtype,ofmetal
construction,andequippedwithaself-closinglidandflashscreen.

5. Storageofflammableliquidsinthefacilitymustbekepttotheminimumamountnecessary.Containersusedfor
thestorageofgasolineorgasolinemixshouldbe5gallonsorless,andshouldUL/FMapprovedsteelcontainers.

6. Smokingmustberestrictedinareaswhereflammableliquidsarebeingusedorstored,includingallpaints,
solvents,etc.

7. Allmetalexhaustbafflesmustbecleanedatleast________toassuretheyareingoodworkingconditionanddo
notcontributetothepotentialoffire.



PortableFireExtinguishers:

Fire Protection for Ordinary Combustibles: 

1. __________________________ managementisresponsibleforensuringthatadequateportablefireextinguishers
areavailableinthefacility.Employeesshouldhaveanextinguisheravailableintheeventasmallfireoccurs.

2. Portablefireextinguishersthatareratedatleast2Awillbeprovidedforeach3,000squarefeetofdiningand
servingareainthebuilding.

3. Anappropriate‘K’Classfireextinguishermustbelocatedatleastwithin30’ofthecookingequipmentinthe
kitchenarea.

4. Travelfromanypointinthebuildingtothenearestportablefireextinguishershouldnotexceed50feet.
5. Columnsshallbepaintedorotherwisemarkedatorneartheceilingtoidentifylocationsoffireextinguishersinthe
workfacility.

 
Fire Protection for Flammable Liquids: 

6. Atleastoneportablefireextinguisherrated10Bmustbelocatedwithin50feetorareaswheremorethan5gallons
offlammableliquidsorgasesarestoredorusedatthefacility.

 
Fire Extinguisher Maintenance and Use: 

7. Allportablefireextinguishersmustbeproperlyinspectedandmaintained.Sealsmustbeplacedonextinguishers
thatarereadyandavailableforuse.


8. Accesstoallportablefireextinguishersmustbemaintainedandnotobstructedthroughthestorageoftools,
equipment,andmaterials.


9. Employeesmustavoidplacingfireextinguisherstooclosetothehazardbeingprotectedsotheextinguishercan
beaccessedintheeventofafire.


10.Allportablefireextinguishersmustbeproperlyinspectedandmaintained,withpropertagging,onanannualbasis
atminimum.
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FixedFireProtection:
 
Automatic Fire Extinguishing System (AES) Maintenance and Use: 

1. __________________________managementisresponsibleforensuringthatanadequateandappropriately
installedfixedautomaticfireextinguishingsystem(s)isavailableinthefacilitytoprotectallcookingequipmentthat
generatesgreaseladenvapors,butespeciallyforprotectionof:
a. Alldeepfatfryers
b. Allfryinggrills
c. Allbroasterovens
d. Anycharcoal-firedgrill
e. Areasbehindandaboveallmetalbafflefilters
f. Allexhaustductwork


2. TheAESmustbeproperlyinspectedandmaintained,withpropertagging,onasemi-annualbasisatminimumby
aqualifiedcontractingservice.

3. Amanualactivationdevice,placedinaconspicuousandaccessiblelocation,mustbeprovidedtomanually
activatetheAESintheeventtheautomaticfeaturefailstoinitiate.

4. Employeesshouldhaveaworkingknowledgeofhowtomanuallyactivatethesystemintheeventafireoccurs.
5. WhenanAESisactivated,thefiredepartmentmustbenotifiedimmediatelybetheappropriatepersonnel.
6. AllAESmustbeinstalledandmaintainedperNFPA96orNFPA13.


Inallemergencyscenarios,thesupervisorondutyshallcompleteafullincidentreport,includingallpertinentdetails.
ThisshouldbesubmittedtoapartnerofCFO.
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FleetSafetyPlan



StandardFleetVehicleProgramfor_______________________________

ThisdocumentprovidesguidelinesandproceduresforemployeesparticipatingintheStandardFleetVehicleProgram.
Thepolicyappliestoallemployees,spouses,orqualifiedpartnerswhooperateavehicleprovidedthroughthe(Name 
of Company)StandardFleetVehicleProgram.Theprogramappliestoall____________________________entities,
includingsubsidiaries,affiliates,andoperatingunits.

Objectives


• EnsurethatallCompanyvehicledrivershaveaclearandconsistentunderstandingofthepoliciesandprocedures
relatedtotheStandardFleetProgram.

• Providefleetdriverswithsafety,maintenance,andoperatingstandards.


Introduction

______________________purchasesallfleetvehicles.Weinturnfurnishtheseautomobilestoauthorizedindividuals.
Companyvehiclesshouldbeusedoverpersonalvehiclesforbusinesswheneverpossible.Theday-to-dayoperations
arehandledintheFleetDepartment,asvehiclesthatareusedforbusinesscanbeplacedinthefollowingcategories:

• Fleet–Afleetvehicleisonethatisassignedtoanemployeeforbothbusinessandpersonaluse
• Pool–Apoolvehicleisonethatisavailablefortemporaryassignmenttoemployeesforbusiness
• Rental–Arentalvehicleisonethatisrentedwhenafleetorpoolvehicleiseithernotavailable,orisnotthemost
economicalalternative.


Oneofthemostcostlyandpotentiallydevastatingtypesoflossexposureassociatedwithourday-to-dayoperations
arevehicleaccidents.Inadditiontothepotentialtragedyofhumanloss,wearealsofacedwithclaimscoststhatcould
adverselyaffectallouroperations.

Tohelppreventandreducetheimpactofvehicleaccidentlossesonourorganization,wehavedevelopedaformal
FleetSafetyProgram,withthismanualasitsfoundation.Theguidelinesandactivitiesoutlinedherehavebeen
implementedtohelppreventaswellasreduceinjuries,suffering,andneedlesswasteassociatedwithvehicle
accidents.Themanualcoversthepoliciesandproceduresconcerningtheuseoffleet,pool,andrentalvehicles.
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Responsibilities&Accountabilities

TheFleetManagerwilloverseetheFleetSafetyProgramandrelatedoperations.Theseresponsibilitiesinclude:

1. Administeringtheprogramandevaluatingitseffectiveness
2. Obtainacopyofthedriver’slicense
3. CheckingtheMotorVehicleReports(MVR’s)onallemployees,theirspousesand/orauthorizedfamilymember,
whoareassignedormaybeusingcompanyvehicles,poolvehicles,andrentalvehicles.MVR’swillbereviewed
onanannualbasis

4. BringtotheattentionoftheDriverSafetyCommittee,allMVRrecordsfallingoutsideofestablishedguidelines
5. Providedriverorientation,training,andremedialtrainingasnecessarywithverification
6. Providevehicleuponreceivingapprovedform
7. Ensuremaintenanceandinspectionsofcompanyvehiclesarebeingcompletedasrequired.Driversshouldfollow
recommendationsinthecorporateFleetDriverManual

8. ProvideCertificatesofInsuranceforallcompanyownedvehiclesasneeded
9. Activelybeinvolvedwithaccidentinvestigationandanalyzingfleetlossexposure
10.Provideupdatesperiodicallyonsafedrivingtipstoemployees
11.Administerrecognitionanddisciplinaryprograms

TheDriverwillberesponsiblefor:

1. Thevehicle(SeeFleetDriverManual)
2. Safetyofthecargoandpassengers
3. Thesafetyofpedestriansandothermotorists
4. Followingguidelinesafterbeinginvolvedinanaccident
5. ProvidingtheFleetManagerwiththeappropriateinformationsothatanMVRcanbeorderedandreviewedfor

theemployeeandanauthorizedfamilymember

DriverSafetyCommitteeResponsibilities:

1. DriverandMVRreviewpursuanttoguidelines
2. Accidentreviewanddeterminingcorrectiveactionorcourseofretraining
3. ToassisttheFleetManagerwiththerecognitionanddisciplinaryprograms
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DriverEligibility


DrivingHistory

Beforeanemployeecanbeapprovedtodriveafleet,pool,orrentalvehicleforthefirsttime,he/shemustprovidethe
FleetManagerwiththefollowinginformationonthemselvesandallauthorizedfamilymemberswhomaydrivean
assignedcompanyvehicle:

• Aphotocopyofhis/hercurrentdriver’slicenseandthoseofauthorizedfamilymembers
• Alistofallhis/hertrafficviolationsandaccidentswithinthepastthreeyears
• Anyotherinformationdeemednecessary

Duringthecourseofemployment,ifadriverhashis/herdriver’slicenserevokedorsuspendedforanyreason,he/she
mustnotifytheFleetManagerimmediately.TheFleetManagershallberesponsibleforobtainingMVR’sonallregular
driversonanannualbasis.
 

AuthorizedFamilyMembers

An“authorizedfamilymember”isdefinedasapersonsatisfyingallofthefollowingcriteria:

• Livesinthesamehouseasalegalfamilymemberwhoisassignedafleetvehicle
• Mustbeaspouseordomesticpartner(NOCHILDRENALLOWED)
• AnyoneauthorizedunderspecialcircumstancesasvotedonbytheDriverSafetyCommittee
• His/herMVRdoesnotdenoteanyoftheitemslistedintheguidelines
• HassentthefollowingtotheFleetManager:

• Aphotocopyofhis/hercurrentdriver’slicense
• Alistofallhis/hertrafficviolationsandaccidentswithinthepastthreeyears


TheemployeemustnotifytheFleetManagerofanychangesinauthorizedfamilymembers.

LimitationsonUseofCompanyVehicles


Operationofacompanyvehicleisrestrictedtotheassigneddriver,butmayalsobeallowedtoauthorized
familymember(s)only.Vehiclecanbeusedforpersonaluseasoutlinedinthedrivermanual.

DriverSafetyCommittee

Ifadriverviolatesthispolicy,orifhis/herMVRdenotesoneormoreoftheitemslistedbelow,theSafetyCommittee
willreviewifthedrivershouldcontinuetodriveavehicleforconductingcompanybusinessandtorecommend,if
necessary,disciplinaryaction.ThecommitteewillconsistoftheFleetManager,arepresentativefromHuman
Resources,andarepresentativefromLegal.

DriverSafetyCommitteeguidelines:

• Thedriverischargedwithanyofthefollowing:

• Drivingwhileintoxicatedorundertheinfluenceofdrugs
• Failuretostopandreportwheninvolvedinanaccident
• Homicideorassaultresultingfromtheoperationofavehicle
• Drivingwithasuspendedorrevokedlicense
• Recklessdriving

• ThedriverisrequiredtofileSR22insurance
• Duringtheprecedingtwoyears,thedriverhashadtwomovingviolations
• Duringtheprecedingtwoyears,thedriverhashadtwomotorvehicleaccidents
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DrivingRestrictions

Thedrivershouldnotdriveavehicleforbusinessifoneormoreofthefollowingconditionsexist:

• He/sheisphysicallyormentallyimpairedtoalevelthatwouldreducehis/hercapabilitytooperateamotorvehicle
atasafelevel(impairmentsmayincludebutarenotlimitedto,asevereheartcondition,pooreyesight,ahistoryof
mentaldisorders,oruseofaprescriptiondrugthatwouldadverselyimpacthis/herabilitytodrive)

• Thevehicleisinanunsafeoperatingcondition
• Travelingisunsafeduetosevereweatherconditions

TrafficCitations

Sincethevehiclesareregisteredinthenameof_______________________________,itisveryimportantthatthese
carsarenotticketedforovertimeparkingorothertrafficviolations.Anyfinesforsuchtrafficviolationsmustbepaidby
youthedriver,andarenottobesubmittedforreimbursementonyourmonthlyexpensereport.Thesefinesshouldbe
paidimmediatelytoavoidsituationsinwhichthePoliceDepartmentfindsitnecessarytobillthecompanydirectly.


EmployeesUsingTheirOwnCarforCompanyBusiness

• Onlyauthorizedpersonsaretobepassengersinavehicleoperatedoncompanybusiness
• AllemployeesusingtheirpersonalcaronaregularbasisforcompanybusinessshallprovideaCertificateof
InsurancetotheFleetManager,andcarryaminimumof$500,000combinedsinglelimitcoverage(bodilyinjury
andpropertydamage)

• Acopyofeachemployee’sdriverlicenseshouldbeobtainedandhis/herMVRreviewed

DriverSafety

Itisextremelyimportantthatyoudriveafleet,poolorrentalvehicleinasafe,professionalanddefensivemanner.


DriverTraining

Drivertrainingiscrucialtothesuccessofourobjective.Althoughwewillattempttohireonlyquality,experienced
drivers,driverstrainingwillstillbecompleted.Thetrainingwillconsistof:

1. Orientation:Whenadriverishired,acompleteorientationwillbedone.

a. ReviewoftheFleetSafetyProgramandFleetDriverManual
b. Discussionofmaintenancerequirements

2. DefensiveDriving:Periodictrainingintheprinciplesofdefensivedrivingwillberequiredforalldriversof
companyvehicles.Driversareexpectedtoattendtrainingcoursesasscheduled.Recordsofthetrainingwillbe
maintained.

3. PeriodicSpecificTrainingsuchashazardsofwinterdriving,etc.willbeprovidedviavideo,flyer,orspeakerfor
alldriverspresentedwithsuchhazards.Thesewillbecompletedonanasneededbasis.

4. OtherDriverTrainingmayberequiredofindividualdriversbytheDriverSafetyCommittee.
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FleetSafetyPlancontinued:


CellularPhoneUse

Donotplacecallswhilethevehicleismoving.Evaluateroadandtrafficconditionswhenacallisreceivedandtake
oneforthefollowingactions:

• Donotanswerthecalliftrafficisheavy
• Allowvoicemailtoanswerthecall
• Iftrafficislight,takethecallbutstopandparksafelyassoonaspossible
• Donottakenoteswhiledriving



DONOTPLACEORRECEIVECALLSWHILEREFUELINGTHE
COMPANYVEHICLE.





GaragingandStorage

Ifyouhaveagarage,youareexpectedtoparkyourfleetvehicleinitwithoutchargetotheCompany.Ifagarageis
notavailable,overnightparkingshouldbeoff-streetinaprivatedrivewayorparkingareaadjacenttoyourhome.

Ifthevehicleistobestoredforanylengthoftime(otherthanabusinesstripwhereitisleftattheairportoraclose-by
airportparkingfacility),theunitadministratormustbenotifiedinordertomakepotentialarrangementsforre-
assignmentofthevehicle.
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FleetSafetyPlancontinued:



Policies,Procedures,&Rules

Nophaseofoperationsoradministrationisofgreaterimportancethanaccidentprevention.Highlightedbeloware
someofourpolicies,procedures,andrulesgoverningtheuseoffleet,pool,andrentalvehicles:

• NoUNAUTHORIZEDPERSONwilldrivecompanyvehicles.Allpersonswhodrivecompanyvehicleswillbe
requiredtocompletethedriverselectionprocedures

• UsofSEATBELTSISMANDATORYforalldriversandtheirpassengerswheninafleet,pool,orrentalvehicle
• OperationofavehiclewhileundertheinfluenceofALCOHOL,ILLEGALDRUGS,oracombinationofthetwois
strictlyPROHIBITED

• DriverswillfollowallapplicableState/Federalregulationsandtrafficlaws.FOLLOWTHESPEEDLIMITAND
BUCKLEUP!

• Obeyalltrafficsignsandsignalswithafullandcompletestop
• Alldriversareresponsibleforcheckingtheirvehiclesforseriousmechanicaldefectseveryday.Ifaproblemis
found,immediatelyreportanyunsafeconditionsorvehicleproblemstotheLeasingManager.Vehicleswith
problemsthatcouldaffectthesafeoperationWILLNOTBEDRIVENUNTILTHECONDITIONISCORRECTED

• AccidentsaretobereportedIMMEDIATELYtotheFleetManager.Accidentinvestigationformsaretobe
completedbythedriveratthesceneoftheaccident

• Nounauthorizedpassengersarepermittedtorideinacompany,pool,orrentalvehicle
• DoNOTpickuphitchhikers
• DoNOTleavekeysinyourvehicle,andsecureproperlywhennotinuse
• Maintainreasonabledistance;allowforspeed,road,andweatherconditions
• Tailgatingwillnotbetolerated
• Signalwellinadvanceofturning,changinglanes,orstopping
• Reverseandchangelanesonlywhenabsolutelynecessary
• Usetheinsidelaneonlywhenabsolutelynecessary
• Nevercontesttheright-ofway.Alwaysyieldtoavoidcollision
• Adjustforothersmergingintotrafficflow
• Mergeintotrafficwithoutforcingyourselfin
• Donotpassanyvehiclesatintersections,railroadcrossings,orwhereyourvisionmaybelimited
• TicketsandmovingvehicleviolationsaretobereportedtotheFleetManagerwithin24hours
• Donotplacecellularphonecallswhiledriving.Pulloverandparkwhendoingso
• COMPANYVEHICLESAREAPRIVILEDGE.TREATTHEMASIFTHEYWEREYOUROWN!

REMEMBER–nojobissoimportantandnoserviceissourgent,thatwecannottakethetimetodoourjob
responsiblyandsafely.
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FleetSafetyPlancontinued:

 
AccidentInvestigation


IntheEventofanAccident:

1. Wheneveranemployeeisinanaccident,thatemployeeshouldreporttheaccidenttothepoliceandrequestor
obtainacopyoftheaccidentreportfromtheinvestigatingofficer.Thennotifyyourimmediatesupervisorandthe
FleetManager

2. Callemergencyservicesifthereisanyoneinjuredintheaccident.Rendercareifpossibleandonlyifyouare
appropriatelytrained

3. Ifaminoraccident,moveyouvehicleoutoftrafficflow.Otherwise,turnoffthevehicleandremovethekeys.
4. NEVERADMITFAULTINANACCIDENT.Becordialandpolite
5. Obtainkeydriverinformationifanothervehicleisinvolved.Obtainnameofotherdriver(s),companyifapplicable,
passengername(s),licensenumber,nameofinsuranceandpolicynumberifapplicable.Providethenecessary
informationtotheotherdriverregardingyourname,company,andinsurance

6. Completetheaccidentformlocatedinthegloveboxofthevehicle,andfillinallapplicableblanks,completewith
diagram

7. Takephotographsoftheaccidentscenefromdifferentangles
8. ProvidecopiesoftheaccidentformtotheFleetManagerfordistributionandreviewbytheDriverSafety
Committee

9. AccidentswillbeinvestigatedandaccidentformsreviewedbytheDriverSafetyCommittee,andcorrectiveactions
developedifnecessary.TheDriverSafetyCommitteewilldetermineifpreventableornot,alongwiththeroot
causeoftheaccident.Themainobjectiveofthereviewcommitteeistoimprovetheoveralleffectivenessofthe
fleetsafetyprogram.Someoftheitemstobeconsideredwhencompletingtheaccidentinvestigationandreview
are:


a. Drivercondition
b. Adversedivingcondition
c. Roadconditions
d. Scheduling(hoursbehindthewheel)
e. Vehiclemaintenance
f. Drivertraining
g. Othervehicleissues



VehicleMaintenance

Avehiclemaintainedinasafeoperatingconditionisonekeytoaccidentprevention.Driverswithassignedvehicles
arerequiredtohavetheirvehicleservicedandmaintainedaccordingtotheschedulesprovidedwithinthevehicle
maintenancebookandthedrivermanual.

Driversassignedtospecificvehicleswillberequiredtoconductvehicleinspectionsperiodically,todetermineifsuch
itemsas(headlights,horns,back-uplights,turnsignals,tires,brakes,andwindshieldwipers)areworkingproperly,
anddonotposeasafetythreat.

ReviewtheFleetDriverManualforinformationonrequiredmaintenancepolicies.
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Policy&DriverAgreementAcceptance





PleaseCompleteTheFollowing:






I_____________________________________havereadandunderstandtheFleetSafetyProgramandthePolicies
ontheuseofvehiclesforcompanybusiness.Ifurtherunderstandthatseatbeltusageismandatoryandthat
substanceabuseisprohibitedwhileoperatinganyvehicleoncompanybusinessorwhileoperatingacompany
providedvehicleforpersonaluse.Iunderstandviolationoftheserulesmayresultinlossoffleetcar,disciplinary
action,oreventermination.




















 Section14:




KitchenandFoodPrep

SafetyPractices
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KitchenandFoodPrepSafetyPracticesfor

___________________________________




Welcometo___________________________________________________

Wehopethatyouremploymentwithuswillberewardingandenjoyable.

Thefollowingitemsrequireyourfullandconstantattentionwhileonthejob:

1. Equalemploymentopportunity

 ______________________________doesnotdiscriminate,nordoesitpermitanyofitsemployeesto
discriminateagainstanyonebecauseofrace,color,religion,sex,nationalorigin,veteransstatus,age,or
physicaldisability.


2. Safety

 ______________________________compliesandrequiresitsemployeestocomplywithallFederal/State
SafetyHealthLawsandRegulations.


 YouarerequiredtocomplywithSafetypracticeslistedontheattachedGeneralSafetyRules.Anynewor
changedSafetyRuleswillbeexplainedduringtoolboxmeetings.


Complyingwithalllawswhileemployedby(Company name) ismandatory.

IhavereadtheaboveandtheattachedspecificandGeneralSafetyRules.


PrintName: __________________________________________________

SignName: __________________________________________________

Date:   ___________________________
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KitchenandFoodPrepSafety


KitchenandFoodPrepSafetyisoneofthemanyresponsibilitiesweshareat
_____________________________.Webelieveitisthedutyofeachandeveryoneofus.

Everyonemustworktomaintaineffectivecontrolsandprocedurestoreducethechanceofoccupational
injuriesandindustrialhazards,aswellasinjuryand/orillnesstothegeneralpublic.

Asanemployeeof______________________________ youhaveapersonalresponsibilityforthe
safetyofyourselfandco-workersonthejob,aswellasyourcustomers.Youarerequiredtofollowsafe
workpracticesandprocedures(includingeliminationofpotentialhazards)andsafetyrulesand
regulationsestablishedbytheCompany.Ifyouobserveanunsafeconditionyoushouldcontactyour
Supervisorimmediately.



OurStandardsofConduct

Allcompaniesfinditnecessarytohavepracticesandregulationsdesignedtosafeguardthebest
interestsoftheiremployeesasindividualsandasmembersofaworkinggroup.

______________________________hascertainregulationsthatapplytoyouandyourjob.Weexpect
youtobringsafe,responsibleandcooperativeattitudestoyourworkandtoobserveallCompanyrules
andregulations.

 


GeneralKitchenSafetyRules

 Generalsafetyrulesforallemployeesareasfollows:

• Donotremoveorcompromiseanysafetyguardsordevicesonanyequipment.Whenasafetyguardmust
beremovedforcleaningorrepairs,itmustbereplacedbeforeputtingitbackintooperation.

• Heatedpotsandpansshouldnotbeplacedinapositionwherethehandlesprotrudeovertheedgeofa
range,tableorcounter.

• Potsandpansshouldnotbefilledmorethan2/3full.
• Whenaddingingredientstohotliquids,addsmallportionsatatimetopreventsplashburns.
• Hotliquidsshouldonlybetransportedonclosedcontainers.
• Cartsapprovedforrestaurantuseshouldbeusedwhenmovinglargehotitemssuchascoffeeurnsor
containersholdinghotliquidsand/orfood.

• Thecartwheellockdeviceshouldbeusedtopreventmovementwhileremovingitemsfromthecart.
• Thegassupplyorelectricshouldbeturnedofftoapplianceswhentheyarenotinuse.
• Theelectricalsupplytokitchencookingequipment(i.e.mixers,grinders,meatslicers,etc.)shouldbeturned
offandlockedoutduringcleaningorservicing.

• Donotcompressgarbageincontainerswithyourhands.
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KitchenandFoodPrepSafetycontinued:

UseofKnivesandHandInjuryPrevention

HandinjuriesareconsistentlyamongthemostcommontypesofaccidentsexperiencedbyAmerican
workers,andthistypeofinjuryisespeciallycommonforrestaurantandhospitalityemployees.A
reviewofIntegrityMutualInsuranceCompanylossdataovera5-yearperiodrevealsthathand-
relatedinjuriesaccountfor64%(oralmost2/3)ofallreportedhospitalityWorkersCompensation
injuries.


Thefollowingriskfactorshavebeenidentifiedastheprimaryrootcausesofacutehandinjuries:

• Working with equipment, tools or work pieces that do not perform as expected.Anexampleofthiswouldbe
workingwithdullknives.

• Using a different or improper work method to perform a task.Thisreferstoanemployeedeviatingfromthe
normalorestablishedprocedure.Thisriskfactorispresentwhentherearenoestablishedproceduresor
methodforcompletingthetask.

• Performing an unusual task.Thereisadirectcorrelationbetweenanemployeewithlittleornoexperience
andtheoccurrenceofinjuries.Itiscriticalthatnewemployeesbethoroughlytrainedinthetaskstheywillbe
expectedtoperform.

• Being distracted or being rushed.Duetothehecticnatureofrestaurantoperations(i.e.lunchhourrush),
employeesareregularlyconfrontedwiththisriskfactor.Thispotentialforinjuryissignificantlyincreasedfor
youthful,inexperienced,poorlytrainedandinadequatelysupervisedemployees.


KnifeandCuttingUtensilSafety

• Use proper knife for the job 

o Serratedknifetocuttomatoes,breadandothersoftfoodswithtoughskins. 
o Useaknifeproportionaltotheitembeingcut,suchasaparingknifeforsmallfruitsandvegetables. 
o Useaboningknifefortrimminganddeboningofmeat. 
o Useacleaverforcuttingthroughbonesandcartilage. 


 NOTE:Considerbuyingfoodpre-cutwheneverfeasible.

• Knives should only be used for the intended purpose

o Knivesshouldneverbeusedforopeningcansorboxes,removalofjarorbottlecaps,orcuttingstring,
paperorbones.


• Always use a cutting board

o Knivesshouldnotbeusedonkitchencounters,metal,glassorsteelsurfaceswhenchopping,slicingor
mincingfoods.Usingknivesonthesesurfacescancauseittosliporslideout.Adampkitchentowel
shouldbeplacedunderthecuttingboardtokeepitfromslippingduringuse.


• Cleaning and storage of knives

o Knivesandcuttingutensilsshouldbekeptinadesignatedstorageareawhennotinuse.
o Knifeholdersorstorageracksshouldbeinstalledatworkcounters.
o Knivesshouldnotbestoredlooseinadrawerwithotherutensils.
o Donotstoreknivesinsinksbetweenperiodsofuse.
o Knivesshouldbecleanedimmediatelyafteruseandputintostoragerackorplacedincontainerlabeled
“forknivesonly”priortocleaning.


• Sharpening knives

o Employeesshouldnotbeallowedtousedullknives.Thiswillleadtoexcessiveforcebeingapplied
duringcuttingandpotentialforinjuryfromslippage.

o Onlytrainedandauthorizedemployeesshouldbeallowedtosharpenknives.
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KitchenandFoodPrepSafetycontinued:


• Finger protection
• Fingersshouldbecurledunderandpositionedontopofitemtobecut(i.e.onion).
• Cuttingactionshouldbeawayfromthebody,withfingersandthumboutofcuttingline.
• NEVERcutwhileholdingfoodinhand(i.e.palming).

 Foodshouldalwaysbeplacedonacuttingboard

• General knife safety tips

• UseprotectiveglovessuchassteelmeshorKevlarwhenfeasible.Useofprotectivegloveshasbeen
showntoreducetheriskofhandinjuriesby60%.

• Donotattempttocatchafallingknife.
• Donothandaknifetosomeoneelse.Instead,laytheknifedownonacleansurfaceandlettheother
personpickitup.

• Donottalkwithco-workerswhenusingaknife.

Fryers
• Onlytrainedandauthorizedemployeesshouldbeallowedtooperatefryers.
• Donotoverfillorpourexcessiveamountsoffrozenfood(i.e.fries)intoahotdeepfatfryer,asthisincreases
thelikelihoodofburnsfromgreasesplatter.

• Cookeditemsshouldonlyberemovedfromfryerbasketswithtongsorotherapprovedutensilsprovided.
• Precautionshouldbetakentopreventspillingofwateroriceintohotoil.Beveragesshouldneverbekept
nearfryers,astheycaneasilybeknockedintothehotoilandcauseflare-up.

• NEVERreachorclimbontopoffryersandotherhotcookingsurfaces.
• Requiredcleaningofhoods,filtersandventsshouldonlybedoneafteroilandsurfaceshavebeenallowed
tocool.

• Usethecorrectgreaselevelandcookingtemperaturesfordeepfryer.
• Donotallowoiltooverheat;useonlymanufacturer’srecommendedcookingtemperature.
• Oilshouldonlybemovedorstrainedwhenithasbeenallowedtocool.
• Usedoilshouldonlybemovedwithequipmentdesignedforthispurpose.

OtherCookingAppliances

• Grills
• Heatresistantglovesshouldbewornwhencleaninggrills.
• Nevertouchgrillsurface,asitmayactuallybehotwhenitappearstobecool.

• Microwave Ovens
• Microwaveovensshouldbeinspectedonaregularbasisforevidenceofbentdoors,brokenhinges,
defectivelatchesandcracked/missingseals.Donotusetheovenifyouseeanyevidenceoftheabove.

• Alwaysusehotpadsorovenmittenswhenremovingitemsformthemicrowave.
• Mixers

• NEVERputyourhandsinsidethemixingbowlwhileinoperation.
• Onlyusethe“stomper”topushmeatorfooditemsthroughthegrinderattachmentofamixer.

• Ovens
• Useovenmittenswhenremovinghotfoodfromtheoven.
• BEFOREremovingfoodfromtheoven,clearaspaceonthecounterortablewhereitwillbeplaced.
• Onlytrainedanauthorizedemployeesshouldcleananoven.Personalprotectiveequipmentincluding
eyeprotection,rubberglovesandapronshouldbewornduringthisactivity,especiallywhencleaning
withchemicals.

• Slicers
• Donotplaceyourhandontopofthebladeguardwhileoperatingaslicer.
• Alwaysreplacetheguardaftercleaningormakinganadjustment.
• Turnthepowerswitchto“off”andunplugaslicerwhennotbeingused.
• Theslicerwidthadjustmentshouldbesetto“0”whennotinuse.
• Awiremeshgloveshouldbewornwhencleaningexposededgesoftheslicerblade.
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KitchenandFoodPrepSafetycontinued:



Glassware

• Donotplacedrinkingglassesinsideeachother.
• Carryonerackofglasswareatatime.
• Visuallyinspectallglasswareforcracksorchipsbeforehandling.
• Donotuseglasswareforscoopingice.Onlyusemetalorplasticscoopsdesignatedforthispurpose.
• Whenglassisbrokeninanicebin,pourhotwaterintheicebintomelttheice,thenuseawhiskbroomor
dustpantoremovetheglass.

• HotglasswareshouldNOTbesubmergedincoldwater,andclodglasswareshouldNOTbesubmergedin
hotwater.


Housekeeping

• Stairwaysshouldnotbeusedforstorage,eventemporary.
• Areasinfrontofdrinkingfountains,drinkdispensermachinesandicemachinesshouldbeclosely
monitored.Allliquidsandiceneedstobecleanedupimmediately.

• Rugsormatsthatdonotlieflatshouldbestraightenedorremovedtopreventtripsandfalls.
• Cautionsignsand/orconesshouldbeusedtobarricadeslipperyareas,suchasfreshlymoppedfloors.

RobberyandViolentActs

• Moneyshouldnotbecountedwithinviewofcustomers.
• Neveropenthebackdoorafterdarkunlessitisanemergency.
• Donotallowcustomersintheemployeeworkarea.
• Donotplacepostersorotherobjectsonthewindowsthatcouldobstructtheviewfromthestreetintothe
store.

• Ifahold-upoccurs,cooperatecompletelywiththerobber.Donottrytostruggleorreasonwiththem.Make
mentalnotesabouttherobber,butdonotmakeeyecontact.

• Undernocircumstancesshouldyoupursuetherobberoutsideoftherestaurantafterthehold-upoccurs.
• Assoonastherobberhasleftthearea,lockthedoorsandcallthepolice.
• Ifyoufeelthatasituationhasthepotentialtobecomearobberyorviolentact,triggeranysilentalarmsor
call911beforethesituationescalates.


Consequences

• Anyactthatmightendangeryourselforotherpeopleand/orpropertywillbeconsideredaviolationofsafety
rulesandsafetyprocedures.

• Aviolationofanyoftheabovesafetyrulesissufficientgroundsfordisciplinaryaction.
• Afirstviolationofanyoftheaboveruleswillrequireasafetycoachingsessionbytheforemanwiththe
workertoinsurethattheworkerunderstandsthesafetyrequirement.

• Asecondviolationofanyoftheaboveruleswillrequireadocumentedcounselingsessionbytheforeman
withtheworkeranddisciplinaryactionifconditionswarrant.

• Athirdviolationofanyoftheaboveruleswillbecausefortheworkertobesuspendedwithoutpayforthe
remainderoftheworkdayandsuchotherdisciplinaryaction,uptoandincludingtermination,asdeemed
appropriate.
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KitchenandFoodPrepSafetycontinued:

GeneralKitchenRules

• Obeywarningsigns.Theyarepostedtopointouthazardsorgiveyoudirection.
• Watchthebulletinboardfornewideasinaccidentpreventionandchangesinregulations.
• Practicaljokesandhorseplayleadtoaccidents;suchactionsareforbidden.
• Jumpingfromanelevationsuchasonelevelofapieceofequipmenttoanotherisliabletoresultinaserious
injury.Don’tdoit.

• Certainmachinesareequippedwithsafetyguardsorcontrolsforyourprotection,andtheyshouldnotbe
removed.Neveroperateanymachineunlessallguardsareinplace.Ifguardsorcontrolsarenotinproper
condition,reportthistoyoursupervisoratonce.

• Shutdownmachineryandbesureithasstoppedbeforecleaningoradjusting.
• Beforerepairsonelectricallypoweredequipmentarebegun,themainswitchwillbelockedintheoff
position.Therepairmanwillretainthekeytothelock.Ifthereismorethanonerepairman,eachwilllockthe
mainswitchwithhislocktowhichonlyhehasthekey(Lock-out/Tag-outProgram).

• Atnotimeisanemployeeallowedtoclimborjumpovermachineryorequipment.
• Ifyouworkinthekitchenyoumustwearappropriatehairnets.
• Commonsenseisthemostimportantsafetyruleofall.Pleaseuseitatalltimes.
• Appropriateanti-slipworkshoesorbootswillbewornatalltimes.


• Cleanupanybrokenglasswithadustpanandbroom.Donotpickupbrokenglasswithyourbarehands.
• Usetowelsorhotpadswhencarryinghotplatesorpans.
• Donotcarryelectricalappliancesbytheircords.
• Neverstandinwaterorliquidswhenusingelectricalappliances.
• Neveroperateanapplianceifcordsarefrayed,worn,splicedordamaged,orthethree-prongedplugis
altered.




 

Accountability

InorderforaSafetyProgramtobeeffective,theremustbeameansdevelopedforholdingemployees
accountablefortheirunsafeworkhabitsorconditions.

Ifanaccidentoccurs,andifithasbeendeterminedthattheaccidentcouldhavebeenavoided,themeansof
holdingemployeesaccountableshouldbemademoresevereaftereachconsecutiveoffense.


Examples: 
 
1. Firstoffense:  Verbalwarning

2. Secondoffense: Verbalandwrittenwarningwithacopyofthewrittenwarningbecominga
    partoftheemployee’sfile.


3. Thirdoffense:  Onedayoffworkwithnopay.

4. Fourthoffense: Possibleterminationofemployment.

5. Seriousoffensesmayresultinimmediatetermination.

Thepurposeofholdingemployeesaccountableistohelpemployeesconformtocompanypolicyandwork
safely.Itisnotdesignedtoendemploymentand,therefore,employeesshouldbegiventheopportunitytostart
overwithacleanslateperiodically.





IntegrityInsurance Section14 Page7

EmployeeWarningNotice
 

 

Department:        Employee:

Supervisor:           Date:



 Previous Warnings Oral Written Date By Whom

 1stWarning

 2ndWarning

 3rdWarning


Employer Statement Employee Statement 


DateofIncident_____/_____/_____Time______ I agree disagreewithEmployer’s
statement.
 Thereasonsare:








 Employeesignature   Date


Action to be Taken:  Warning Probation Suspension Dismissal

 Other:

Consequencesshouldincidentoccuragain:




 

 

I have read this warning and understand it. 
 

 

Employeesignature    Date




Supervisorsignature          Date
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EmergencyInformation
 






EmergencyPhoneNumbers   EmployeesTrainedInFirstAid


Manager:_____________________________  __________________________________

PoisonControl:________________________  __________________________________

FirstAid:_____________________________  __________________________________

FireDepartment:_______________________  __________________________________

Ambulance:___________________________  __________________________________

Police:_______________________________  LocationOfFirstAidKit

MedicalClinic:_________________________  __________________________________

ClinicAddress:_________________________  __________________________________




















 Section15:



NewEmployeeSafetyOrientation
CheckList





New-EmployeeSafetyOrientationChecklist


Introducingnewhirestotheoverallimportanceofsafety-andthewaystoachieveit-isoneofasupervisor’s
mostsignificantsafetyresponsibilities.Hereareessentialpointstocoverinthetraining.Youmaywantto
checkthemoffasyoucoverthemduringtraining,sothatyouwon’tmissany.Thelistcanalsobedistributedto
traineesasacontinuingreminderoncethey’reonthejob.

On-the-jobsafetyisimportanttoeveryworkerandtothecompany.It:

 Reducestheriskofinjuryorillness
 Enablesthecompanytocomplywithextensivefederalandstatesafetyregulations
 Protectsthecommunity’sair,water,andsafetybypreventingorrespondingquicklytoemergencieslike
fires,explosions,andspills
 Requiresalert,trainedemployeeswhotakeresponsibilityforpreventingunsafeactsandconditions.


Companycommitmenttosafetyisdemonstratedby:


 Trainingprograms
 Investmentsinsafesystemsandequipment(ventilationsystems,machineswithguards,etc.)
 Personalprotectiveequipment
 Safetyincentiveandawardsprograms(includeifyourcompanyusesthem).


Torespondimmediatelyandproperlytoemergencies,youmustknow:

 Howtorecognizeandturninalarms
 Whomtocontactinanemergency/wherenumbersareposted
 Wheretofindandhowtouseappropriatefireextinguishers
 Whichemergenciesmustbehandledbytrainedpeople
 Wheretogoandwhattodoinanemergency(evacuationroutes,etc.)
 Wheretofindandhowtousefirst-aidkits,eyewashes,andshowers,


Makethesegoodcommonsensesafetypracticespartofyoureverydayroutineandthinking:

 Keeptheworkareaneatandfreeofhazards
 Learnthehazardsoftheequipmentandproceduresyouuseonthejob
 Learnabout-anduse-theprotectiveequipmentandprocedurescalledforinyourjob
 Participateactivelyinsafetytrainingandsafetymeetings
 Reportanyaccident,injury,orillnessimmediately
 Inspecttoolsandprotectiveequipmentbeforeuse
 Reportinganydefective,malfunctioning,orsuspicioustool,machine,oritemofprotectiveequipment
immediately
 Neverrun,foolaround,orignoresafetyrules
 Askquestionsaboutanyhazard,policy,orprocedureyouaren’tsureabout
 Buildsafetyawarenessandalertness-“bettersafethansorry”
 Ifyouareunder18yearsofageyoucanNOToperatemachineryorequipment.
 Makesafetyyourresponsibility.


 Initialjobassignment:________________________________________________



EmployeeSignature:____________________________  Date:_________________________

SupervisorSignature:___________________________  Date:_________________________
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SafetyInspectionWorksheet
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SafetyInspectionWorksheet


       Yes No N/AComments/Action  Date
         Requested  Corrected

InteriorAreas
(Lobby,dining,restrooms,breakareas)

Floorsingoodrepair,dry,properlycleaned
andmaintained?

Portablewarningsignsusedtoindicatewet
floorsortemporaryhazards?

Stairsingoodrepair,freefromfoodspillsand
obstaclessuchastrash,brooms,mops&boxes?

Traystands,condimenttrays,chairs,mop
buckets,etc.,outofaislesortrafficpatterns?

Servicedoorsproperlymarkedtoensuresafe
trafficpatterns?

Custodialdoorstosupplyclosetslockedto
preventunauthorizedentry?

Brokenorwobblychairsorunsteadytables
quicklyrepairedorreplaced?

Restroomfloorscleanandfreefromwateror
soapaccumulation?

Restroomsfreefromtrashanddebris?

Openelectricaljunctionboxes,outletsorloose
orfrayedwires?

Safereceptaclesprovidedforcigarettebutts?

Allexitsproperlymarked,lightedand
unobstructed?

Emergencylightinginbasements?

Employeesprohibitedfromsmokinginstore
areas?

Floorsdry,cleanandfreefromgreasebuild-up?

Greasefiltersclean,inplace,withnogaps?
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       Yes NoN/AComments/Action  Date
         Requested  Corrected

InteriorAreas(continued)
(FoodPreparation&CookingAreas)

Aislewaysandtrafficpathsfreeofobstruction
andtrippinghazards?

Grilllocksinplaceandfittight?

Manualgasshut-offvalveeasilyaccessibleand
locatedbeforequickdisconnect?

Cautionsignpresenttousemanualgasshut-off
beforedisconnecting?

Fixedgaspipingsecurewithnoloosefittingsor
connections?

Foodpreparationequipmentingoodcondition,
properlyguardedandgrounded?

Fryercoppingpiecesfit?

Employeestrainedin“doublecheck”systemto
besurewhenallcookingequipmentisturnedoff
whenpreparingtoclose?

STORAGEANDREGRIGERATION

Heavierandbulkieritemsstoredonpalletsor
shelvesnearfloor?

Cartonspiledtohazardousheights?

Propertoolsforopeningcrates,boxes,barrels
andothercontainersprovidedandused?

Emergencyinteriordoorlatchingoodworking
conditionoralarmbelloperative?

ELECTRICALEQUIPMENT

Extensioncordsprohibitedfromuseasa
substituteforfixedwiring?

Panelboardsunobstructedandreadily
accessibleandcooltotouch?       
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Lightfixturesoverfoodpreparationservice,
displayfacilitiesandwarewashingareas
shieldedagainstbreakage?

Fluorescentlightfixturesunderfrontcounter
enclosedtopreventaccesstoexposedwiring
andhotlightbulbs?

FIRSTAID

Firstaidkitavailableforemergency?

Isitslocationconspicuouslymarked?

Alistofmedicationsinfirstaidkit?

Amemberofthemanagementorcrewcertified
toadministerfirstaid?

EXTERIORSURROUNDING

Walks,steps,rampsandotherpassagewaysin
goodrepairandfreefromholesorobstructions?

Parkinglotareasfreefromholesthatcouldcause
trippingandinjury?

Parkinglotareasandexteriorperimetersof
buildingadequatelylighted?

Iceandsnowremovedpromptlyfromexterior
landings,steps,walks,passagewaysand
parkinglotareas?

Hangingsigns,awningsandotherexterior
accessoriessafelysecured?

Everyexitinthebuildingclearlymarkedwitha
standardapprovedsignandclearlyvisible?

Pathsoftraveltoexitsfreeofcartons,trash
equipmentorsupplies?
  
Pedestriantrafficthroughdrive-thrulanes?

Speedbumpsandguardpostspaintedfor
easyvisibility?
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Gasmetersandelectricaltransformers
protectedbyguardposts?

TRASHSTORAGEANDDISPOSAL

Employeesoperatecompactorsandincinerators
inasafemanner,properlyusingguardsand
protectivedevices?

Trashcompactorunderkeycontrolwithdead-
manswitchandtrainedincompactoruse?

Smokingforbiddenintrashstorage?

Corralareasecuredtopreventaccess?

Combustibletrashaccumulatedawayfrom
thebuilding?


SAFETYPROGRAM


Employeesunderstandbasicprinciplesofsafety
andthecompany’spolicy?

Employeesknowthehazardsassociatedwith
theirdutiesandrelatedequipment?

Accidentsandnearmissespromptlyreported
andrecordedformanagementaction?

AllWC&GLaccidentsinvestigated?

Employeeproperlyreportallinjuries?

Employeesinstructed,counseledandreminded
through:Safetymeetings,on-the-jobsafety
training,postersandnewsletters?

Safetytalksutilizedduringcrewmeetings?

Anactivesafetycommitteeconcernsitself
aboutsafenessintheoperation?

Employeesencouragedtoreporthazardsand
suggestsafetyimprovements?

Incentiveprogram(s)inplace?
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WORKINGPRACTICES

Employeesrefrainfromrunningorrushing
whileperformingduties?

Employeeswhooperatemachineryorcooking
attentivetotheirtasks?

Employeesrefrainfromplay,teasingorplayfully
distractingfellowworkers?

Spillswipeduporsweptuppromptly?

Employeesliftinginapropermanner?

Employeesrefrainfromusingboxesorchairs
toreachshelves?

Employeesdisconnectequipmentpriorto
cleaningit?

PersonalProtectiveEquipment(PPE)utilized?

FIREPROTECTION

Isallcookingequipmentprotectedbyan
extinguishingsystem?

Extinguishingsystemprovidedbehindfilter
andinexitingducts?     

Automaticfireprotectionsystemovercooking
appliancesinspectedandservicedbyqualified
personsinthelast6months?

Remotereleaseaccessible?

Allextinguishersproperlymounted,easyto
accessandeasytosee?

Allextinguishersidentifiedforuse(classoffire)?

Allextinguisherstagged,notingmonthly
inspectionandannualmaintenance?

Onlytheportablefireextinguisheradjacenttothe
cookingequipmentofproper‘K’ratingandothers
wellawayfromcookingequipment?
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         Requested Corrected

Employeestrainedinuseofextinguishers?

Periodicfiredrillsheldfortheemployees?

Doemployeesknowwhattodoincaseofand
emergency?

Thefirealarm/detectortestedandinspected?

Telephonenumbersofthefiredepartmentand
otheremergencyservicesreadilyavailable?

Decorationsflameproofornon-combustible
materials?

Theautomaticsprinklersystems,standpipeand
hoseinstallationsinspectedwithinthelastyear
andinoperablecondition?

Theburglaralarmtestedandinspected?


PLAYLANDS(ifapplicable)

Isallequipmentinserviceapproved?

Areallretrofitsinplace?

Isequipmentsafelymaintained?

Softplayzippersmaintainedandlocked?

Aresurfacesapproved?

Aresurfacesfreefromtripandfallhazards?

Playlandexitgatetoparkinglotlocked?

COMMENTS:





Completedby:_________________________________________ Date:___________________

Address:___________________________________ City:________________________________

State:____ ZIP:_________


