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	Your company name here



[bookmark: _Toc449264281]YOUR COMPANY NAME HERE
[bookmark: _Toc90032630] HEALTH AND SAFETY PROGRAM

[bookmark: _Toc466799918][bookmark: _Toc470789823]SAFETY POLICY
Your company name here has established this safety program in accordance with OSHA regulations. It is our policy to provide a safe and healthful workplace for our employees, to observe all State and Federal Laws and Regulations and to provide an environment as free as possible from recognized hazards. We have and will continue to maintain and implement a comprehensive employee Health and Safety Program. 

Incident prevention is our goal. This safety program is designed to train our employees to follow safe practices and to recognize and correct unsafe working conditions. We are always working towards improvement. Safety is a part of each employee's job. Active participation and adherence to the IIPP is a condition of each employee's employment. No employee is required to work at a job that he or she knows is not safe; therefore, we must work to make every workplace safe by detecting and correcting unsafe working conditions as well as the detection of unsafe work practices.

The main objectives of the Injury and illness Prevention Program are:

· To protect people (employees, and others), property, and the environment from potential hazards
· To provide a flexible, uniform policy of safety management consistent with the requirements of the government safety, health, and environmental regulations
· To establish and maintain an effective Injury and Illness Prevention Program involving all levels of the organization including managers, supervisors, and employees
· To cooperate and assist clients, customers, and others involved in the work area to maintain a safe and healthful workplace

It is our goal to completely eliminate accidents and injuries. Because of the many different hazards of our industry, we must maintain a constant safety awareness to achieve this goal.

If a job cannot be performed safely, it must not be done until it can be done safely.
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[bookmark: _Toc398147430][bookmark: _Toc398162963][bookmark: _Toc334447259][bookmark: _Toc401039408][bookmark: _Toc476217381][bookmark: _Toc466799919][bookmark: _Toc470789824]PROGRAM OBJECTIVES

The success of the Your company name here's Safety and Health Program depends on the sincere, constant, and cooperative effort of all Plan officials, management, and employees.  Their active participation and support of the safety program and implementation of its procedures will make it a success.

Annual review:

The following objectives and goals have been established to gauge the success of our program, as a minimum guideline, and will be reviewed annually by the Safety Coordinator to evaluate the Plan's safety performance:

Objectives:

1. To provide a Safety and Health Program consistent with good operating practices and maintain compliance with applicable safety and health regulations.
2. To create an attitude of safety consciousness in management, supervision, and employees: We will establish a spirit of cooperation and teamwork throughout all operations regarding all health and safety matters.

In order to accomplish these objectives, our safety program will include:

1. Preplanning for safety in every portion of the operation through the active cooperation and participation of management personnel.  We will draw upon their experience and expertise to anticipate and mitigate or eliminate accident-producing situations.
2. Provide mechanical and physical safeguards to the maximum extent possible in compliance with government regulations, i.e., State or Federal OSHA, Fire Codes, etc.
3. Conduct a program of safety and health inspections to discover and correct unsafe working conditions or practices including any new processes or materials that have entered the workplace; to control health hazards; and to comply fully with the safety and health standards for each job, operation, and facility.
4. Training for all employees on good safety and health practices in current and new exposures.
5. Providing the necessary personal protective equipment and instructions for its use and care.
6. Developing and enforcing safety and health rules and requiring all employees to cooperate with these rules as a condition of employment.
7. Investigating every accident promptly to find its cause and correcting the problem in order to prevent recurrence.

Limitations:

All operations are not the same, and the policies and procedures set forth in this manual need to be tailored to the specific operations and characteristics of each operation.  The successful implementation of this manual will largely depend on the enthusiasm and common sense of each supervisor and coordinator.

Responsibility
The safety program administrator, who is the Safety Manager, has the authority, responsibility and overall accountability for implementing the provisions of this program for Your company name here.

All managers and supervisors are responsible for implementing and maintaining the safety program in their work areas and for answering employee / worker questions about the IIPP.  A copy of this program is available from each manager and supervisor. Employees are responsible for following safe practices.

[bookmark: _Toc449264282]Executive Management
Ultimate authority and responsibility for the safety program lies with Executive Management.  They ensure that adequate resources are available to accomplish the goals of the Your company name here Safety Program and that the system is incorporated in the day-to-day conduct of business. 

[bookmark: _Toc449264283]Safety Manager
Our Safety Manager has the authority, responsibility and overall accountability for the safety program.  Responsibilities include, but are not limited to:
· Providing a positive example for employees to follow by incorporating safe work practices in all aspects of their activities and following all Your company name here and client safety policies and procedures
· Conducting incident analysis to identify incident trends
· Ensuring that investigations are conducted and conducting site inspections
· Acting as a liaison between management and outside agencies
· Assuring training programs are established and tracked for employees and supervisors
· Developing technical guidance and programs to identify worksite hazards
· Ensuring corporate compliance with legal and other requirements.
· Monitoring health and safety, environment and quality assurance policies, procedures, protocols and legal requirements and assists site management in implementation
· Being a liaison with client’s Health and Safety department, governmental agencies, etc.
· Ensuring due diligence records are maintained incl. audits are conducted
· Monitoring and address all program shortcomings
· Performing all risk management requirements including worker’s compensation procedures are followed
· Preparing reports including key performance indicators to management and to the client as needed
· Monitoring corrective actions determined from audits, inspections, etc.
· [bookmark: _Toc449264284]Being the central point of contact for units in regards safety concerns	

Managers
All managers and supervisors are responsible for implementing and maintaining the safety program in their work areas and for addressing worker questions about the program.  These responsibilities include but are not limited to:
· Setting an example for employees to follow by incorporating safe work practices in all aspects of their activities and following all Your company name here and client safety policies and procedures;  
· Investigating (or assisting in) incidents
· Enforcing all Your company name here and client safety rules, policies or procedures in a consistent manner
· Ensuring safety meetings are conducted and documented
· Incorporating safety performance in the personnel evaluation/appraisal process
· Assuring that adequate resources are available to incorporate safety into their operations
· Monitoring and ensuring those supervisors within their responsible area are performing their duties in accordance with this safety management system

[bookmark: _Toc449264285][bookmark: _Toc231683882][bookmark: _Toc231683788]Supervisors
Supervisors set an example for employees to follow by incorporating safe work practices in all aspects of their activities and following all Your company name here and client safety policies and procedures. These responsibilities include but are not limited to:
· Enforcing all Your company name here and client safety rules, policies or procedures in a consistent manner
· Assuring that safety devices and PPE are available and properly utilized
· Promptly addressing safety concerns and issues brought to their attention by employees
· Assuring that injuries/illnesses are treated promptly and management being notified immediately
· Assisting in investigating all incidents and near misses
· Assuring that no unsafe condition exists in their area of responsibility
· Assuring that employees are properly oriented and trained for hazards and equipment at their location;
· Performing safety orientations and documenting the orientation before allowing any employee to begin work at their location.

[bookmark: _Toc231683883][bookmark: _Toc231683789][bookmark: _Toc449264286]EmployeeS
Working safely is a condition of employment.  Every employee will comply with safe and healthy work practices.  Every employee will comply with safe and healthy work practices by incentives, training, re-training programs and disciplinary programs.  Each employee has personal responsibility and accountability for safety on the job.  All employees are responsible for:
· Following all Your company name here and client safety policies and procedures and to perform assigned work duties in a safe manner
· Stopping work immediately if they consider conditions or work methods to be unsafe and notifying their supervisor of the problem
· Making every effort to report any injury, suspected injury, job related illness, spill or damage to any property to their immediate supervisor.  If the immediate supervisor is not available, the employee is then to immediately notify the project manager
· Implement supervisor’s assignment of duties and identify and correct any unforeseen hazards
· Participate in project Training Programs, Tool-Box Meetings, as well as required training as deemed necessary by the Supervisor, Jobsite Safety Administrator or Safety Director
· Use the appropriate personal protective equipment per the manufacturer's specifications as designated for the task in the Safety Data Sheets (SDS) and on the container
· Maintain the OSHA required certifications for tools and equipment 
· Safety is still the primary responsibility of the employee, and good judgment shall be used at all times

[bookmark: _Toc466799920][bookmark: _Toc449264287][bookmark: _Toc470789825]Compliance
Management is responsible for ensuring that all safety and health policies and procedures are clearly communicated and understood by all employees. Managers and supervisors are expected to enforce the rules fairly and uniformly. All employees will comply with safe and healthy work practices by incentives, training, re-training programs and disciplinary programs.  Your company name here’s system of ensuring that all employees comply with the rules and maintain a safe work environment include:
· Informing employees of the provisions of our Safety Program.
· Evaluating the safety performance of all employees.
· Recognizing employees who perform safe and healthful work practices.
· Providing training to employees whose safety performance is deficient.
· Disciplining employees for failure to comply with safe and healthful work practices.

[bookmark: _Toc466799921][bookmark: _Toc470789826]DISCIPLINARY POLICY
[bookmark: _Toc421967885][bookmark: _Toc411421997][bookmark: _Toc401039415][bookmark: _Toc334447266][bookmark: _Toc398162970][bookmark: _Toc398147437]INTRODUCTION 
This policy is intended to provide rules and guidelines for administering disciplinary action to employees, who violate safety rules and procedures or who, by their record or actions, indicate a disregard for safety.

Safety related disciplinary action will be administered through the Safety Coordinator.

[bookmark: _Toc421967886][bookmark: _Toc411421998][bookmark: _Toc401039416][bookmark: _Toc334447267][bookmark: _Toc398162971][bookmark: _Toc398147438]PURPOSE
The purpose of this policy is to enhance safety awareness in all employees, and to motivate them to perform their work safely, in accordance with established safety rules, procedures, and instructions.

Responsibilities
It is the responsibility of each and every person employed by Your company name here to work in a safe and efficient manner.  The safety system provides guidelines and procedures to help insure that safe work practices are observed.  In the event that any employee violates provisions of the Your company name here safety system or works in a manner that threatens his own health and safety or the health and safety of the employees 	around him, he will be subject to disciplinary action, up to and including termination of employment.  

The safety manager, operations managers, supervisors and foremen hold positions responsible for enforcing the safety system and for issuing disciplinary action as required by this section of the safety manual.

Your company name here is committed to safety and senior management holds all supervisory staff responsible and accountable for safety within their respective areas.

Physical inspections by Your company name here officials or insurance representatives shall occur.  Company officials must conduct periodic inspections of work areas to ensure compliance with safety rules and policies.

Requirements
Safety is a core value and a condition of employment at Your company name here. The following actions constitute a safety violation:
· Not following verbal or written safety procedures, guideline or rules of Your company name here or our clients
· Horse play, failure to wear required PPE, and or abuse of PPE 
· Being under the influence of drugs or alcohol during work
· Bringing weapons on the job site
· Failure to report incidents or injuries
· Attempted or actual physical force to cause injury, threatening statements or other actions to cause an employee to feel they are at risk of injury.


Procedure
The following procedures will be following after issuing a safety violation notice:

The first offense will result in a verbal warning.  The employee will be met with and informed that he or she is being issued a verbal warning and informed of the infraction, rule or procedure that was violated and the corrective action to be taken.  Proper procedure will be discussed to clarify the situation and allow the employee to correct his behavior.  The person making this verbal warning will inform the operations manager of his branch that this warning has been issued so the operations manager may make a written record of the warning.

The second offense will result in a written reprimand and additional training.  The reprimand will be written on the standard Safety Reprimand form (see below) and will describe the unsafe activity or behavior that needs correction.  Refer to the section of the safety program that was violated (when applicable).  The employee receiving the reprimand has the right to submit a written rebuttal to the reprimand.  The employee must sign the reprimand.  The reprimand and any rebuttal will become a part of the employee's employment records.

The third offense will result in another written reprimand (using the standard form) and punitive layoff, the duration of which will be decided at the time of the disciplinary action and is to be weighed by the severity of the offense.  Again, the employee may submit a written rebuttal to the reprimand.  The employee must sign the reprimand.  The reprimand and any rebuttal will become a part of the employee's employment records.

The fourth offense may result in the termination of the offending employee.  

The above actions are to be placed against a sliding twelve month scale.  If an employee receives a reprimand on January 1 and commits his fourth offense on or before December 31st of the same year, he is terminated.  The employee does not have to commit the same violation each time to receive further reprimands.  He could receive a verbal reprimand for smoking in a no smoking area on his first offense and get a written reprimand for his second offense which might be a forklift violation and yet another for failing to use proper personal protective equipment.  He will be terminated upon his fourth offense in the last twelve months.

In the case of serious safety violations such as by-passing guarding or other unsafe activities that put the violator or other employees at serious risk of injury, the manager may move the violator directly to the second or third warning level.  If the violator’s actions put him or others at risk of death or dismemberment the manager has the option to terminate him with no further warning.  







SAFETY REPRIMAND FORM


Date: 		____________________						Reprimand # ____

Issued To: 	_____________________________________________________

Signature:	_____________________________________________________

Issued By:	_____________________________________________________

Signature:	_____________________________________________________

Violation (Describe in Detail):	













Follow up Training:	______________________________________________________

Presented by:		______________________________________________________

Date of Training:		______________________________________________________			

Trainee Signature:	______________________________________________________




[bookmark: _Toc449264288][bookmark: _Toc466799922][bookmark: _Toc470789827]Communication
All managers and supervisors are responsible for communicating with all workers about occupational safety and health in a form readily understandable by all workers. We recognize that open, two-way communication between management and staff on health and safety issues is essential to an injury-free, productive workplace. The following system of communication is designed to facilitate a continuous flow of safety and health information between management and staff in a form that is readily understandable and consists of the following items:
· New employee orientation including a discussion of safety and health policies and procedures.
· Review of our Safety Program, workplace safety and health training programs.
· Regularly scheduled safety meetings.
· Effective communication of safety and health concerns between employees and supervisors, including translation where appropriate.
· Posted or distributed safety information.
· A system for employees to report safety and health hazards/problems effectively and anonymously without fear of reprisal or reprimand.
· Where required, a labor/management safety and health committee that meets regularly, prepares mitten records of the safety and health committees meetings, reviews results of the periodic scheduled inspections, reviews investigations of accidents and exposures and makes suggestions to management for the prevention of future incidents, reviews investigations of alleged hazardous conditions, and submits recommendations to assist in the evaluation of employee safety suggestions.

[bookmark: _Toc449264289][bookmark: _Toc335309537][bookmark: _Toc231683893][bookmark: _Toc231683799]Open Door Policy
It is preferred that the immediate supervisor and/or project management be consulted for resolution of the concern; however, Your company name here maintains a strong open door policy to report problems or concerns to any level of management without fear of reprisal of any employee.

[bookmark: _Toc449264290][bookmark: _Toc335309539][bookmark: _Toc231683897][bookmark: _Toc231683803]Safety Meetings
Employees are required to attend safety meetings and the meetings shall be documented.  Management is to attend all safety meetings if present on site.

[bookmark: _Toc449264291][bookmark: _Toc466799923][bookmark: _Toc470789828]Hazard ASSEsSMENT
Your company name here shall use the system in place for identifying and evaluating workplace hazards whenever new substances, procedures or processes are introduced into the workplace and to meet all applicable State and Federal OSHA requirements.

[bookmark: _Toc449264292][bookmark: _Toc335309541]Defining Hazards
A hazard is anything with the potential to harm life, health or property. Classifications of workplace hazards are divided into six groups:
· Physical hazards such as noise, electricity, heat and cold
· Chemical hazards such as toxic gases, noxious fumes and corrosive liquids
· Ergonomic hazards such as the height of a workbench, the shape of a vehicle seat 
· Radiation hazards, for example, from x-ray machines, high powered lasers, radioactive materials
· Biological hazards such as syringes containing potentially infected blood, etc.


dentifying Workplace Hazards
Periodic inspections to identify and evaluate workplace hazards shall be performed by the inspector, project manager or safety representative and/or the safety committee.

A complete inspection of all work site tasks will be carried out by the Safety Manager in conjunction with employees. This will develop an inventory of all of the hazards and appropriate tasks conducted throughout the work site.  Areas for hazard identification include:
· When we hire and/or reassign permanent or intermittent employees to processes, operations, or tasks for which a hazard evaluation has not been previously conducted.
· When new, previously unidentified hazards are recognized
· When new substances, processes, procedures, or, equipment which present potential new hazards are introduced into our workplace.
· When occupational injuries and illnesses occur.
· Whenever workplace conditions warrant an inspection. Periodic inspections consist of identification and evaluation of workplace hazards utilizing applicable documentation and any other effective methods to identify and evaluate workplace hazards.
· Activities of all persons having access to the workplace including contractors and visitors.
· Infrastructure, equipment and materials at the workplace
· Changes or proposed changes in Your company name here, its activities or materials
· The setup of work areas, processes, installations, machinery, operating procedures including their adaption to staff capabilities.
· Job scope change – if there is a change to a job scope then the hazards associated with the change shall be assessed.  A job scope change should be discussed with effected personnel and documented.  This can be documented via a standard safety meeting form.
Processing, Receiving, Shipping and Storage - equipment, job planning, layout, heights, floor loads, projection of materials, material handling and storage methods, training for material handling equipment.
Building and Grounds Conditions - floors, walls, ceilings, exits, stairs, walkways, ramps, platforms, driveways, aisles.
Housekeeping Program - waste disposal, tools, objects, materials, leakage and spillage, cleaning methods, schedules, work areas, remote areas, storage areas.
Electricity - equipment, switches, breakers, fuses, switch-boxes, junctions, special fixtures, circuits, insulation, extensions, tools, motors, grounding, national electric code compliance.
Lighting - type, intensity, controls, conditions, diffusion, location, glare and shadow control.
Heating and Ventilation - type, effectiveness, temperature, humidity, controls, natural and artificial ventilation and exhausting.
Machinery - points of operation, flywheels, gears, shafts, pulleys, key ways, belts, couplings, sprockets, chains, frames, controls, lighting for tools and equipment, brakes, exhausting, feeding, oiling, adjusting, maintenance, lockout/tagout, grounding, work space, location, purchasing standards.
Personnel - training, including hazard identification training; experience; methods of checking machines before use; type of clothing; PPE; use of guards; tool storage; work practices; methods for cleaning, oiling, or adjusting machinery.
Hand and Power Tools - purchasing standards, inspection, storage, repair, types, maintenance, grounding, use and handling.
Chemicals - storage, handling, transportation, spills, disposals, amounts used, labeling, toxicity or other harmful effects, warning signs, supervision, training, protective clothing and equipment, hazard communication requirements.
Fire Prevention - extinguishers, alarms, sprinklers, smoking rules, exits, personnel assigned, separation of flammable materials and dangerous operations, explosion-proof fixtures in hazardous locations, waste disposal and training of personnel.
Maintenance - provide regular and preventive maintenance on all equipment used at the worksite, recording all work performed on the machinery and by training personnel on the proper care and servicing of the equipment.
PPE - type, size, maintenance, repair, age, storage, assignment of responsibility, purchasing methods, standards observed, training in care and use, rules of use, method of assignment.
Transportation - motor vehicle safety, seat belts, vehicle maintenance, safe driver programs.
First Aid Program/Supplies - medical care facilities locations, posted emergency phone numbers, accessible first aid kits.
Evacuation Plan - establish and practice procedures for an emergency evacuation, e.g., fire, chemical/biological incidents, bomb threat; include escape procedures and routes, critical plant operations, employee accounting following an evacuation, rescue and medical duties and ways to report emergencies.

At existing locations employees shall be continually involved in the identification of hazards.  Unidentified hazards are to be reported immediately and assessed for risk.  Additional sources for ongoing hazard identification shall include:


Routine Activities
· Job Hazard Analyses 
· Ergonomic assessments 
· Industrial hygiene surveys 
· Workplace Inspections 
· Job observations 
· Audits 
· Document review Non-routine Activities
· Accident/incident investigations 
· Following emergency situation



[bookmark: _Toc449264299][bookmark: _Toc335309546]Review of Hazard Assessment
Hazard assessments are reviewed annually. Documenting Safety and Health Hazard Inspections and Records of Facility Safety Inspections and Resulting Corrective Actions are Maintained - Records of scheduled and periodic inspections to identify unsafe conditions and work practices, including person(s) conducting the inspection, the unsafe conditions and work practices that have been identified and action taken to correct the identified unsafe conditions and work practices. These records shall be maintained for at least one year.  See Identified Hazards and Correction Record at the end of this document. 


[bookmark: _Toc449264300][bookmark: _Toc466799924][bookmark: _Toc470789829]Hazard Correction
Unsafe or unhealthy work circumstances, practices or procedures shall be corrected in a timely manner based on the severity of the hazards. Hazards shall be corrected according to the following procedures:
· When observed or discovered.
· When an imminent hazard exists which cannot be immediately abated without endangering employee (s) and/or property, we will remove all exposed workers from the area except those necessary to correct the existing condition.
· Workers necessary to correct the hazardous condition shall be provided with the necessary protection.
· All such actions taken and dates they are completed shall be documented on the appropriate forms.
· All accidents shall be investigated promptly regardless of their severity.  Promptness of the investigation is essential since conditions at the accident scene change. Moreover, witnesses are more likely to relate circumstances as they were, without the added conjecture that comes late from discussions of the accident with other employees.  The type of investigation depends on the nature and magnitude of the accident.
· Each department supervisor/manager shall promptly investigate, thoroughly analyze, and report in writing to department head all accidents involving personal injury and/or property damage or the potential there for, once they occur.
· Accident investigation reports shall be submitted within 24 hours of the first notice to the supervisor/manager.
· During inspection or hazard reviews any area requiring correction will be noted and the correction actions identified, who is responsible for the corrective actions, when will the corrective action be completed and how will the corrective action completion be proven.  See Identified Hazards and Correction Record at the end of this document.
· When observed or discovered either by workers or during a management walk-around or by the Corporate Safety Manager or workers any unsafe act or condition shall be noted and corrected.
· Workers have the authority and obligation to stop work and report their finding to their supervisor. Supervisors shall investigate all reports from employees to determine the existence of a hazard and to categorize its severity. Supervisors shall request the Safety Manager’s assistance in any matter they feel is beyond their level of training for making a clear determination of how best to abate the newly-recognized hazard.
· Hazards which cannot be mitigated or eliminated immediately shall be assigned to a competent person who will be responsible for barricading, locking out, or other appropriate controls to limit exposure to the potential hazard. The competent person shall then be responsible for ensuring completion of the corrective action and notification to the Safety Manager, supervisors and workers when the corrective action is completed.
· When an imminent hazard exists which cannot be immediately abated without endangering employee(s) and/or property, remove all exposed personnel from the area except those necessary to correct the existing condition. Employees necessary to correct the hazardous condition shall be provided the necessary safeguards.

[bookmark: _Toc449264304]Prioritizing Corrective Actions
Your company name here will use the following methods and/or procedures for correcting unsafe or unhealthy conditions, work practices and work procedures in a timely manner based on the severity of the hazard.
· Tagging unsafe equipment "Do Not Use," and providing a list of alternatives for employees to use until the item is repaired.
· Stopping unsafe work practices and providing retraining on proper procedures before work resumes.
· Reinforcing and explaining the need for proper personal protective equipment and ensuring its availability.
· Barricading areas that have chemical spills or other hazards and reporting the hazardous conditions to a supervisor.
· If an imminent hazard exists, work in the area should cease, and the appropriate supervisor must be contacted immediately. If the hazard cannot be immediately corrected without endangering employees or property, all personnel need to be removed from the area except those qualified and necessary to correct the condition. These qualified individuals will be equipped with necessary safeguards before addressing the situation.
*See Identified Hazards and Correction Forms at the end of this document.

[bookmark: _Toc449264305]Follow-up for Proper Corrective Actions
Records of the steps taken to implement and maintain the Program shall include records of scheduled and periodic inspections to identify unsafe conditions and work practices, including person(s) conducting the inspection, the unsafe conditions and work practices that have been identified and action taken to correct the identified unsafe conditions and work practices.  See Identified Hazards and Correction Record at the end of this document.

[bookmark: _Toc466799925][bookmark: _Toc449264302][bookmark: _Toc470789830]Accident Investigation
The employee's supervisor and Safety Manager are responsible for performing an investigation to determine and correct the cause(s) of the incident. Specific procedures that can be used to investigate workplace accidents and hazardous substance exposures include:
· Interviewing injured personnel and witnesses
· Examining the injured employee's workstation for causative factors
· Reviewing established procedures to ensure they are adequate and were followed
· Reviewing training records of affected employees
· Determining all contributing causes to the accident
· Taking corrective actions to prevent the accident/exposure from reoccurring 
· Recording the findings, corrective actions taken, and the date the corrective actions were taken.
Investigations reports will include recommendations for corrective action(s) if necessary to prevent the accident or exposure from reoccurring.  Your company name here will review investigations of occupational accidents and causes of incidents resulting in occupational injury, occupational illness, or exposure to hazardous substances and, where appropriate, submit suggestions to management for the prevention of future incidents.

[bookmark: _Toc449264301]Injury Reporting
· Employees who are injured at work must report the injury immediately to their supervisor.
· The supervisor of the injured employee must work with the Safety Manager to ensure that the "Employer's Report of Occupational Injury or Illness" and a "Workers' Compensation Claim Form" are completed properly and submitted.
· If the injured employee saw a physician, the supervisor should obtain a medical release form before allowing the employee to return to work. The health care provider may stipulate work tasks that must be avoided or work conditions that must be altered before the employee resumes his or her full duties.


Serious Injury reporting
OSHA requires every employer report immediately to the nearest District Office of the Division of Occupational Safety and Health any serious injury or illness, or death, of an employee occurring in a place of employment or in connection with any employment. 

[bookmark: _Toc466799926][bookmark: _Toc470789831]Basic Reporting Requirements
· Within eight (8) hours after the death of any employee as a result of a work-related incident, you must report the fatality to the Occupational Safety and Health Administration (OSHA), U.S. Department of Labor.
· Within twenty-four (24) hours after the in-patient hospitalization of one or more employees or an employee's amputation or an employee's loss of an eye, as a result of a work-related incident, you must report the in-patient hospitalization, amputation, or loss of an eye to OSHA.
· You must report the fatality, inpatient hospitalization, amputation, or loss of an eye using one of the following methods:
· By telephone or in person to the OSHA Area Office that is nearest to the site of the incident.
· By telephone to the OSHA toll-free central telephone number, 1-800-321-OSHA (1-800-321-6742).
· By electronic submission using the reporting application located on OSHA's public Web site at https://www.osha.gov/pls/ser/serform.html.

[bookmark: _Toc466799927][bookmark: _Toc449264306][bookmark: _Toc470789832]Training and Instruction
All employees, including managers and supervisors, shall have training and instruction on general and job-specific safety and health practices provided prior to or at the time of initial job assignment. Training and instruction shall be provided as follows:
All employees shall be provided training and instruction:
· When the program is first established; 
· To all new employees; 
· To all employees given new job assignments for which training has not previously been received; 
· Whenever new substances, processes, procedures or equipment are introduced to the workplace and represent a new hazard; 
· Whenever the employer is made aware of a new or previously unrecognized hazard; and, 
· For supervisors to familiarize themselves with the safety and health hazards to which employees under their immediate direction and control may be exposed
Workplace safety and health training practices include, but are not limited to, the following: 
· Explanation of Your company name here’s IIPP, emergency action plan and fire prevention plan, and measures for reporting any unsafe conditions, work practices, and injuries.
· Use of appropriate clothing, including gloves, footwear, and personal protective equipment.
· Information about chemical hazards to which employees could be exposed and other hazard communication program information.
· Availability of toilet, hand-washing and drinking water facilities.
· Provisions for medical services and first aid including emergency procedures.

Training on Code of Safe Practices will be provided.  When workers are first employed they shall be given instructions regarding the hazards and safety precautions applicable to the type of work in question and directed to read and follow the Code of Safe Practices.


[bookmark: _Toc335309551][bookmark: _Toc449264307]Ensure that Appropriate Training Records are Maintained
· Employee training, inspection reports and corrective actions resulting from inspections shall be recorded and maintained for one year.

[bookmark: _Toc335309553][bookmark: _Toc449264308]Training Documentation Requirements of Employee’s Training Records
· Documentation of safety and health training required for each employee, including employee name or other identifier, training dates, type(s) of training and training providers shall be maintained. This documentation shall be maintained for at least one (1) year.
· Records of "toolbox" or "tailgate" safety meetings, or equivalent are maintained.  Documentation of safety and health training required for each employee, including employee name or other identifier, training dates, type(s) of training and training providers shall be maintained. This documentation shall be maintained for at least one year.

[bookmark: _Toc466799928][bookmark: _Toc449264309][bookmark: _Toc470789833]Recordkeeping
Your company name here has taken the following steps to implement and maintain our IIP Program:
· Records of hazard assessment inspections, including the person(s) conducting the inspection, the unsafe conditions and work practices that have been identified and the action taken to correct the identified unsafe conditions and work practices, are recorded on a hazard assessment and correction form.
· Documentation of safety and health training for each employee, including the employee's name or other identifier, training dates, type(s) of training, and training providers are recorded on an employee training and instruction form.
· We also include the records relating to employee training provided by a construction industry occupational safety and health training program approved by OSHA.
· Inspection records and training documentation will be maintained for one year, except for training records of employees who have worked for less than one year which are provided to the employee upon termination of employment. 

[bookmark: _Toc449264310][bookmark: _Toc335309557]OSHA Recordkeeping
At the end of each calendar year the Safety Manager prepares the OSHA 300 and distributes the OSHA 300A Summary Reports to each Your company name here facility.

[bookmark: _Toc466799929][bookmark: _Toc449264311][bookmark: _Toc335309558][bookmark: _Toc231683921][bookmark: _Toc231683827][bookmark: _Toc470789834]Health and Safety Key Performance Indicators (KPI)
KPIs are used to determine what changes need to be made, to review individual project management success towards compliance and to track progress towards published goals and objectives.  KPI results are supplied to Your company name here management on a monthly basis.  Safety and health KPIs are tracked for each project manager’s responsible area and include:
· Injuries
· Days Away from Work Cases
· Restricted Work Cases; Recordable Medical Cases
· Total Recordable Injuries/Illness and Incident Rate
· First Aid Cases
· Hours Worked
· Vehicle incidents and property damage or loss
· Reportable spills
· Workers compensation data

[bookmark: _Toc449264312][bookmark: _Toc335309559][bookmark: _Toc231683922][bookmark: _Toc231683828]Monitoring
Monitoring is conducted to confirm and check compliance with safety and health requirements and to ensure the use and effectiveness of operational controls.  Activities include:
· Annual Management Review
· Monthly Key Performance Reports 
· As needed facility inspections
· Training Records
· Safety Meetings
· Incident investigations




[bookmark: _Toc449264314][bookmark: _Toc471381689][bookmark: _Toc36653611]HAZARD ASSESSMENT AND CORRECTION RECORD
 
	Date of Inspection: Person Conducting Inspection:






	Unsafe Condition or Work Practice:










	Corrective Action Taken:













 
 
 
 
 

[bookmark: _Toc449264315][bookmark: _Toc471381690][bookmark: _Toc36653612] ACCIDENT/EXPOSURE INVESTIGATION REPORT
 
	Date & Time of Accident:



	Location:



	Accident Description:





	Employees Involved:



	Preventive Action Recommendations:






	Corrective Actions Taken:






	Manager Responsible: Date Completed:


















YOUR COMPANY NAME HERE
[bookmark: _Toc90032631]EMERGENCY ACTION PLAN

1.1 [bookmark: _Toc211313705][bookmark: _Hlk44088455]Purpose
[bookmark: _Toc170266136][bookmark: _Toc43008960]Each Your company name here location shall have a written Emergency Action Plan, appropriate to the hazards of the workplace, in order to respond to an emergency that may require rescue or evacuation. 

Each Emergency Action Plan shall be prepared to reflect all known probable emergency conditions which may arise from within the workplace and from adjacent workplaces, the minimum of which will include fire or other emergencies.

The emergency action plan must be available to all employees to review.  An emergency action plan must be in writing, kept in the workplace and available to employees for review. However, if a site has 10 or fewer employees the plan may be orally to employees. 
1.2 [bookmark: _Toc211313706]Emergency Response Planning, Issuing and Annual Review Guidelines
Emergency Procedures shall be issued and discussed with all new/transferred personnel upon arrival for assignment.

Emergency Action Plans shall be established, implemented, reviewed, maintained and updated annually in conjunction with:
· Client emergency services department requirements.
· Your company name here safety staff and management.
· The requirement to ensure the plan is up to date to reflect current circumstances at the workplace.
The plan is to be reviewed before the job and when conditions warrant and should be used for routine and non-routine emergencies as well as changes in operation, and products or services which warrant new emergencies situations.  

1.2.1 Reviewing the Emergency Action Plan with Employees
A review of the emergency action plan should occur with employees:
· When the plan is developed or the employee is assigned initially to a job.
· When the employee's responsibilities under the plan change.
· When the plan is changed.
1.3 Procedures for Emergency Evacuation Planning
The emergency action plan must include procedures for emergency evacuation.  An emergency action plan must include at a minimum procedures for emergency evacuation, including type of evacuation and exit route assignments.
The individual site evacuation procedure shall be appropriate to the risk must be developed and implemented to: 
· Notify staff, including the first aid attendant, of the nature and location of the emergency, 
· Evacuate employees safely and procedures to account for all employees after evacuation,
· Check and confirm the safe evacuation of all employees, 
· Notify the fire department or other emergency responders, and 
· Notify adjacent workplaces or residences which may be affected if the risk of exposure to a substance extends beyond the workplace. Notification of the public must be in conformity with the requirements of other jurisdictions, including provincial and municipal agencies.

1.4 [bookmark: _Toc211313707]List of Potential Emergencies
The emergency action plan must include procedures for reporting a fire or other emergency.  An emergency action plan must include at a minimum procedures for reporting a fire or other emergency.
Each location shall conduct a risk assessment for hazards posed by potential hazardous substances from accidental release, fie or other such emergencies that could cause an evacuation or rescue and list the potential emergencies for Your company name here operations.  Procedures for each of these potential emergencies shall be contained within the Emergency Action Plan.  Examples include:
· Fire
· Gas Leaks/Chemical Spills 
· Bomb Threats
· Medical Emergencies
· Explosion
· Workplace Violence

1.4.1 [bookmark: _Toc170266137][bookmark: _Toc211313743]Guidance Procedures for Potential Emergencies 
1.4.2 [bookmark: _Toc211313744]Fire
· Warn others in the immediate area.  Notify the appropriate emergency response personnel by phone or radio and pull the nearest fire alarm if present.  
· If nearby staff have been trained, and it is safe to do so, fight the fire using a portable fire extinguisher. Remember, if in doubt get out.
· Evacuate the premises via the nearest exit and proceed to the nearest Emergency Assembly Area.
· Re-enter only after the Emergency Coordinator has given an ALL CLEAR.

1.4.3 [bookmark: _Toc211313745]Gas Leaks/Chemical Spills - Upon smelling or noticing a gas leak or unusual vapors, or a chemical spill:
· Pull fire alarm (if present) or sound warning and evacuate the premises via the nearest exit
· Proceed to the Emergency Assembly Area
· Contact local emergency response personnel by phone or radio
· Re-enter only after the Emergency Coordinator has given an ALL CLEAR.

If employees are required to control a release of a hazardous substance, to perform cleanup of a spill, or to carry out testing before re-entry, Your company name here shall provide:
· Adequate written safe work procedures and documented training.
· Appropriate personal protective equipment which is readily available to employees and is adequately maintained, and 
· Material or equipment necessary for the control and disposal of the hazardous substance.

1.4.4 [bookmark: _Toc211313746]Bomb Threats
· If a threat is received by phone, mail or other means, get as much information as possible.
· If the threat is received by phone, try to keep the person on the line for as long as possible.  Do not hang up the phone, even after the call has been terminated.
· Contact local emergency response personnel by phone or radio.
· If a suspicious device is identified, evacuate the immediate area and notify local emergency response personnel.

1.4.5 [bookmark: _Toc211313747]Medical Emergencies
· Call for assistance by phone or radio.  Give the exact location and details of the medical emergency.
· If qualified, provide basic first aid, and keep the person comfortable.  Do not move the person.  Do not leave him/her unattended.
· [bookmark: _Toc211313748]Arrange for emergency medical transportation based on the medical planning portion of the site’s Emergency Action Plan.  

1.4.6 Explosions
· Get down on the floor, take shelter under tables or desks, and protect your face and head against flying glass and debris.
· Once it is safe to do so, evacuate the premises via the nearest exit and proceed to the nearest Emergency Assembly Area.
· Re-enter only after the Emergency Coordinator has given an ALL CLEAR.

1.4.7 [bookmark: _Toc211313749]Workplace Violence
· Notify security immediately by phone or radio and report the occurrence.
· Do NOT attempt to physically intervene.  Protect yourself first at all costs.

1.5 [bookmark: _Toc211313709]Emergency Response Equipment
1.5.1 Listing of Types of Emergency Equipment
Each site Emergency Action Plan shall identify, list the locations of and provide operational procedures for types of emergency equipment.  For off-site locations, available emergency equipment should be identified and reviewed with workers prior to commencing work activities.  Examples include:
Living areas with an audible alarm and a fire hose cabinet.  
Emergency lighting, exit doors, dampers and fire stop flaps.  
First aid kits located throughout the facility and in vehicles.
Portable fire extinguishers being located throughout the facility and clearly marked.
Only authorized and trained personnel will operate emergency equipment.

1.5.2 [bookmark: _Toc192145433][bookmark: _Toc211313710]Inspection & Maintenance Records
Maintenance records must be kept, including but not limited to the name of manufacturer, the type of equipment, the date put into service, when and for what purpose the equipment has been used, the date of the last inspection and name of the inspecting person, any damage suffered, and the date and nature of any of maintenance on emergency response equipment.

Ropes and associated equipment must be inspected visually and physically by qualified employees after each use for rescue, evacuation or training purposes.

The Your company name here designated representative will perform and maintain the Your company name here Emergency Inspection Checklist Form on a monthly basis.  The checklist shall be maintained for retention in active files for two years and in on-site archives for seven years.
1.6 
1.7 Media Response Plan
Your company name here employees must not be interviewed by anyone unless the Legal Department has given prior approval. In most cases the Legal Department will have an attorney present for such interviews. 

Note: If after Your company name here personnel have received approval for an interview from the Legal Department and another party’s attorney appears unannounced, you should politely adjourn the interview until the Your company name here Legal Department can be contacted.  Personnel must not give any work-related interviews, affidavits, written or recorded statements, or depositions without the express approval from the Your company name here Legal Department. 

In the case of interviews of Your company name here employees by non-attorneys, (law enforcement, government officials, media, etc.) you must inform the Legal Department before the interview.  If the interview is taped or videotaped, you must request a copy of the tape. If the interview is reduced to writing, you must ask for a copy of any notes or statements taken.  This procedure is to avoid information being misrepresented.

All media requests should be referred to the Your company name here Chief Operating Officer.  Unless requested to do so by the Legal Department, other company personnel are not to give interviews or make statements to the media.  Management prefers that families of personnel involved in an incident receive initial notification from a Your company name here representative and not the media.

1.8 [bookmark: _Toc170266148][bookmark: _Toc211313711]Training
[bookmark: _Toc170266138][bookmark: _Toc211313712][bookmark: _Toc170266149][bookmark: _Toc43173743]Your company name here shall ensure training for Emergency Action Plan is delivered, documented and prepares the staff and facility for emergency conditions.  Your company name here will designate and train employees to assist in a safe and orderly evacuation of other employees.  Requirements include:
All employees must be given adequate instruction in the fire prevention and emergency evacuation procedures applicable to their workplace.  
The designated site representative shall provide the Emergency Action Plan orientation to all new/transferred personnel before they begin work.  
All personnel shall receive a review/update orientation at least annually, or whenever any new/revised information is to be provided.  
The Emergency Action Plan Orientation Check List shall be completed after orientation and the record maintained in the individual’s training records.
Your company name here management shall ensure that contractors/consultants working in areas under the supervision of Your company name here also receive the Emergency Action Plan orientation upon arrival to the area.  
Employees expected to perform duties under the Emergency Action Plan will be trained prior to assuming their roles.   This will include simulated rescue or evacuation exercises and regular retraining, appropriate to the type of rescue or evacuation being provided, and training records must be kept.
A list of trained staff responders shall be posted and maintained indicating their name, response function, their work location and what type of equipment they have been trained for.  

1.9 Location and Use of Emergency Facilities
Your company name here shall ensure each Emergency Action Plan lists the location and how to use emergency facilities for each work site.   For off-site locations, outside services that can provide assistance in the event of an emergency should be identified and reviewed with workers prior to commencing work activities. A list shall be posted in a conspicuous area showing local emergency facilities and how to contact.  Examples include:
· Client Emergency Response Department (Initial Responder for All Emergencies If Applicable) 
· Local Police, Local Hospital, Poison Center (Poison Response) 1-800-332-1414, etc.

1.10 [bookmark: _Toc170266152][bookmark: _Toc211313722]Fire Protection & Response
[bookmark: _Toc211313723]Your company name here shall ensure each Emergency Action Plan provides fire protection and response planning within each site Emergency Action Plan and is utilized during all phases of work.  As a minimum, all shall include the following:

1.10.1 Protection
Smoking is not permitted except in designated ‘SMOKING” areas.
Facilities shall be designed and maintained in accordance with local fire code and regulations.
Portable fire extinguishers shall be stationed, inspected and maintained in accordance with local fire code and regulations.  Your company name here personnel shall be trained in their use.
Flammable and combustible liquids shall be properly stored.
Employees shall report all fire safety issues to their immediate supervisor.
Facilities shall be inspected by use of the Your company name here Emergency Inspection Checklist

1.10.2 [bookmark: _Toc211313724]Response
In the event of a fire, personnel working in facility will adhere to the following procedure for their work area:
Warn others in the immediate area.  Notify the appropriate emergency response personnel by phone or radio and pull the nearest fire alarm if present.  
If nearby staff have been trained, and it is safe to do so, fight the fire using a portable fire extinguisher. Remember, if in doubt get out.
Evacuate the premises via the nearest exit and proceed to the nearest Emergency Assembly Area.
Re-enter only after the Emergency Coordinator has given an ALL CLEAR.

Roads are designated as fire lanes.  Vehicles can stop there for unloading, but no parking will be allowed.
1.11 [bookmark: _Toc170266153][bookmark: _Toc211313726]Alarm & Emergency Communication
1.11.1 [bookmark: _Toc43008962][bookmark: _Toc170266154][bookmark: _Toc211313727]Each emergency action plan for Your company name here shall contain methods to address alarms and communications in case of an emergency.  For off-site locations, the method of emergency notification should be identified and reviewed with workers prior to commencing work activities.

1.11.2 ALARM SYSTEM
A system must be in place to alert employees.  The alarm system shall be distinctive and recognizable as a signal to evacuate the work area or perform actions designated under the emergency action plan.  For sites with 10 or fewer employees in a particular workplace, direct voice communication is an acceptable procedure for sounding the alarm provided all employees can hear the alarm.  Each Emergency Response plan will describe how to activate an alarm and what to do after either activating or hearing an alarm.

Personnel responding to any alarm shall avoid complacency.  Every alarm should be treated as an actual incident until proven otherwise.  Treating and responding to alarms as a routine happening can result in injuries, fatalities and destruction of property.

1.11.3 [bookmark: _Toc211313728]Communications
Your company name here responders and security use telephones, cell phones and radios in conjunction with emergency response.
1.12 [bookmark: _Toc211313730]Rescue and Evacuation Procedures
1.12.1 [bookmark: _Toc211313731][bookmark: _Toc192145428][bookmark: _Toc170266159]Procedures for Rescue and Medical Services
Each site Emergency Action Plan shall address who performs recue services when required.  It is the position of Your company name here that all rescue and medical duties are performed by client emergency responders or local governmental responders when on their location.  For off-site locations, evacuation procedures and methods of rescue shall be identified and reviewed with workers prior to commencing work activities.

At least one member of a rescue team must be a first aid attendant trained to immobilize an injured employee.

Effective communications must be maintained between the employees engaged in rescue or evacuation and support persons.

1.12.2 [bookmark: _Toc211313732]Procedure for Evacuation
1.12.3 [bookmark: _Toc211313733]Preparation for Evacuation
Each site Emergency Action Plan shall contain a procedure for evacuation if required.

The Your company name here designated Emergency Coordinator will maintain an active list of all Your company name here and contract emergency responders.

1.12.4 [bookmark: _Toc170266139][bookmark: _Toc211313734]Critical Plant Operations Personnel
Staff designated to remain in the facility to shut down or supervise critical operations or equipment will be specifically trained and authorized by management to perform their duties before any evacuation may occur.

1.12.5 [bookmark: _Toc211313735]Evacuation Drills
[bookmark: _Toc192145431]Evacuation drills shall be conducted at least annually.  Before conducting an evacuation drill a pre-drill assessment of the evacuation routes and assembly points shall be conducted. The pre-drill assessment is intended to verify that all egress components (stairs, doors, etc.) are in proper order and that occupants can use them safely.

1.12.6 [bookmark: _Toc192145432][bookmark: _Toc211313737]Coordination Within a Facility
Emergency training and drills should also be coordinated within a Your company name here facility so that key staff are involved in the planning process and are aware of their responsibilities in an emergency as well as during the drill. 

Facility management also needs to be informed of the potential for the interruption in productivity and business operations. Alternatives for the continuity of critical operations need to be considered.
1.12.7 Procedures to Account for All Employees After Evacuation
The emergency action plan must include procedures to account for all employees after the evacuation.  An emergency action plan must include at a minimum procedures to account for all employees after evacuation.   Each muster or assembly point will have a blank roster for evacuees to enter their name.  All completed rosters will be gathered and checked against a master list of employees assigned or checked in at the facility to verify all employees are accounted for.

1.12.8 [bookmark: _Toc211313738]Emergency Evacuation Notification and Routes
In the event of an emergency occurring within or affecting the work site, the Emergency Coordinator makes the following decisions and ensures the appropriate key steps are taken:
Advise all personnel of the emergency.
Activate the emergency notification sequence to alert the appropriate responders and initiate emergency notification within the building.
Evacuate all persons to the identified assembly area and account for everyone including visitors and clients.
All personnel will proceed to the primary safe area immediately located at the identified emergency assembly area for their location.

[bookmark: _Toc43173742][bookmark: _Toc170266160]A copy of escape routes shall be posted in all offices, at all alarm stations and at all exits. 

1.12.9 [bookmark: _Toc211313739]Sweep Check by Your company name here Designated Responders
Your company name here trained responders will establish a pattern that will permit covering the area in the shortest time, with a minimum of backtracking.  
When the evacuation alarm rings, stop work immediately, and conduct a sweep of the area.  Ask everyone to leave the premises immediately and proceed to the identified emergency assembly area for their location.
If you encounter smoke or flame, leave that section immediately, finish your sweep and evacuate the building by activating fire alarm pull stations.  Remember, if in doubt get out.
If anyone refuses to leave, note their name and location, and advise the client emergency services personnel.
Meet the client emergency services personnel and advise them of your sweep or an area of smoke or flame that you were unable to check.  Assist with head count and evacuation if required.
Ensure that everyone stays at the emergency assembly area until the Emergency Coordinator has given an all clear to re-enter the building.
In the event of inclement weather, the client will make arrangements to have buses either as temporary shelter or to transport personnel to another location.

1.12.10 [bookmark: _Toc211313742]Evacuation or Drill Evaluation
Following an evacuation or drill a response review shall be conducted and documented by the Your company name here Emergency Coordinator and lessons learned share with the appropriate responders and staff using the Your company name here Evacuation Report.

1.13 Emergency Response Program Management
Contact information will be provided to employees who need additional information pertaining to the plan or to their respective duties.  The Your company name here site manager may be contacted by employees who need more information about the plan or an explanation of their duties under the plan.

For the purpose of this Emergency Action Plan guidance the Emergency Coordinator will be designated by the Your company name here site manager.  His/her alternate will be the Your company name here Site Safety Supervisor or otherwise designated by the site manager.

Employees performing rescue or evacuation must wear personal protective clothing and equipment appropriate to the hazards likely to be encountered.

1.13.1 [bookmark: _Toc211313713]
1.13.2 Duties
1.13.3 [bookmark: _Toc192145420][bookmark: _Toc211313714]Your company name here Emergency Coordinator
The Your company name here Emergency Coordinator ensures that:
Evacuation drills are conducted on an annual basis. 
Inspections of facilities are performed monthly.
All necessary repairs of components for evacuation paths are completed.
Plans for the modification of any part of an evacuation path are reviewed.
An up to date list of Fire Wardens is maintained.
Radios and reflective vests and other response equipment are available.

During an evacuation or evacuation exercise, the Your company name here Emergency Coordinator:
Coordinates activities in accordance with either local authorities or the client Security and ERT as required.
Coordinates Fire Wardens and informs them the nature of the emergency via handheld radios.

Following an evacuation or evacuation exercise, the Your company name here Emergency Coordinator:
Notifies Fire Wardens that it is safe to re-enter the building.
Prepares a report following an evacuation (actual or drill).
Reports to management for follow up or corrective actions.

1.13.4 [bookmark: _Toc211313715]Your company name here Site Safety Supervisor
Assist the Your company name here Emergency Coordinator when requested.  

1.13.5 [bookmark: _Toc192145422][bookmark: _Toc211313716]Fire Wardens 
Be equipped with radios and reflective vests.  The equipment is to be handed into the Your company name here Emergency Coordinator and reissued to the next oncoming Fire Warden for the designated area.
Be familiar with exits and muster stations for their responsible area.
Direct residents safely out of the building to the designated muster station or to an alternate location.
Sweep their effected area, ensuring that the alarms are properly functioning and that residents evacuate safely.  
In order to account for all employees after evacuation the fire wardens or designated personnel shall complete a head count and reconcile the evacuees with the attendance or daily housing report at the assigned muster station or alternate location.
Radio unaccounted for personnel to Security.
Notify personnel that they may re-enter the building when permission has been given by the appropriate authorities.

1.13.6 [bookmark: _Toc192145424][bookmark: _Toc211313717]Residents, Contractors & Visitors
All employees, users, contractors and visitors will follow the instructions of the Fire Wardens, Security, ERT, Safety Personnel, managers and supervisors when asked to evacuate the building.
Know the two safest and most direct evacuation routes from their work area(s).
Know the designated evacuation assembly point for the building. 










[bookmark: _Toc211313751]Your company name here Emergency Inspection Checklist

	Department:
	Location:
	Date of Inspection:

	Inspected by:
	Title:
	Ext:



	
This form is to be used monthly.

	N/A
	Yes
	No

	EGRESS 

	Is every means of egress arranged and clearly marked, so that the way to safety is unmistakable at all times?
	
	
	

	Are exits signs lit?
	
	
	

	Are there sufficient exits for the prompt escape of all employees in case of fire or other emergencies?
	
	
	

	Are doors that aren’t exits that could be mistaken as one, clearly marked “Not an Exit”?
	
	
	

	Do exit doors swing out?
	
	
	

	Are means of egress at least 28 inches at any point and adequate width for the number of people?
	
	
	

	Are egresses kept clear of obstructions and materials at all times?
	
	
	

	Is there proper lighting for emergency exiting?  (i.e. during a power failure)
	
	
	

	Are at least two exits by separate ways of travel available for each occupant?
	
	
	

	Is the minimum width of any exit way no less than 28 inches?
	
	
	

	Are furnishings and decorations so placed that they will not obstruct the exits, the access thereto, or the egress there from, or the visibility thereof?
	
	
	

	Are explosive and highly flammable furnishings or decorations prohibited?
	
	
	

	EMERGENCIES/EVACUATION 

	Are evacuation maps posted in readily accessible places?
	
	
	

	Do employees know where their muster point is located?
	
	
	

	Do employees know area hazards, the nearest exit and alternate routes of escape?
	
	
	

	Do employees know the preferred means of reporting emergencies?
	
	
	

	Do employees know the site emergency number(s)?
	
	
	

	Is the site emergency number posted on or by the phone?
	
	
	

	Do employees know what signal indicates evacuation?
	
	
	

	Can all personnel perceive the employee alarm?
	
	
	

	
Do employees with special assistance needs been addressed?
	
	
	

	Employees questioned know where the emergency shut off is for the natural gas
	
	
	

	FIRE PROTECTION 
	
	
	

	Are fire hydrants accessible?
	
	
	

	Are fire hydrants inspected yearly and records maintained to show the date?
	
	
	

	Are control and operating valves locked open or electronically supervised?
	
	
	

	Are fire hoses maintained and periodically tested?
	
	
	

	Are combustible materials kept away from ignition sources?
	
	
	

	Are standpipe and hose system components visually inspected quarterly?
	
	
	

	Is the accumulation of flammable and combustible materials controlled so they do not contribute to fire emergency?
	
	
	

	All product, supplies, merchandise etc. not piled within 18” of Sprinkler heads
	
	
	

	No Combustibles within three feet of Hot Water Tank, Space Heaters and/or Electrical panels
	
	
	

	All Compressed Gas Cylinders tied or chained to eliminate tipping
	
	
	

	DETECTION AND ALARM SYSTEMS
	
	
	

	Are detection systems installed and maintained?
	
	
	

	Are all trouble alarms and fire signals investigated?
	
	
	

	Do detection/alarm systems shut down or reverse HVAC systems for smoke control?
	
	
	

	Do detection/alarm systems close smoke or fire doors?
	
	
	

	Do detection/alarm systems activate local alarms?
	
	
	

	Are alarm and PA systems periodically tested?
	
	
	

	PORTABLE FIRE EXTINGUISHERS 
	
	
	

	Does everyone know where the nearest fire extinguisher is stored?
	
	
	

	Has the area fire extinguisher been maintenance tested within the last year and tagged to show the date?
	
	
	

	Are fire extinguishers accessible and the proper type for the fire hazard?
	
	
	

	Are employees trained in how to use fire extinguishers?
	
	
	

	Is there a fire extinguisher mounted within 75 ft. of any point in an area?
	
	
	

	Are the extinguishers clean and well cared for?
	
	
	

	Is the seal and lock pin in place?
	
	
	

	Clear access to extinguishers? Not blocked
	
	
	

	Is the extinguisher location plainly marked, so as to be visible at a distance?
	
	
	

	Is the extinguisher class marked on the extinguisher?
	
	
	

	FIRST AID  / MEDICAL SUPPLIES
	
	
	

	Are first aid supplies stocked, clean, accessible and sanitary?
	
	
	

	Are there eye/body wash facilities near injurious corrosive materials?
	
	
	

	Is a person or persons adequately trained to render first aid available in the near proximity to the workplace?
	
	
	

	Are AEDs present and operators trained?
	
	
	

	Condition of First Aid Kits Acceptable
	
	
	

	Are employees/subcontractors familiar with the incident/accident reporting process?
	
	
	

	Do employees/subcontractors know where accident/incident forms are located?
	
	
	



Date of last inspection of sprinkler system (required yearly) _______________________    


Comment/Actions:






[bookmark: _Toc211313752]
Your company name here Evacuation Report

This form is to be used to record all emergency evacuations (including drills).

Building Details

Building Name ___________________________     		Number of Floors (including ground) ________
Designated Muster Station _________________  		Person Completing Form ___________________
Evacuation Details

Evacuation Date/Time: ______________/____________		Evacuation Drill	Yes 	   No 
Trigger for Evacuation:	Fire Alarm Activated ___     Drill ___     ERT ___     Security ___
Emergency Situation:   __________________________________________________________________________
____________________________________________________________________________________________
Condition:   Staff Only ____    All Occupants  ____     After Hours  ____     Unoccupied  ___  Weather _________
Number of Evacuees __________________	Elapsed Time to Evacuate __________ minutes
Evacuation was orderly with no panic						Yes 	   No 
Mobility-impaired persons present (sight, hearing, physical, etc.)?			Yes 	   No 
The majority of evacuees went to the mustering points?				Yes 	   No 
Were the building occupants notified of this drill?			Not a drill 	Yes 	   No 

Emergency Control Organization

Emergency Coordinator ______________ 	Deputy Emergency Coordinator ______________
Emergency Coordinators were stationed at the proper emergency control point?	Yes 	   No 
All Fire Wardens reported to the Emergency Coordinator?				Yes 	   No 
	If not, who did not report in? ______________________________________
All Fire Wardens were identifiable (vests, hard hats, flash lights)?			Yes 	   No 
Control of external building exits achieved?						Yes 	   No 
Did the Fire Wardens perform their duties correctly?					Yes 	   No 
Evacuation maps and emergency procedures posters are up-to-date?			Yes 	   No 

Building Fire & Emergency Equipment

Was the evacuation signal audible throughout the building?				Yes 	   No 
Automatic closing fire doors closed when the fire alarm activated?			Yes 	   No 
Card access doors automatically released when the fire alarm activated?		Yes 	   No 
Fire doors and emergency exits unobstructed?					Yes 	   No 


Emergency Response Members


Client:		Maintenance       Security       Your company name here Emergency Coordinator       HSE  
Emergency Response Team     Fire Brigade       Ambulance       Police       Other:  __________________
Your company name here Action Sheet

	Issue(s)
	Action(s) Required
	By Whom
	By When
	Sign Off/Date

	
	
	
	
	



Records
· Keep the original in your Emergency Response folder and monitor to ensure all action items completed as soon as possible.  Report delays to senior management.
· Copies shall be distributed in accordance with the Your company name here Site Emergency Action Plan.

1.13.7 [bookmark: _Toc211313753]
Emergency Action Plan Orientation Check List


Employee Name __________________________		Department _______________________

Hire/Transfer Date _______________ 			Orientation Date ___________________


[   ]	Emergency Procedures

[   ]	Evacuation route(s) from assigned work area

[   ]	Evacuation from an unfamiliar area

[   ]	Location of Emergency Assembly Areas 

[   ]	Receiving and following instructions during an emergency

[   ]	ALL CLEAR and re-entry procedure 

[   ]	Reporting hazards and/or substandard conditions 

[   ]	Advising anyone who may require assistance during an emergency evacuation

[   ]	Location of Emergency Equipment (i.e. Fire Extinguishers, etc.)  

Employee Signature: ____________________________________________________

Orientation Conducted by: _______________________________________________

Job Position/Title: _____________________________________________________



Sample Emergency Action Plan Core Requirements

	[bookmark: 100153]POTENTIAL EMERGENCIES

(BASED ON HAZARD ASSESSMENT)
	The following are identified potential emergencies: 
· Fire 
· List others

	EMERGENCY PROCEDURES
	In the event of a fire occurring within or affecting the work site, the Emergency Coordinator (or deputy) makes the following decisions and ensures the appropriate key steps are taken: 
· advise all personnel 
· pull the fire alarm to alert the nearest fire station and initiate all fire alarms within the building 
· evacuate all persons to a safe point in the assembly area  and account for everyone including visitors and clients

	LOCATION OF EMERGENCY EQUIPMENT
	Emergency equipment is located at: 
· Fire Alarm – List
· Fire Extinguisher – List
· Fire Hose - List

	WORKERS TRAINED IN THE USE OF EMERGENCY EQUIPMENT
	     (1) _____________________
     (2) _____________________
     (3) _____________________
     (4) _____________________

	EMERGENCY RESPONSE TRAINING REQUIREMENTS
	Type of Training 
· Use of fire extinguishers 
· Practice fire drills
	Frequency 
· Orientation and annually 
· At the call of site management

	LOCATION AND USE OF EMERGENCY FACILITIES
	The nearest emergency services are located at: 
· List facilities

	FIRE PROTECTION REQUIREMENTS
	· List all site fire protection requirements.

	ALARM AND EMERGENCY COMMUNICATION REQUIREMENTS
	· Pulling the fire alarm automatically alerts the fire department and initiates an alarm within the building 
· The fire alarm signal is (describe sound and pattern)

	FIRST AID
	First aid supplies are located at: 
· List
First Aiders are:
· List all names
Transportation for ill or injured workers is by (describe).  The contact number or radio channel is (describe).

	PROCEDURES FOR RESCUE AND EVACUATION
	In case of fire: 
· Advise all personnel 
· Pull the fire alarm 
· Evacuate all persons to a safe point in the staff parking lot and account for everyone including visitors and clients 
· Assist ill or injured workers to evacuate the building 
· Provide first aid to injured workers if required 
· Call emergency response personnel to arrange for transportation of ill or injured workers to the nearest health care facility if required.

	DESIGNATED RESCUE AND EVACUATION WORKERS
	The following workers are trained in rescue and evacuation (or describe client rescue organization): 
     (1)_____________________
     (2)_____________________
     (3)_____________________
     (4) _____________________

	Completed on: ________________________
Signed: _____________________________



[bookmark: _Toc411494366]YOUR COMPANY NAME HERE
[bookmark: _Toc90032632]FIRST AID

[bookmark: _Toc411494367]PURPOSE
The purpose of this program is to establish the minimum first aid supplies, equipment and actions to properly respond to injuries. 

[bookmark: _Toc411494368]SCOPE
This program is applicable to all Your company name here employees while engaged in work at Your company name here facilities and/or facilities operated by others. 

[bookmark: _Toc411494369]RESPONSIBILITIES
· It is the responsibility of the site manager to ensure that first aid kits are provided and maintained.  
· All employees are responsible for using first aid materials in a safe and responsible manner.  
· The HSE Manager is responsible for corresponding with the Red Cross or an equivalent to keep employee training levels current.

PLANNING
The site manager will:
· Ensure that a minimum of one employee, with a valid certificate, shall be present to render first aid at all times work is being performed if medical assistance is not available within 3-4 minutes. 
· Ensure that provisions shall have been made prior to commencement of a project for prompt medical attention, including transportation, in case of serious injury. 
· Ensure adequate first aid supplies and equipment are easily accessible when required. 
· Ensure that in areas where 911 is not available, the telephone numbers of the physicians, hospitals, or ambulances to be used shall be conspicuously posted.

MEDICAL RESPONSE
All minor first aid is to be self-rendered.  Because of the risks presented by certain Bloodborne pathogens, no one is allowed to tend the minor injuries of another.  

In the absence of an infirmary, clinic, hospital, or physician, that is reasonably accessible in terms of time and distance to the worksite, which is available for the treatment of injured employees, a person who has a valid certificate in first-aid shall be available at the worksite to render first aid.  A valid certificate in first-aid training must be obtained from the U.S. Bureau of Mines, the American Red Cross or equivalent training that can be verified by documentary evidence.

Employees authorized to render first aid will always observe universal precautions.  (Universal Precautions means that the aid giver treats all bodily fluids as if they were contaminated).

If 911 is not available refer to the list of posted phone numbers for prearranged medical response providers.  All Your company name here authorized first responders shall have a cell phone as a means of communications; otherwise handheld radios or telephones shall be used as a means of communication.




SUPPLIES AND EQUIPMENT
First aid supplies shall be easily accessible when required.  Always follow the manufacturer's instructions when using the materials in the first aid kit.  

All Your company name here first aid kits contain appropriate items determined to be adequate for the environment in which they are used and if on a construction site are stored in a weather proof container with individual contents sealed from the manufacturer for each type of item.

Your company name here is responsible to ensure the availability of adequate first aid supplies and to periodically reassess the availability for supplies and to adjust its inventories.  First Aid kits are to be inspected:
· On the first working day of each week to verify that they are fully stocked and that no expiration dates have been exceeded, and
· Before being sent out to each job, and
· Replace any items that have exceeded their expiration dates or that have been depleted.

Where the eyes or body of any person may be exposed to injurious corrosive materials, a safety shower and/or eye wash (suitable facilities) or other suitable facilities shall be provided within the work area.  Ensure expiration dates are checked and water used in storage devices is sanitized.  

An assessment of the material or materials used shall be performed to determine the type flushing/drenching equipment required.  At client job sites, portable or temporary stations must be established prior to the use of corrosive materials. 

TRANSPORTATION
Based on the first responder’s assessment of the injuries involved, decide whether the injured requires to be taken directly to a hospital’s emergency room, occupational medicine provider or administer first aid on location. 

Examples of serious injuries that result in the injured being transported to a medical provider are those resulting in severe blood loss, possible permanent disfigurement, head trauma, spinal injuries, internal injuries and loss of consciousness. Keep in mind that the needs and wellbeing of the injured are the first priority. 

Proper equipment for prompt transportation of the injured person to a physician or hospital or a communication system for contacting necessary ambulance service shall be provided. 

Choices to consider include: private automobile, company vehicle, helicopter, crew boat, EMS vehicles including medevac helicopters, or any other transportation that can provide safe transportation to the hospital or doctor’s office in order to provide medical attention to the injured in the quickest manner without any additional complications or injuries to the injured employee. 

Transportation needs must be preplanned and coordinated with the transportation provider prior to an incident requiring such service. 


TRAINING
Volunteers or selected employees are trained by the American Red Cross or equivalent in CPR and first aid.  Each of these trained and certified employees are equipped with protective gloves and other required paraphernalia.  












[bookmark: _Toc398163029][bookmark: _Toc334447325][bookmark: _Toc401039475]YOUR COMPANY NAME HERE
[bookmark: _Toc90032633]FIRE PROTECTION



Purpose
The purpose of this program is to provide fire extinguisher procedures to ensure equipment is operable and employees have the knowledge to safely operate in case of a fire incident.

Scope
Applies to all Your company name here employees and all Your company name here locations.

Responsibilities
The Safety Manager is responsible for developing procedures for the use and care of fire extinguishers and for developing a training program for the proper use of these devices.  The Manager is responsible for implementing fire extinguisher training at his location.  The shop foremen are responsible for enforcing the provisions of this section of the safety manual.  All employees are responsible for following these provisions.

Procedure
Selection and Distribution
Portable fire extinguishers shall be provided for employee use and selected and distributed based on the classes of anticipated workplace fires and on the size and degree of the hazard which would affect their use. Fire extinguishers used by this company are for four classes of fires:

· Class A Fire Extinguishers. Use on ordinary combustibles or fibrous material, such as wood, paper, cloth, rubber and some plastics. Travel distance for employees to any extinguisher is 75 feet (22.9 m) or less.

· Class B Fire Extinguishers. Use on flammable or combustible liquids such as gasoline, kerosene, paint, paint thinners and propane. Travel distance from the Class B hazard area to any extinguisher is 50 feet (15.2 m) or less.

· Class C Fire Extinguishers. Use on energized electrical equipment, such as appliances, switches, panel boxes and power tools. Travel distance from the Class C hazard area to any extinguishing agent is 50 feet (15.2 m) or less.

· Class D Fire Extinguishers. Use on combustible metals, such as magnesium, titanium, potassium and sodium. Travel distance from the combustible metal working area to any extinguishing agent is 75 feet (22.9 m) or less.

Labeling Of Fire Extinguishers
Fire extinguishers are to be mounted in easily accessible locations that are indicated by a sign that reads "Fire Extinguisher".  Fire extinguishers are to be located so that no employee will ever be more than 75 feet from an extinguisher.  No equipment, boxes or product may be placed (even temporarily) in the way of a fire extinguisher. Each fire extinguisher will be assigned a unique number. 


Maintenance
All fire extinguishers shall be mounted no higher and no lower than four (4) feet from the floor.  All fire extinguishers shall be maintained as follows:
· Numbered to identify their proper location
· Fully charged and in operable condition
· Clean and free of defects
· Readily accessible at all times

Inspection, Maintenance and Testing
All fire extinguishers are to be visually inspected by Your company name here employees monthly.  All fire extinguishers are to receive an annual maintenance check by certified personnel from a fire extinguisher dealer.  Fire extinguishers are to be inspected and re-charged by certified personnel after any use.  

Any fire extinguisher that shows a loss of pressure during the monthly inspection will be inspected and re-charged by certified personnel.  Completed fire extinguisher inspection logs will be maintained in the safety files and become a part of the safety records.  They are to be maintained for 5 years.

Use
In the event of a fire, one employee will get the nearest fire extinguisher and use it to attempt to put the fire out.  All other employees in the immediate area will prepare to evacuate if needed.  All other employees in the building need to be advised that a fire is in progress.  

The employee attempting to extinguish the fire will break the safety seal on the handle and pull the pin.  He will then aim his extinguisher at the base of the fire and discharge it with a sweeping motion from side to side; continuing until the fire is out or the extinguisher is emptied.  

Remember that a standard fire extinguisher will be emptied in about 10 to 15 seconds.  If the fire is not out when the extinguisher has been completely discharged, the employees must evacuate the area.

Training and Education
The purpose of this section is to establish training procedures which are necessary for the proper use and understanding of a fire extinguisher and incipient stage fire fighting. Training will occur prior to initial assignment and at least annually thereafter.   

On even numbered years this training will be conducted by a member of the local fire department (where possible) and will include "live fire" hands on use of the extinguisher.  On odd number years this training will be conducted by the Safety Manager and will include a demonstration of the use of a fire extinguisher, without actually discharging the unit.  

New employees will be given the odd number year training upon hire.

Initial Training Outline
· General principles of a fire
· Hazards employed with an incipient stage fire(s)
· When to "back off' (evacuate) of an incipient stage fire(s)
· General fire principles of a fire extinguisher
· Hazards employed with the use a fire extinguisher
· Use of a fire extinguisher

Retraining
Retraining shall reestablish employee proficiency and introduce new or revised control methods and procedures, as necessary.   Retraining shall be provided for all authorized and affected employees whenever there is:
· An annual basis or
· A change in job assignment or
· Your company name here has reason to believe that there are deviations from or inadequacies in the employee's knowledge or use of fire extinguishers or fire prevention procedures.

Training Documentation
· All training will be documented and each employee's understanding will be subject to a "hands-on" test.
· Documentation will consist of; as a minimum, the employee's name, the trainer's name, the date of the training, and an outline of training provided.




YOUR COMPANY NAME HERE
[bookmark: _Toc398147671][bookmark: _Toc398163229][bookmark: _Toc334447577][bookmark: _Toc401039727][bookmark: _Toc90032634]BLOODBORNE PATHOGENS

[bookmark: _Toc449391390]Purpose
This Bloodborne Pathogen Exposure Control Plan has been established to ensure a safe and healthful working environment and act as a performance standard for all employees. This program applies to all occupational exposure to blood or other potentially infectious materials.  The content of this plan complies with OSHA Standard 29 CFR 1910.1030 (Occupational Exposure to Bloodborne Pathogens).

[bookmark: _Toc449391391]Scope
This program addresses all occupational exposure to blood or other potentially infectious materials (examples of potentially infectious materials include bodily fluids containing hepatitis B, HIV).  OSHA requires that all employers that can "reasonably anticipate exposure" of employees to infectious material to prepare and implement a written exposure control plan

[bookmark: _Toc449391392]Key Responsibilities
Exposure Control Officer (Your company name here Safety Manager)
Has overall responsibility for developing and implementing the Exposure Control Procedure for all facilities.
Site Project Manager and Supervisors
Site project manager and supervisors are responsible for exposure control in their respective areas. 

Employees
Know what tasks they perform that have occupational exposure.
Plan and conduct all operations in accordance with our work practice controls.
Develop good personal hygiene habits.

[bookmark: _Toc449391393][bookmark: _Toc45526518]Procedure
Training
Your company name here shall ensure that all employees with occupational exposure participate in a training program. Training is conducted for all employees with occupational exposure before initial assignment and within 1 year of previous training.  Training shall be provided at the time of initial assignment & within 1 year of an employee’s previous training.  Training shall include:
	· What bloodborne pathogens are; how to protect themselves from exposure
· Methods of warnings (signs, labels, etc.)
· The OSHA requirements of bloodborne pathogens
· The Hepatitis B vaccine shall be made available to all employees that have occupational exposure at no cost to the employee(s).
	[image: biohazard-sample23]
Biohazard Label



[bookmark: _Toc449391394]
Availability of Procedure to Employees
[bookmark: _Toc45526519]All employees will have access to a copy of the exposure control plan.  Access to a copy of the exposure control plan shall be provided in a reasonable time, place, and manner.

[bookmark: _Toc449391395]Reviews and Update of the Procedure
The procedure is reviewed annually and updated whenever we establish new functional positions within our facility that may involve exposure to biohazards.

[bookmark: _Toc45526520][bookmark: _Toc449391396]Exposure Determination
· [bookmark: _Toc45526525]There are no job classifications in which some or all employees have occupational exposure to bloodborne pathogens that may result from the performance of their routine duties. 
· Designated employees are trained to render first aid and basic life support.  Rendering first aid or basic life support will expose employees to bloodborne pathogens and will require them to adhere to this program. 
· In addition, no medical sharps or similar equipment is provided to, or used by, employees rendering first aid or basic life support.
· This exposure determination has been made without regards to the Personal Protective Equipment that may be used by employees.
· A listing of all first aid and basic life support trained employees in this work group shall be maintained at each work site and at each first aid kit.

[bookmark: _Toc449391397][bookmark: _Toc45526526]Methods of Compliance
Universal Precautions
[bookmark: _Toc45526527]Under circumstances in which differential between body fluids is difficult or impossible, all body fluids will be considered potentially infectious. 

Engineering Controls
Engineering and work practice controls shall be used to eliminate or minimize employee exposure.  Engineering controls should be examined and maintained or replaced on a regular schedule to ensure their effectiveness.  Hand washing facilities shall be readily available at all work locations.  If provision of hand washing facilities is not feasible, then an appropriate antiseptic hand cleanser in conjunction with cloth/paper towels or antiseptic towelettes shall be provided by Your company name here.  

Containers for contaminated reusable sharps that our clients provide have the following characteristics:  Puncture-resistant; Color-coded or labeled with a biohazard warning label; Leak-proof on the sides and bottom.

Secondary containers which are:  Leak-proof; Color-coded or labeled with a biohazard warning label; Puncture-resistant, if necessary.

[bookmark: _Toc45526528]Work Practice Controls
· Employees shall wash their hands immediately, or as soon as feasible, after removal of potentially contaminated gloves or other personal protective equipment.
· Following any contact of body areas with blood or any other infectious materials, employees wash their hands and any other exposed skin with soap and water as soon as possible.  
· Hand washing facilities shall be available.  If hand washing facilities are not feasible Your company name here will provide either an appropriate antiseptic hand cleanser in conjunction with cloth/paper towels or antiseptic towelettes.
· Contaminated needles and other contaminated sharps should not be handled if you are not AUTHORIZED or TRAINED to do so.  Contaminated needles and other contaminated sharps are not bent or recapped.
· Eating, drinking, smoking, applying cosmetics or lip balm and handling contact lenses is prohibited in work areas where there is potential for exposure to biohazardous materials.
· Food and drink is not kept in refrigerators, freezers, on countertops or in other storage areas where potentially infectious materials are present.
· All equipment or environmental surfaces shall be cleaned and decontaminated after contact with blood or other infectious materials.
· Specimens of blood or other potentially infectious materials must be put in leak proof bags for handling, storage and transport. 
· If outside contamination of a primary specimen container occurs, that container is placed within a second leak proof container, appropriately labeled,-for handling and storage. 
· Bloodborne pathogens kits are located on top of first aid kits and are to be used in emergency situations by the caregiver.  Once the seal is broken on kit and any portion has been used it is not to be reused. Pathogen Kits shall be ordered and replaced promptly. Biohazard bags are identified by stickers and located in the first aid area.  Contaminated supplies are to be disposed at once.  

[bookmark: _Toc45526529][bookmark: _Toc449391398]Personal Protective Equipment
When the possibility of occupational exposure is present, PPE is to be provided at no cost to the employee such as gloves, gowns, etc. PPE shall be used unless employees temporarily declined to use under rare circumstances. PPE shall be repaired and replaced as needed to maintain its effectiveness.  All PPE shall be of the proper size and readily accessible.

Our employees adhere to the following practices when using their personal protective equipment:
Any garments penetrated by blood or other infectious materials are removed immediately.
All potentially contaminated personal protective equipment is removed prior to leaving a work area.
Gloves are worn whenever employees anticipate hand contact with potentially infectious materials or when handling or touching contaminated items or surfaces.
Disposable gloves are replaced as soon as practical after contamination or if they are torn, punctured or otherwise lose their ability to function as an "exposure barrier".
Masks and eye protection (such as goggles, face shields, etc.) are used whenever splashes or sprays may generate droplets of infectious materials.
Any PPE exposed to bloodborne pathogens shall be disposed of properly.
PPE shall be used unless employees temporarily declined to use PPE under rare circumstances. 
PPE should be cleaned, laundered & properly disposed of if contaminated. 
Your company name here will repair and replace PPE as needed to maintain its effectiveness.

[bookmark: _Toc45526530][bookmark: _Toc449391399]Housekeeping
Our staff employs the following practices:
All equipment and surfaces are cleaned and decontaminated after contact with blood or other potentially infectious materials.
Protective coverings (such as plastic trash bags or wrap, aluminum foil or absorbent paper) are removed and replaced.
All trash containers, pails, bins, and other receptacles intended for use routinely are inspected, cleaned and decontaminated as soon as possible if visibly contaminated.
Potentially contaminated broken glassware is picked up using mechanical means (such as dustpan and brush, tongs, forceps, etc.).

[bookmark: _Toc45526531][bookmark: _Toc449391400][bookmark: _Toc45526532]Post-Exposure and Follow Up
[bookmark: _Toc45526533]Post-Exposure Evaluation & Follow-Up
If there is an incident where exposure to bloodborne pathogens occurred we immediately focus our efforts on investigating the circumstances surrounding the exposure incident and making sure that our employees receive medical consultation and immediate treatment.

The Your company name here Safety Manager/ Supervisor investigates every reported exposure incident and a written summary of the incident and its causes is prepared and recommendations are made for avoiding similar incidents in the future.  We provide an exposed employee with the following confidential information:

Documentation regarding the routes of exposure and circumstances under which the exposure incident occurred.
Identification of the source individual (unless not feasible or prohibited by law).

Once these procedures have been completed, an appointment is arranged for the exposed employee with a qualified healthcare professional to discuss the employee's medical status. This includes an evaluation of any reported illnesses, as well as any recommended treatment.
[bookmark: _Toc45526534]
Information Provided to the Healthcare Professional.  We forward the following:
A copy of the Biohazards Standard.
A description of the exposure incident.
Other pertinent information.
[bookmark: _Toc45526535]
Healthcare Professional’s Written Opinion
After the consultation, the healthcare professional provides our facility with a written opinion evaluating the exposed employee's situation. We, in turn, furnish a copy of this opinion to the exposed employee.  The written opinion will contain only the following information:
Whether Hepatitis B Vaccination is indicated for the employee.
Whether the employee has received the Hepatitis B Vaccination.
Confirmation that the employee has been informed of the results of the evaluation.
Confirmation that the employee has been told about any medical conditions resulting from the exposure incident which require further evaluation or treatment.
[bookmark: _Toc45526537]All other findings or diagnoses will remain confidential and will not be included in the written report.

[bookmark: _Toc449391401]Record Keeping
All records shall be made available upon request of employees, OSHA’s Assistant Secretary and the Director of OSHA for examination and copying.  Medical records must have written consent of employee before released.  Your company name here shall meet the requirements involving transfer of records set forth in 29 CFR 1910.1020(h). 
 
The respective Human Resources representative shall maintain Bloodborne Pathogen exposure records. 

Employee medical records shall be kept confidential and are not to be disclosed without the employee's written consent, except as required by 29 CFR 1910.1030 or other law. 

Accurate medical records for each employee with occupational exposure must be maintained for at least the duration of employment plus 30 years and shall include at least the following: 

· Employee's name, Social Security number and Your company name here employee number. 
· Employee's Hepatitis B vaccination status, including vaccination dates.
· All results from examinations, medical testing and follow-up procedures, including all health care professional’s written opinions.
· Information provided to the health care professional.
· Any Hepatitis B Vaccine Declinations.

Training records shall be maintained for 3 years from the date on which the training occurred and shall include at least the following: 

· Outline of training program contents.
· Name of person conducting the training.
· Names and job titles of all persons attending the training.
· Date of training.

a. [bookmark: _Toc449391402]LABELS AND SIGNS
Biohazard warning labeling shall be used on containers of regulated waste; Sharps disposal containers; contaminated laundry bags and containers; contaminated equipment.

b. [bookmark: _Toc449391403][bookmark: _Toc45526538]INFORMATION
Information provided to our employees includes:
· The Biohazards Standard itself.
· The epidemiology and symptoms of bloodborne diseases.
· The modes of transmission of bloodborne pathogens.
· Our facility's Exposure Control Procedure (and where employees can obtain a copy). 
· Appropriate methods for recognizing tasks and other activities that may involve exposure.
· A review of the use and limitations of methods that will prevent or reduce exposure.  
· Selection and use of personal protective equipment.
· Visual warnings of biohazards within our facility including labels, signs and "color-coded" containers.
· Information on the Hepatitis B Vaccine.
· Actions to take and persons to contact in an emergency involving potentially infectious material.
· The procedure to follow if an exposure incident occurs, including incident reporting.
· Information on the post-exposure evaluation and follow-up, including medical consultation.



VACCINATION DECLINATION FORM

Date:			

Employee Name: 							

Employee ID#:								


I understand that due to my occupational exposure to blood or other potential infectious materials I may be at risk of acquiring Hepatitis B virus (HBV) infection. I have been given the opportunity to be vaccinated with Hepatitis B vaccine, at no charge to myself.  However, I decline the Hepatitis B vaccination at this time.  I understand that by declining this vaccine, I continue to be at risk of acquiring Hepatitis B, a serious disease.  If, in the future, I continue to have occupational exposure to blood or other potentially infectious materials and I want to be vaccinated with hepatitis B vaccine, I can receive the vaccination series at no charge to me.

												
Employee Signature								Date


												
Facility Representative Signature						Date


POST-EXPOSURE EVALUATION AND FOLLOW-UP CHECKLIST

The following steps must be taken, and information transmitted, in the case of an employee's exposure to bloodborne pathogens:

									
ACTIVITY                              					      	 COMPLETION DATE

Employee furnished with documentation 							
regarding exposure incident.

Source individual identified.									
	(	) Source individual

Appointment arranged for employee 								
with healthcare professional.
	(	)
	Professional's name

Documentation forwarded to healthcare professional
			Bloodborne Pathogens Standard
			Description of exposed employee's duties
			Description of exposure incident, including routes of exposure 










YOUR COMPANY NAME HERE
[bookmark: _Toc90032635]DRUG AND ALCOHOL-FREE WORKPLACE
[bookmark: _Toc449391655]
Scope
This policy is applicable to all Your company name here employees and subcontractors. If subcontractors are used they are required to comply with this policy and testing requirements.  Your company name here will also validate that the employees of the subcontractor have been tested to meet our client's requirements.  Your company name here is in full compliance with DOT regs 49CFR40 and 49CFR199.  As a contractor who works extensively with natural gas and hazardous liquid pipeline operators and operators of liquefied natural gas facilities, we are required to be in compliance with DOT regulations.  As of January 1, 1995, Your company name here implemented the Research and Special Programs Administration (RSPA) Alcohol regulations as set forth in 49 CFR Part 199, B and 49 CFR Part 40, Subpart C. 

Testing Requirements
Drug testing is performed using a certified collector to collect the urine specimen then sent to a SAMHSA (Substance Abuse and Mental Heal Services Administration) certified laboratory for analysis.  Quick screen and dip stick tests are not acceptable.

Frequency for Testing of Drugs and Alcohol
· Pre-Employment
· Post-Accident
· Random
· Reasonable Cause
· Return to Work
· Follow-Up as required

Drugs Being Tested For
The names of the drugs being tested for include:
· Marijuana
· Cocaine
· Opiates
· Amphetamines
· Phencyclidine

Records
Your company name here must ensure that it will maintain appropriate records for as long as we have a contract with a client and then for 3 years after the termination of the contract.  Examples include:
Chain of custody forms
Alcohol testing forms
Signed acknowledgment/consent forms







Policy
Any employee or subcontractor on duty or on Your company name here property who possesses, sells, receives, is impaired or is determined to have measurable levels of any alcohol or illegal drug in their blood or urine (no matter the amount), post drug/alcohol screen, will be subject to immediate disciplinary action or contract dismissal.

We have a Zero Tolerance policy.  ANY violation to the policy will result in the permanent removal of the employee from Your company name here or our client's premises.  Your company name here does not have a return to duty process and will any employee or subcontractor violating this policy will be permanently banned from Your company name here or client property. 

Your company name here prohibits firearms, weapons, explosives, etc. when working on Your company name here or customer premises.

Drug and alcohol testing will be performed when there is reasonable suspicion or reasonable cause to suspect the employee of being under the influence of a prohibited substance. The employee(s) or subcontractor(s) removed for reasonable cause testing will not be allowed to return to work until receipt of a negative drug and alcohol test is received.

Alcohol testing must be performed by a breath, blood or saliva (with breath confirmation) test.

Drug and alcohol testing will be performed after an accident or incident. The employee(s) or subcontractor employee(s) will not be allowed to return to work on our clients' premises until documentation has been received showing the negative drug and alcohol test.

If an employee or subcontractor returns to work following an absence of more than 90 days a return to work screening shall occur.  Follow up drug screening shall be applied when appropriate as determined by management.

Your company name here must ensure that all employees who will be working on our client's jobsite must have received a negative result on a drug within the past 12 months.

Your company name here prohibits the misuse of prescription or over the counter medications.  Some types of medications could have undesirable effects, and these can create a safety risk and endanger the employee and others.  Employees must notify his/her supervisor if taking a medication that might impair their ability.

Periodically, unannounced inspections will be made of persons entering or leaving Your company name here work sites by authorized Your company name here representatives. Entry onto Your company name here or client property is deemed to have provided consent to an inspection of a person, locker, vehicle, or any other personal effects.  Our clients have the right to conduct unannounced searches of your personnel and property and any employee who refuses to cooperate with the searches shall be removed from our clients' property.

Any refusals to submit to a drug/alcohol screen will be treated as a positive test, resulting in immediate contract dismissal or disciplinary action, up to and employment termination.  The subcontractor or employee refusing to submit to the test will be asked to sign a refusal document. If they refuse to sign the document, it will be noted and kept on file.

Drug and alcohol screening will be performed by an approved and qualified medical clinic with a medical review officer authorized to perform the tests.   All results are treated with confidentiality.  The switching or adulterating any urine, blood, or any other samples is a violation of this policy.

If another subcontractor or employee comes to management with concern regarding another subcontractor or employee in reference to alcohol or substance abuse, we will treat that with discretion and confidentiality.  We will pursue investigation and decide accordingly whether a drug and or alcohol screen is the appropriate step to take. 

All subcontractors and employees are subject to the policies explained above.  This policy is to be posted in all facilities by the site supervisor.


DRUG AND ALCOHOL POLICY ACKNOWLEDGEMENT FORM

I acknowledge that I have been provided a copy of the Your company name here Drug and Alcohol Policy requirements.  I understand that disciplinary action, up to and including termination, will result if I violate this policy.



_____________________				_____________________
Employee Signature				 Date

 _____________________    			____________						     
Employee Printed Name				Social Security Number (last 4 digits)






CONSENT AND AUTHORIZATION FOR DISCLOSURE TO CLIENTS OF YOUR COMPANY NAME HERE OF ALCOHOL AND DRUG TEST RESULTS AND RELATED INFORMATION

I hereby consent to disclosure by Your company name here and its agents, including, but not limited to, any collecting and testing agencies, of the test results identified above and any related information to clients of Your company name here and its authorized agents, assigns, or representatives.

_____________________				_____________________
Employee Signature				 Date

 _____________________    			____________						     
Employee Printed Name				Social Security Number (last 4 digits)








YOUR COMPANY NAME HERE
[bookmark: _Toc90032636]HAZARD COMMUNICATION

[bookmark: _Toc449391835]Purpose
The purpose of this program is to ensure the safe use of hazardous chemical substances and to comply with the requirements of OSHA HCS 2012.

[bookmark: _Toc449391836]Introduction
In 2012, OSHA revised the Hazard Communication Standard (HCS) to align with the Globally Harmonized System of Classification and Labeling of Chemicals (GHS). As a result, this Hazard Communication Program (HCP) has been revised to comply with the requirements of the OSHA HCS 2012.

It spells out how Your company name here will inventory chemicals stored and used, obtain and use Safety Data Sheets, maintain labels on chemical substances and train employees about the hazards of chemicals they are likely to encounter on the job. 

Preparation of this program indicates our continuing commitment to safety among our employees in all of our locations.  
· Each facility is expected to follow this program and maintain its work areas in accordance with these requirements.  
· Employees, their designated representatives, and government officials must be provided copies of this program upon request.  
· In addition to the program, other information required as part of our hazard communication effort is available to workers upon request.  
· Asking to see this information is an employee's right.  
· Using this information is part of our shared commitment to a safe, healthy workplace.   

[bookmark: _Toc449391837]Scope
This program is applicable to all Your company name here employees who may be exposed to hazardous chemical substances. When work is performed on a non-owned or operated site, the operator’s program shall take precedence, however, this document covers Your company name here employees and contractors and shall be used on owned premises, or when an operator’s program doesn’t exist or is less stringent.

[bookmark: _Toc449391838]Responsibilities
A written hazard communication program be developed, implemented and maintained at each workplace.  A written hazard communication program shall be developed, implemented and maintained at each workplace that describes how labels and other forms of warning, Safety Data Sheets and employee information will be met.

Safety Manager or Designee
The Safety Manager, or designee, is responsible for administering the hazard communication program.   This person is also responsible for: 
· Reviewing the potential hazards and safe use of chemicals.  
· Maintaining a list of all hazardous chemicals and a master file of SDSs. 
· Ensuring that all containers are labeled, tagged or marked properly. 
· Providing new-hire and annual training for employees.  
· Maintaining training records. 
· Identifying hazardous chemicals used in nonroutine tasks and assessing their risks. 
· Informing outside contractors who are performing work on Your company name here property about potential hazards. 
· Reviewing the effectiveness of the hazard communication program and making sure that the program satisfies the requirements of all applicable federal, state or local hazard communication requirements.

Employees
· Employees are responsible for following the requirements in the Hazard Communication Program. 
· Any employee who transfers any material from one container to another is responsible for labeling the new container with all required information.  
· All employees are responsible for learning the requirements of this section and for applying them to their daily work routine.
· Identifying hazards before starting a job.
· Reading container labels and SDSs. 
· Notifying the supervisor of torn, damaged or illegible labels or of unlabeled containers. 
· Using controls and/or personal protective equipment provided by the company to minimize exposure. 
· Following company instructions and warnings pertaining to chemical handling and usage 
· Properly caring for personal protective equipment, including proper use, routine care and cleaning, storage and replacement.
· Knowing and understanding the consequences associated with not following Your company name here policy concerning the safe handling and use of chemicals. 
· Participating in Your company name here training.

[bookmark: _Toc449391839]Procedure
List of Hazardous Chemicals
Your company name here shall maintain a list of hazardous chemicals on the job site. 	A list of the hazardous chemicals known to be present using an identity that is referenced on the appropriate Safety Data Sheet shall be maintained. 

The Hazardous Chemical List is updated as necessary and at least annually by the Safety Manager or their designee.   The Hazardous Chemical List must be available for review upon request.  

Safety Data Sheets (SDS)
SDSs must be obtained for each required chemical.  Chemical manufacturers are responsible for developing SDSs. Your company name here shall have a SDS for each chemical used.

The purchasing of any potentially hazardous chemical products from any supplier that does not provide an appropriate Safety Data Sheet in a timely fashion is prohibited. 

SDSs are to be maintained in a readily accessible location to employees.   SDSs shall be maintained and readily accessible in each work area. SDSs can be maintained at the primary work site. However, they should be available in case of an emergency. SDS must be made available, upon request, to employees, their designated representatives, the Assistant Secretary & the Director.

The Safety Data Sheet must be kept in the SDS library for as long as the chemical is used by the facility.  

Electronic access (telephone, fax, internet, etc.) may be used to acquire and maintain SDS libraries and archives. 

The Manager is responsible for seeing that the Chemical Inventory List	inventory is maintained, is current and is complete.  He/she will review Chemical Inventory List at least annually.  When a hazardous material has been permanently removed from the work place, its SDS is to be removed from the Chemical Inventory List.  

SDS' for hazardous materials to which Your company name here employees have been exposed must be maintained after the employee leaves the employment of Your company name here.   

Methods to be Used to Inform Employees of the Hazards of Non-Routine Tasks
The methods that Your company name here will use to inform employees of the hazards of non-routine tasks (i.e., the cleaning of reactor vessels, etc.) and the hazards associated with chemicals contained in unlabeled pipes in their work areas include:
· Conducting a Job Hazard Assessment (JSA).
· Employees will be advised of methods and special precautions, PPE and the hazards associated with chemicals and the hazards associated with chemicals contained in unlabeled pipes in their work areas.  
· In the unlikely event that such tasks are required, the supervisor, or designee, will provide a SDS for the involved chemical.  

The Use and Care of Labels and Other Forms of Warning
Container labels should contain the following information: 
· Product identifier 
· Signal word
· Hazard statement
· Pictogram(s)
· Precautionary statement(s), and 
· Name, address and telephone number of the chemical manufacturer, importer or other responsible party.
The Manager will ensure that all hazardous chemicals used or stored in the facility are properly labeled.  

Damaged labels or labels with incomplete information shall be reported immediately.  

Workplace labels or other forms of warning will be legible, in English and prominently displayed on the container or readily available in the work area throughout each work shift.  

If employees speak languages other than English, the information in the other language(s) may be added to the material presented as long as the information is presented in English as well.  

Your company name here will use the GHS labeling system for secondary containers. 
Portable containers into which hazardous chemicals are transferred from labeled containers and that are intended for the immediate use of the employee who performs the transfer do not require a label.  

If the portable container will be used by more than one employee or used over the course of more than one shift, the container must be labeled.

Received from vendors that are not properly labeled must be rejected.   


[bookmark: _Toc449391840]


Pictograms and Hazards
[image: ]
[bookmark: _Toc449391841]Label
[image: ]


[bookmark: _Toc449391842]Multi-Employer Job Sites and/or Multi Work Site
The following specific methods for providing other employer information concerning hazardous chemicals at job sites, methods of providing SDS sheets, methods of precautionary measures to be taken and methods of providing information on labeling systems: 

Multi-Work Sites
Where employees must travel between work places during a work shift (multi job sites), the written program may be kept at a primary job site. If there is no primary, then the program should be sent with employees.

Multi-Employer Job Sites
A pre-job briefing shall be conducted with the contractor prior to the initiation of work on the site. 
· During this pre-job briefing, contractors shall notify Your company name here and present current copies of Safety Data Sheets and label information for every hazardous chemical brought on-site. 
· Your company name here shall notify and provide required SDS and label information for all hazardous chemicals the contractor may encounter on the job. 
· The facilities labeling system and any precautionary measures to be taken by contractor during normal conditions and emergencies shall be addressed. 
· By providing such information to other employers, Your company name here does not assume any obligations that other employers have for the safety of their employees.  

[bookmark: _Toc449391843]Training
Employees shall be provided with information and training.  Employees shall be provided with effective information and training on hazardous chemicals in their work area at the time of their initial assignment and whenever a new physical or health hazard the employees have not previously been trained about is introduced into their work area. Information and training may be designed to cover categories of hazards (e.g., flammability, carcinogenicity) or specific chemicals. Chemical-specific information must always be available through labels and safety data sheets.

Additional training will be provided whenever a new chemical hazard is introduced into the work area.  To reinforce the importance of handling chemicals properly when performing new or non-routine tasks supervisors will conduct supplementary training as needed.  

Formal training will be conducted by facility employees or individuals who are knowledgeable in the Hazard Communication program. 

The Hazard Communication Program documented training shall, as a minimum, include:  
· Requirements of the OSHA Hazard Communication Standard 29 CFR 1910.1200 (General Industry) or 29 CFR 1926.59 (Construction Industry). 
· Operations in the work area where hazardous chemicals are present. 
· Location and availability of the hazard communication program, chemical inventory list and SDSs. 
· Methods and observations used to detect the presence or release of a hazardous chemical in the work area, such as monitoring devices, visual appearance or odor of hazardous chemicals when being released. 
· Explanation of the labels received on shipped containers. 
· Explanation of the workplace labeling system. 
· Explanation of the SDS, including order of information and how employees can obtain and use the appropriate hazard information. 
The Manager shall ensure records of employee training are maintained.  

[bookmark: _Toc449391844]Implementation Requirement
Per OSHA Requirements
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YOUR COMPANY NAME HERE 
[bookmark: _Toc90032637]LADDERS & STAIRWAYS

Purpose
The purpose of the program is to prescribe rules and establish minimum requirements for the construction, care, and use of the common types of ladders.

All ladders that are purchased and placed into service; or, any ladders that are engineered, manufactured and installed on any COMPANY equipment shall follow the requirements set forth by this program.

Scope
This program is applicable to all employees who may utilize ladders. When work is performed on a non-owned or operated site, the operator's program shall take precedence, however, this document covers COMPANY employees and contractors and shall be used on owned premises, or when an operator's program doesn't exist or is less stringent.

Definitions
Ladder - an appliance usually consisting of two side rails joined at regular intervals by cross- pieces called steps, rungs, or cleats, on which a person may step in ascending or descending.

Stepladder - a self-supporting portable ladder, nonadjustable in length, having flat steps and a hinged back. Its size is designated by the overall length of the ladder measured along the front edge of the side rails.

Single ladder - a non-self-supporting portable ladder, nonadjustable in length, consisting of but one section. The overall length of the side rail designates its size.

Extension ladder - a non-self-supporting portable ladder adjustable in length. It consists of two or more sections traveling in guides or brackets so arranged as to permit length adjustment. Its size is designated by the sum of the lengths of the sections measured along the side rails.

Fixed ladder - a ladder permanently attached to a structure, building, or equipment.

Individual-rung ladder - a fixed ladder each rung of which is individually attached to a structure, building, or equipment.

Cage - a guard that may be referred to as a cage or basket guard, which is an enclosure that is fastened to the side rails of the fixed ladder or to the structure to encircle the climbing space of the ladder for the safety of the person who must climb the ladder.

Key Responsibilities
Managers and Supervisors
· Managers and supervisors are responsible for ensuring that all employees, and/or contractors have been trained in the use and inspection of ladders in accordance to the manufactures guidelines.
· Managers and supervisors are responsible for ensuring that all employees and contractors are aware that if an inspection discovers a defect, the ladder shall not be used and taken out of service.





Employees
· Employees shall inspect ladders prior, during and at the completion of each use to ensure the condition of the ladder and the safety of its occupants.
· Employees are responsible for following this program and reporting any damage or repairs that may be needed to their supervisor.

Procedure
Inspection, Care and Safe Work Practices of Ladders

Inspection
Ladders shall be inspected by a competent person for visible defects on a periodic basis and after any occurrence that could affect their safe use.

· Ladder rungs must be uniformly spaced or meet OSHA/ANSI specifications.  Ladder rungs, cleats, and steps shall be parallel, level, and uniformly spaced, when the ladder is in position for use.
· Portable and fixed ladders with structural defects, such as, but not limited to, broken or missing rungs, cleats, or steps, broken or split rails, corroded components, or other faulty or defective components, shall either be immediately marked in a manner that readily identifies them as defective, or be tagged with "Do Not Use" or similar language, and shall be withdrawn from service until repaired
· If a ladder is tipped over, it shall be inspected by a competent person for side rail dents or bends, or excessively dented rungs; check all rung to side rail connections; check hardware connections; check rivets for shears. 
· Ladders with broken or missing steps, rungs, or cleats, broken side rails, or other faulty equipment shall not be used; improvised repairs shall not be made.
· All wood parts shall be free from sharp edges and splinters; sound and not painted.

Care
· Ladders shall be maintained in good condition at all times, the joint between the steps and side rails shall be tight, all hardware and fittings securely attached, and the movable parts shall operate freely without binding or undue play.
· Metal bearings of locks, wheels, pulleys, etc., shall be frequently lubricated.
· Frayed or badly worn rope shall be replaced. Safety feet and other auxiliary equipment shall be kept in good condition to ensure proper performance. 
· Rungs shall be kept free of grease and oil. 
· Ladders shall be stored in a well-ventilated area in a manner to prevent sagging and warping.

Ladder Safe Work Practices
· Ladders shall be used only for the intended purpose for which they were designed.
· The ladder shall be secured at the top or held by another person at the base.
· The footing of the ladder shall be placed on a stable and level surface.
· Extension ladders shall be placed at a 4:1 ratio.  Ladders shall be used at an angle such that the horizontal distance from the top support to the foot of the ladder is approximately one-quarter of the working length of the ladder (the distance along the ladder between the foot and the top support.
· When ladders are not able to be extended then the ladder shall be secured at its top to a rigid support that will not deflect.
· Ladders shall not be placed on boxes, barrels, or other unstable bases to obtain additional height.
· Ladders shall not be used in a horizontal position as platforms, runways, or scaffolds.
· Ladders shall not be used by more than one man at a time.
· Ladders shall not be placed in front of doors opening toward the ladder unless the door is blocked open, locked, or guarded.
· If a ladder is used in a high traffic area, barricades shall be placed to avoid accidental displacement due to collisions.
· Do not stand on the top two rungs or top of step ladders.

On two-section extension ladders the minimum overlap for the two sections in use shall be as follows:

	Size of Ladder (feet)
	Overlap (feet)

	Up to and including 36’
	3

	Over 36 up to and including 48’
	4

	Over 48 up to and including 60’
	5



· Ladders shall extend a minimum of 3 feet above top of upper landing surface.  The ladder side rails shall extend at least 3 feet (.9m) above the upper landing surface. When ladders are not able to be extended then the ladder shall be secured at its top to a rigid support that will not deflect.
· The employee shall maintain a three (3)-point grip on the ladder at all times and carry tools/equipment on a belt or hoist up.  Do not carry anything in the hands that could cause injury in case of fall.
· The employee shall face the ladder while ascending or descending.
· The bracing on the back legs of stepladders is designed solely for increasing stability and not for climbing.
· The ladder shall not be moved while occupied.

Portable Ladders
Stepladders shall not be longer than 20 feet.  Single ladders shall not be longer than 30 feet.

A two-section extension ladders shall not be longer than 60 feet. All ladders of this type shall consist of two sections, one to fit within the side rails of the other, and arranged in such a manner that the upper section can be raised and lowered.

Keep all ladders at least ten (10) feet away from power lines.

Ladders shall have the correct load capacity for the task and not be loaded beyond the maximum intended load for which they were built nor in excess of the manufacturer’s rated capacity.  Weight includes the combined weight of the climber and his tools/equipment. Ladders are rated as the following:
· I (holds 250 Ibs)
· I-A (holds 300 Ibs)
· II (holds 225 Ibs)
· III (holds 200 Ibs)

Fixed Metal Ladders
Ladders shall be constructed to withstand a minimum of 200 pounds.

All metal rungs shall have a minimum diameter of ¾ inches and wooden rungs shall have a minimum diameter of 1 1/8 inches.

Rungs shall not be more than 12 inches apart and shall be uniform throughout the length of the ladder.

Rungs shall be a minimum length of 16 inches and provide protection so a foot cannot slip off the end.

Rungs shall have a minimum of 7 inches between itself and the structure behind it.

A fall restraint system must be provided for all fixed ladders greater than six feet in length.
· A Cage is required when the fixed ladder is at least twenty feet tall.
· Cages on fixed ladders shall not begin at a point less than 7 feet nor greater than 8 feet from the walking surface below the cage.
· Cages shall provide a clear width of 15 inches in each direction of the rung's centerline.
· Cages shall not extend less than 27 inches, but not greater than 28 inched from the centerline of the rung. 
· A climbing fall restraint system may be substituted for a ladder cage.






YOUR COMPANY NAME HERE
[bookmark: _Toc90032638]OFFICE SAFETY

PURPOSE
To provide general safety guidelines and procedures for office safety. 

[bookmark: _Toc151867493][bookmark: _Toc151867937][bookmark: _Toc456943422]General Office Safety
1. Do not stand on furniture to reach high places.
2. Do not kick objects out of your pathway; pick them up or push them out of the way.
3. Do not jump from ladders or step stools.
4. Do not block your view by carrying large or bulky items; use the dolly or hand truck or get assistance from a fellow employee.
5. Do not throw matches, cigarettes or other smoking materials into trash baskets.
6. Do not tilt the chair you are sitting in on its back two legs.
7. Use the ladder or step stool to retrieve or store items that are located above your head.

[bookmark: _Toc151867494][bookmark: _Toc151867938][bookmark: _Toc456943423]Doors
1. Close drawers and doors immediately after using them.
2. Keep doors in hallways fully open or fully closed.
3. Use the handle when closing doors.

[bookmark: _Toc151867500][bookmark: _Toc151867944][bookmark: _Toc456943429]Stairs
1. Use the handrail when ascending or descending stairs or ramps.
2. Do not store or leave items on stairways or walkways.
3. Do not run on stairs or take more than one step at a time.

Good Housekeeping Practices
Keep the office floor both neat and clean, this can eliminate most slipping, tripping, and falling hazards. Other good housekeeping practices include the following:

· Ensure that office lighting is adequate and available. Request to replace burned out light bulbs, and have additional lighting installed, as necessary. 
· Ensure that electrical cords and phone cords do not cross walkways or otherwise pose a tripping hazard. If you cannot move a cord, have a new outlet installed or secure the cord to the floor with cord covering strips. Do not tape cords down or run them underneath carpet.
· Report or repair tripping hazards such as defective tiles, boards, or carpet immediately. Clean spills and pick up fallen debris immediately. Even a loose pencil could cause a
· serious falling injury.
· Keep office equipment, facilities, and machines in good condition.
· Store items in an approved storage space. Take care to not stack boxes too high or too tight. Ensure that boxes are clearly labeled with their contents.


Hazardous Objects and Materials
Unauthorized hazardous objects such as knives and firearms are not permitted in the workplace. In addition, hazardous chemicals and materials should not be stored in the general office. Hazardous materials include, but are not limited to, the following:



· 


· Carcinogens 
· Combustibles 
· Flammables 
· Gas cylinders 


Preventing Cuts and Punctures
Cuts and punctures happen when people use everyday office supplies without exercising care. Follow these guidelines to help reduce the chance for cuts and punctures:

· When sealing envelopes, use a liquid dispenser, not your tongue.
· Be careful when using kitchen knives, scissors, staplers, letter openers, and box openers. Any of these items could cause a painful injury and should only be used for their intended purpose.
· Avoid picking up broken glass with your bare hands. Wear gloves and use a broom and a dust pan.  
· Place used blades or broken glass in a rigid container, such as a box, before disposing in a wastebasket.

[bookmark: _Toc151867501][bookmark: _Toc151867945][bookmark: _Toc456943430]Pneumatic Stapler
1. Do not discharge stapler unless it is touching the cardboard of the box being built.
2. Keep your free hand from behind the box flap being stapled.
3. If something or someone distracts you from your work, discontinue the stapling operation until it is safe to resume.

[bookmark: _Toc151867502][bookmark: _Toc151867946][bookmark: _Toc456943431]Staplers
1. Point the ejector slot away from yourself and bystanders when refilling staplers.
2. Keep fingers away from the ejector slot when loading or testing stapling devices.
3. Use a staple remover, not your fingers, for removing staples.

[bookmark: _Toc151867496][bookmark: _Toc151867940][bookmark: _Toc456943425]Sharp Objects
1. Store sharp objects such as pencil, letter openers or scissors in drawers or with the tips pointing down in a container.
2. Carry pencils, scissors and other sharp objects with the tips pointing down.

[bookmark: _Toc151867497][bookmark: _Toc151867941][bookmark: _Toc456943426]Paper Cutter/Shredder
1. Position hands and fingers on the handle of the paper cutter before pressing down on the blade.
2. Keep the paper cutter handle in the closed or locked position when it is not being used.
3. Do not use paper-cutting devices if the finger guard is missing.
4. Do not place your fingers in or near the feed of a paper shredder.

Preventing Machine Accidents
Only use machines that you know how to operate. Never attempt to operate an unfamiliar machine without reading the machine instructions or receiving directions from a qualified employee. In addition, follow these guidelines to ensure machine safety:

· Secure machines that tend to move during operation. Do not place machines near the edge of a table or desk.
· Ensure that machines with moving parts are guarded to prevent accidents. Do not remove these guards.  Defective guards should be replaced.
· Unplug defective machines and have them repaired immediately.
· Do not use any machine that smokes, sparks, shocks, or appears defective in any way. Close hand-operated paper cutters after each use and activate the guard.
· Take care when working with copy machines. If you have to open the machine for maintenance, repair, or troubleshooting, remember that some parts may be hot. Always follow the manufacturer's instructions for troubleshooting.
· Unplug paper shredders before conducting maintenance, repair, or troubleshooting. Some items can be very dangerous when worn around machinery with moving parts.
· Avoid wearing the following items around machines within unguarded moving parts:
· Loose belts Jewelry
· Long, loose hair
· Long, loose sleeves or pants Scarves
· Ties

Preventing Slips and Falls
The easiest way to avoid slips and falls is to pay attention to your surroundings and to avoid running or rushing. To ensure safety for others in the office, however, follow these guidelines:

· Arrange office furnishings in a manner that provides unobstructed areas for movement. Keep stairs, steps, flooring, and carpeting well maintained.
· Ensure that glass doors have some type of marking to keep people from walking through them.
· Clearly mark any difference in floor level that could cause an accident. Secure throw rugs and mats to prevent slipping hazards.
· Clean up fluid spills.
· Do not place wastebaskets or other objects in walkways.
· Be aware of added risk of falling when entering a building if outside weather is rain or snow.

Preventing Stress
To reduce stress and prevent fatigue, it is important to take mini-breaks (not many breaks) throughout the day. If possible, change tasks at least once every two hours. Stretch your arms, neck, and legs often if you do the same type of work for long periods of time. Rest your eyes often by closing them or looking at something other than the work at hand. For a quick pick-me-up, breathe deeply several times by inhaling through your nose and exhaling through your mouth. In addition, always try to eat your lunch somewhere other than your desk.

Other examples of stress-relieving exercises that can be done at your desk include the following:

Head and Neck Stretch:
Slowly turn your head to the left, and hold it for three seconds. Slowly turn your head to the right, and hold it for three seconds. Drop your chin gently towards your chest, and then tilt it back as far as you can. Repeat these steps five to ten times.


Shoulder Roll:
Roll your shoulders forward and then backward using a circular motion.

Upper Back Stretch:
Grasp one arm below the elbow and pull gently towards the other shoulder. Hold this position for five seconds and then repeat with the other arm.

Wrist Wave:
With your arms extended in front of you, raise and lower your hands several times.

Finger Stretch:
Make fists with your hands and hold tight for one second, then spread your fingers wide for five seconds.

[bookmark: _Toc151867498][bookmark: _Toc151867942][bookmark: _Toc456943427]Electrical
· Do not use frayed, cut or cracked electrical cords.
· Do not plug multiple electrical cords into a single outlet.
· Do not use extension or power cords that have the ground prong removed or broken off.
· Use a cord cover or tape the cord down when running electrical cords across aisles, between desks or across entrances or exits.
· Turn the power switch to “Off” and unplug office machines before adjusting, lubricating or cleaning them.

File Cabinets and Shelves
Because file cabinets and shelves tend to support heavy loads, treat them with special care. Follow these safety guidelines for file cabinets:
· Secure file cabinets that are not weighted at the bottom. Either bolt them to the floor or to the wall.
· Ensure that file cabinet drawers cannot easily be pulled clear of the cabinet. Do not block ventilation grates with file cabinets.
· Open only one drawer at a time to keep the cabinet from toppling. Close drawers when they are not in use.
· Do not place heavy objects on top of cabinets. Be aware that anything on top of a cabinet may fall off if a drawer is opened suddenly.
· Close drawers slowly using the handle to avoid pinched fingers.
· Keep the bottom drawer full. This will help stabilize the entire cabinet. In addition, follow these safety guidelines for office shelves:
· Secure shelves by bolting them to the floor or wall.
· Place heavy objects on the bottom shelves. This will keep the entire structure more stable.
· Ensure that there is at least 18 inches between the top shelf items and the ceiling. This space will allow ceiling sprinklers (if present) to function properly if a fire occurs.
· Do not block ventilation grates with shelves.
· Never climb on shelves (even lower shelves). Use an approved ladder.

Desks
Follow these safety guidelines for office desks:
· Keep desks in good condition (i.e., free from sharp edges, nails, etc.). Ensure that desks do not block exits or passageways.
· Ensure that glass-top desks do not have sharp edges.
· Ensure that desks with spring-loaded tables function properly. The table should not spring forth with enough force to cause an injury.
· Do not climb on desks. Use an approved ladder. Keep desk drawers closed when not in use.
· Repair or report any desk damage that could be hazardous.

Chairs
Safety guidelines for office chairs include the following:
· Do not lean back in office chairs, particularly swivel chairs with rollers. Do not climb on any office chair. Use an approved ladder.
· Office desk chairs should have adjustable back supports and seat height. Make sure that your chair's back support position and seat height are comfortable.
· Take care when sitting in a chair with rollers. Make sure it does not roll out from under you when you sit down.
· Repair or report any chair damage that could be hazardous. Do not roll chairs over electrical cords.

Operator's Position
Your seating position at work is important to your comfort and safety. To reduce the painful effects of repetitive motion, follow these guidelines when working with computers or typewriters:

· Always sit up straight. Make sure your chair is adjusted to provide adequate support to your back.
· Place your feet flat on the floor or on a footrest. Lower legs should be approximately vertical, and thighs should be approximately horizontal. The majority of your weight should be on the buttocks.
· Ensure that there is at least 1 inch of clearance between the top of your thighs and the bottom of the desk or table.
· Keep your wrists in a natural position. They should not rest on the edge of the desk.
· Keep the front edge of your chair approximately 4 inches behind your knees.

Equipment Arrangement
By properly arranging your equipment, you can also help reduce the harmful effects of repetitive motion. Follow these guidelines for arranging office equipment:

Lighting:
Lighting around computer work stations should illuminate the work area without obscuring the VDT or causing glare. Position computer screens, draperies, blinds, and pictures to reduce glare during work hours (e.g., place the VDT screen at a right angle to the window).

Keyboards:
Position computer keyboards so that the angle between the forearm and upperarm is between 80 and 120 degrees. Place the keyboard in an area that is accessible and comfortable.

Wrist Support:
Use wrist supports made of a padded material. The support should allow you to type without bending your wrists.


Telephones:
Neck tension is a common problem caused by holding the telephone between the head and neck. Use a headset or speakerphone if you use the telephone for extended periods of time.

Ladders
Always use an approved ladder or stool to reach any item above your extended arm height. Never use a makeshift device, such as a desktop, file cabinet, bookshelf, or box, as a substitute for a ladder.

Follow these guidelines when using ladders:

Do not load a ladder above its intended weight capacity.
Place ladders on slip-free surfaces even if they have slip-resistant feet. Secure the ladder if a slip-free surface is not available.
Avoid placing ladders in walkways. Secure a ladder if its location could cause an accident.
Keep areas around ladders clean and free of debris.
Do not use a ladder in front of a door unless the door is locked and barricaded. Refer to the Shop Safety chapter in this manual for more information on ladder safety.

[bookmark: _Toc151867499][bookmark: _Toc151867943][bookmark: _Toc456943428]Fans
· Do not use fans that have excessive vibration, frayed cords or missing guards.
· Do not place floor type fans in walkways, aisles or doorways.

[bookmark: _Toc151867503][bookmark: _Toc151867947][bookmark: _Toc456943432]Ergonomics and Video Display Terminals
· Take periodic rest breaks from repetitive or prolonged activities by standing up and stretching.
· Use a chair that is padded, is stable, mobile, swivels and allows operator movement.  Adjust your seat height so your knees are about the same level as your hips.
· Sit straight up in your chair and when needed, use a footrest that has an adjustable height and is large enough to allow operator movement.
· Adjust your computer screen and keyboard so that they are directly in front of you.  Use a table large enough to hold keyboard, the display screen and all necessary documents.
· Place the keyboard low enough so that the operator is not required to reach up or out to the keys.
· Keep wrists and hands in a straight position while keystroking by keeping forearms parallel to the floor and elbows at your sides.
· Select low frequency vibratory tools and tools that bend at the handle.
· Select tools with the right weight for the task, which distributes pressure evenly over the hand, fits your hand size and has a handle that accommodates a relaxed grip position.











YOUR COMPANY NAME HERE
[bookmark: _Toc90032639]MANUAL LIFTING

[bookmark: _Toc455651032]Purpose
Your company name here is committed to providing a safe and healthy working environment for all employees. Musculoskeletal disorders (MSD) account for a majority of reported injuries and we must minimize the risk and incidence of MSDs. To achieve this goal, Your company name here requires each worksite to establish and maintain a MSD, Lifting and Handling Loads Program with the following elements: 

Ongoing training of management, supervisors, and employees (including new hires) on MSD awareness hazards and control measures
Training of specialized staff (designated Your company name here Representative, JHSC members) on MSD hazard assessment and control measures 
Tracking of MSD statistics 
MSD hazard identification and assessment (see MSD Hazard Identification form)
Control of MSD hazards through the application of engineering and/or administrative controls 
Proactively integrating ergonomics principles into workplace design and work techniques 
A realization that personal protective equipment may only be used as a substitute for engineering or administrative controls if it is used in circumstances in which those controls are not practicable. 

[bookmark: _Toc455651033]Key Responsibilities
Management
Develops local Lifting and Handling Loads Programs for all worksites in accordance with this procedure and ensures all employees are aware of the requirements of the local Lifting and Handling Loads Program.
· Communicate, promote and support the MSD, Lifting and Handling Loads Program.  
· Conduct MSD training sessions and/or provide MSD training materials. 
· Maintain records of MSD training that they provide in a manner that supports accuracy and ease of access for monitoring purposes. 
· Monitor corrective actions taken as identified on incident reports. 
· Support supervisors and the worksite JHSC in the Lifting and Handling Loads Program process. 
· Assist in the investigation of MSD incidents to address injury hazards. 
· Bring to the attention of Your company name here management any MSD hazards identified during their investigations, audits or inspections. 
· Ensure distribution and awareness of MSD Hazard Identification Forms.
· Provide input into purchasing specifications for new tools, equipment and furniture as needed to reduce MSD hazards. 
· Provide input into the development of safe work procedures to reduce MSD hazards.

[bookmark: _Toc455651034]Worksite Manager
Responsible for the implementation and maintenance of the Lifting and Handling Loads Program for their facility and ensuring all assets are made available for compliance with the procedure.  He or she will also:
· Ensure that all worksite departments implement and maintain the provisions of the Lifting and Handling Loads Program.  
· Seek regular reports to ensure that their worksite is in compliance with the Lifting and Handling Loads Program.  
· Manual lifting equipment such as dollies, hand trucks, lift-assist devices, jacks, carts, hoists must be provided for employees.  Other engineering controls such as conveyors, lift tables, and work station design should be considered. 
· Use of provided manual lifting equipment by employees must be enforced.

[bookmark: _Toc455651035]Employees
· Shall attend all MSD related training for the task they are performing.
· Practice MSD prevention strategies as per MSD training. 
· Comply with safe work procedures. 
· Correctly use the equipment provided by Your company name here, according to manufacturers’ recommendations.
· Report to the supervisor any unsafe acts, unsafe tasks, unsafe conditions or equipment problems that create MSD hazards. 
· Report any MSD incidents to the supervisor and cooperate in the investigation process. 

[bookmark: _Toc455651036]Procedure
Worksite Assessment
Before manual lifting is performed, a hazard assessment must be completed. The assessment must consider size, bulk, and weight of the object(s), if mechanical lifting equipment is required, if two-man lift is required, whether vision is obscured while carrying and the walking surface and path where the object is to be carried.  The assessment shall also include:
· Use of the MSD Hazard Identification form contained within this procedure
· Physical Demands 
· Neck Back Shoulder Wrist
· Hand
· Knee Ankle/
· Feet
· Force Required and Working Distance
· Do employees push, pull, lift, lower, or carry objects that are too heavy or require too much force; away from the center of the body or in a jerky or twisting manner?
· Work Postures
· Is the back is curved too much or in a stooped position?
· Is the back is twisted during movements?
· Is the neck bent or twisted?
· Are the arms away from the body?
· Are the wrists flexed, extended or pinched positions?
· Repetitive Use of Similar Muscles
· Do employees perform movements over and over in the same way
· Static Muscle Use and Duration
· Do employees hold any of the above work postures for > 20 sec.?
· Stand for long periods with their knees locked?
· Stand in one position without moving or stretching?
· Contact Stress
· Do employees put localized pressure on any part of their body?
· 
· Work Space Layout and Conditions
· Are there working heights, reaches in workspace, equipment, tool design, storage conditions, etc., that cause or contribute to employees experiencing any of the physical demands risk factors?
· Also consider seating, floor surfaces, the characteristics of objects handled, including size and shape, load condition and weight distribution, and container as well as tool and equipment handles.
· Organization of Work
· Are there work processes, monotonous job tasks, work recovery cycles, task variability, work rate, machine paced tasks or peak activity demands that cause or contribute to rushing, frustration, fatigue or other visible signs of stress?
· Environmental Conditions
· Are employees exposed to poor lighting, vibration, cold or hot air/wind/water?

Work Controls
Your company name here must ensure based on the assessment, implement control measures to eliminate, minimize or reduce, so far as is reasonably practicable, the risk of musculoskeletal injury to the worker.

[bookmark: _Toc455651037]Handling Heavy or Awkward Loads
Your company name here will take all practicable means to adapt the heavy or awkward loads to facilitate lifting, holding or transporting by workers or to otherwise minimize the manual handling required.  Those include:

Where use of lifting equipment is impractical or not possible, two man lifts must be used. 
All loads carried on handcarts shall be secured.
All awkward type loads shall be secured to prevent tippage.
Additional methods include:
· reducing the weight of the load by dividing it into two or more manageable loads
· increasing the weight of the load so that no worker can handle it and therefore mechanical assistance is required
· reducing the capacity of the container
· reducing the distance the load must be held away from the body by reducing the size of the packaging
· providing hand holds
· team lift the object with two or more workers
· improve the layout of the work process to minimize the need to move materials
· reorganize the work method(s) to eliminate or reduce repeated handling of the same object
· rotate workers to jobs with light or no manual handling
· use mobile storage racks to avoid unnecessary loading and unloading.

[bookmark: _Toc455651038]Incidents and Injuries
If an employee reports symptoms of a MSI Your company name here will:
· Musculoskeletal injuries caused by improper lifting must be investigated and documented.  Incorporation of investigation findings into work procedures must be accomplished to prevent future injuries. 
· Injuries must be recorded and reported as required by 29 CFR Part 1904.

1 
[bookmark: _Toc455651039]Review & Updating Lifting and Handling Loads Program 
Supervision must periodically evaluate work areas and employees' work techniques to assess the potential for and prevention of injuries. New operations should be evaluated to engineer out hazards before work processes are implemented. 

[bookmark: _Toc455651040]Training
Your company name here shall ensure that a worker who may be exposed to the possibility of musculoskeletal injury is trained in specific measures to eliminate or reduce that possibility.  Our training shall include:
· General principles of ergonomics, 
· Recognition of hazards and injuries, 
· Procedures for reporting hazardous conditions, and 
· Methods and procedures for early reporting of injuries. 
Additionally, job specific training will be given on safe lifting and work practices, hazards, and controls. 

MSD Hazard Identification Form 

	Job Title:  
	Location of Assessment:   	

	Task Assignment:  
	Hazard Identification applies to the following locations:   

	Job Code (if used):   
	Date:    	

	Your company name here Location:	  
	Completed by (Name/Title):   

	
	In Consultation with:    


	[bookmark: Check3]Status:  Draft |_|	Final |_|
	    



	1. Awkward Postures
	
	Mark  if required 
	List task(s) requiring this posture
What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Neck
	Working with the neck bent forward or to the side more than 30° for more than 2 hours total per day.
	[image: ]
[bookmark: Check4]|_|

[image: ]
|_|
	|_|
	
	
	|_|
Date:
_______

	Neck
	Working with the neck rotated more than 45° in either direction for more than 4 hours total per day or working with the neck bent back /up more than 10° for more than 2 hours total per day
	[image: ]
	|_|
	
	
	|_|
Date:
_______

	Neck
	
Working with the elbow(s) at or above the shoulder for more than 2 hours total per day

	[image: Diagram

Description automatically generated]
	|_|
	
	
	|_|
Date:
_______

	
Shoulder
	Working while sitting or standing with the back bent forward, sideways, or twisted more than 30° for more than 2 hours total per day 
	[image: ]
|_|
[image: ]
|_|
[image: ]
|_|
	|_|
	
	
	|_|
Date:
_______

	Back
	Working while sitting or standing with the back bent back more than 10°, and with no support for the back, for more than 2 hours total per day 
	[image: ]
	[bookmark: Check19]|_|
	
	
	|_|
Date:
_______

	Knees
	Employee squats/ kneels for more than 2 hours total per day
	[image: ]
	[bookmark: Check21]|_|
	
	
	|_|
Date:
_______



	 2. Static Whole Body Postures
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Prolonged Sitting
	Employee sits for more than 6 hours total per day
	[bookmark: Check25]|_|
	
	
	|_|
Date:
_______

	Prolonged Standing
	Employee stands on hard surface more than 4 hours total per day (standing in one location without taking > 2 steps in any direction)
	[bookmark: Check26]|_|
	
	
	|_|
Date:
_______




	3a. Lift/Lower Forces (manual labor)
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Back/
Shoulder
	Lift/lower objects up to 2 times an hour
Object close to the body: 35 lb or more 
Object away from the body: 17 lb or more
	[bookmark: Check29]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects 3 to 60 times an hour 
Object close to the body: 30 lb or more 
Object away from the body: 15 lb or more
	[bookmark: Check31]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects 61 to 240 times an hour 
Object close to the body: 25 lb or more 
Object away from the body: 15 lb or more
	[bookmark: Check32]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects >5 lb more than 240 times an hour (more than 4 times a minute) 
	[bookmark: Check35]|_|
	
	
	|_|
Date:
_______




	3b. Lift/Lower Forces (office work)
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Back/
Shoulder
	Lift/lower objects up to 2 times an hour 
- Object close to the body: 30 lb or more 
- Object away from the body: 15 lb or more
	[bookmark: Check37]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects 3 to 60 times an hour 
- Object close to the body: 25 lb or more 
- Object away from the body: 15 lb or more
	[bookmark: Check38]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects 61 to 240 times an hour 
- Object close to the body: 25 lb or more 
- Object away from the body: 10 lb or more
	[bookmark: Check39]|_|
	
	
	|_|
Date:
_______

	
	Lift/lower objects >5 lb more than 240 times an hour (more than 4 times a minute)
	[bookmark: Check40]|_|
	
	
	|_|
Date:
_______

	4a. Push/Pull Forces (manual labor)
(Carts, trolleys, rolls, cables, etc.)

NOTE: Push/Pull force is the force required to move the object, not the weight of the object itself.  
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Back/
Shoulder
	Pushing/pulling up to 2 times an hour with initial push/pull force of more than 50 lb
	[bookmark: Check45]|_|
	
	
	|_|
Date:
_______

	
	Pushing/pulling 3 to 120 times an hour, with initial push/pull force of more than 25 lb
	[bookmark: Check46]|_|
	
	
	|_|
Date:
_______

	
	Pushing/pulling forces >5 lb more than 120 times an hour (more than twice a minute)
	[bookmark: Check47]|_|
	
	
	|_|
Date:
_______

	4b. Push/Pull Forces (office work)
(Carts, trolleys, rolls, cables, etc.)

NOTE: Push/Pull force is the force required to move the object, not the weight of the object itself.  
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Back/
Shoulder
	Pushing/pulling up to 2 times an hour with initial push/pull force of more than 50 lb
	[bookmark: Check51]|_|
	
	
	|_|
Date:
_______

	
	Pushing/pulling 3 to 120 times an hour, with initial push/pull force of more than 25 lb
	[bookmark: Check52]|_|
	
	
	|_|
Date:
_______

	
	Pushing/pulling forces >5 lb more than 120 times an hour (more than twice a minute)
	[bookmark: Check53]|_|
	
	
	|_|
Date:
_______



	5. Repetition
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Neck, shoulders, elbows, wrists or hands
	Employee repeats the same motion with the neck, shoulders, elbows, wrists, or hands every few seconds with little or no variation for more than 2 hours total per day excluding computer use.
Check body part(s) that apply: 
[bookmark: Check58][bookmark: Check59]|_| Neck         |_|Shoulder(s)     
[bookmark: Check60]|_| Elbow(s)
[bookmark: Check61][bookmark: Check62]|_| Wrist(s)    |_| Hand(s)
	[bookmark: Check57]|_|
	
	
	|_|
Date:
_______

	Computer Use
	Employee uses computer more than 3 hours total per day
	[bookmark: Check63]|_|
	
	
	|_|
Date:
_______



	6. Hand/Arm Vibration
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Hands
Arms
	Use high vibration tools (impact wrenches, chain saws, jack hammers, riveting hammers) for more than 30 minutes total per day  
	[bookmark: Check70]|_|
	
	
	|_|
Date:
_______

	
	Use moderate vibration hand tools (grinders, sanders, jig saws) that typically have moderate vibration levels more than 2 hours total per day
	[bookmark: Check71]|_|
	
	
	|_|
Date:
_______



	7. Repeated Impacts
	Mark  if required 
	· List task(s) requiring this posture
· What is the possible cause of the posture?
	List possible control measure(s) and state if control measures have been implemented 
	Hazard Resolved

	Hands
Knees
	Employee uses one of the following as a hammer more than 10 times per hour and for more than 2 hours total per day. 
(Check the body part(s) that apply) 

[bookmark: Check75][bookmark: Check76]|_|Hand (heel/base of palm), or |_| Knee
	|_|
	
	
	|_|
Date:
_______




Complete this section only if potential hazards have been identified in the “Mark if required” column:
1. How many employees are exposed to the hazards identified above and how often? 

	
	# of employees Exposed
	How often?  (describe in hours per day or week, as appropriate)

	Awkward postures
	
	

	Static whole body postures
	
	

	Lift/lower forces
	
	

	Push/pull forces
	
	

	Repetition
	
	

	Hand/arm vibration
	
	

	Repeated impacts
	
	


2. In the past two years, how many MSD incidents been reported among employees who are exposed to the identified hazards? State the number of incidents and their nature (e.g., Lost Time, Medical Aid, First Aid, Incident only) 
	







YOUR COMPANY NAME HERE
[bookmark: _Toc90032640]SLIPS, TRIPS & FALL

SLIP, TRIP, & FALL HAZARDS
Common slip, trip and fall hazards result from:

1. Wet or contaminated floors (e.g. grease, liquids, ice, oil, dust fine powders, etc.).

	Containment
	Source

	Rain Water
	Transmitted internally from open external doors or from the feet, coats or umbrellas of pedestrians. Building leaks

	Water, other fluids
	From spills, plumbing leaks, cleaning, ice machines

	Floor cleaning products
	Resulting from failure to follow appropriate protocol

	Body fluids
	Blood, vomit

	Condensation
	Variations in temperature

	Dusts
	Natural or from stored materials

	Debris
	Bags, paper, food residues, soil, cardboard boxes



2. Uneven walking surfaces, holes, changes in level, broken or loose floor tiles, defective or wrinkled carpet or uneven steps/thresholds.
3. Mats or rugs not lying flat on the floor.
4. Obstructions and accumulation of objects in walkways (e.g. hoses, cords, cables, debris, etc.).
5. Unguarded platforms, walkways, and work areas 30 inches above ground.
6. Inadequate illumination (refer to Appendix B for specific requirements).

HIGHER RISK AREAS
For purposes of this Manual, an area where slip, trip, or fall hazards may likely arise during a typical work shift, is considered a “higher risk area”. Examples of higher risk areas include:
· Break rooms – wet floor
· Locker rooms – wet floor
· Loading docks – elevated locations

Inspections
Inspections to identify slip, trip and fall hazards are recommended at least annually, ideally prior to the wet season. For higher risk areas, a formal inspection is recommended at least on a quarterly basis; more frequently depending on the likelihood for changing conditions. For building common areas, recommend the building manager conduct inspections. 

Recommended inspections should minimally include evaluation of the following:
· Condition of floors, carpets, and steps
· Floor maintenance protocol
· Housekeeping practices
· Lighting levels
· Presence and condition of guardrails/ handrails at elevated work surfaces. Refer to Appendix B for specific requirements.



· [bookmark: _Toc411694898]


[bookmark: _Toc449304857]HAZARD CONTROL MEASURES
GENERAL HOUSEKEEPING PROCEDURES / SAFE WORK PRACTICES
The following housekeeping procedures and safe work practices must be followed to prevent accidents associated with slip, trip and fall hazards:

General Safety
· Avoid running or walking too fast, especially in higher risk areas.
· Avoid carrying items that will obstruct one’s view of their walking pathway.
· Avoid walking through potential slip, trip and fall hazards.
· Use extra caution when traveling both outdoors and indoors during/ following wet weather.

General Housekeeping Procedures
· Clean up spills immediately. For greasy liquids, use suitable cleaning agent.
· Do not leave floors wet after cleaning – clean them to a completely dry finish if possible. If "clean-to-dry" is not possible, then use barriers and "wet floor" warning signs to keep people off the wet area.
· Use cleaning methods that do not spread the problem. Small spills are often better dealt with using a paper towel instead of a mop that wets a larger area of floor.
· Do not use cardboard to soak up spills.

Slip Hazards
· Floors, platforms, and walkways shall be maintained in good repair, and reasonably free of oil, grease, or water. Mats, grates, or other methods that provide equivalent protection shall be used on areas where operation requires walking on slippery surfaces.
· Slip-resistant floor coatings should be used in areas that are likely to get wet or subject to frequent spills.
· Slip hazards must be identified and removed promptly.
· Warning signs or other equally effective means (barricades) should be used as a warning system in areas where a slip hazard is present.

Trip Hazards
· Platforms and walkways shall be free of obstructions & dangerous projections (e.g. extension cords, power cables, hoses, carts, boxes, debris).
· Position equipment to avoid cables crossing pedestrian routes; use cable covers securely fix to surfaces, or consider use of cordless tools.
· Surfaces in poor repair (i.e. holes, surface upheaval, and broken tiles) shall be repaired or guarded by readily visible barricades, rails or other equally effective means.
· Ensure floor mats and rugs are securely fixed and do not have curling edges.

Fall Hazards
· Elevated Locations
· Guardrails shall be provided on all open sides of unenclosed elevated locations.
· Example of elevated locations include: balconies, runway ramps, or working surfaces that are more than 30 inches above the floor, ground, or other working areas of a building.
· For Roofs: Guardrails shall be provided at locations where there is routine need for an employee to approach within 6 feet of the edge of the roof. Where such
· roof access is needed no more than 4 times a year, safety belts, lanyards, or an approved fall protection system may be used in lieu of guardrails.

Stairways:
· Stairways shall have handrails or stair rails on each side. Refer to Appendix B for specific requirements.

Ladder Use:
· When a ladder is used, the employee shall follow safe ladder practices. Ladder safety training is available from EH&S for Your company name here employees.
· Elevating Work Platforms & Aerial Devices (e.g. vertical tower, scissor lift, mast-climbing work platform):

Only employees who have been trained, and approved by the supervisor shall operate elevating work platforms and aerial devices. NOTE: Aerial device and elevating work platforms are vehicle-mounted or self-propelled device designed to elevate a platform/ individual in a substantially vertical axis.

FLOOR MATS AND OTHER FLOOR TREATMENTS
Where work processes are expected to create wet floor surfaces, such surfaces shall be protected against slipping by using mats, grates, cleats, or other methods that provide equivalent protection.

Where wet processes take place, drainage shall be maintained and false floors, platforms, mats, or other dry standing places provided.

Floor mats
Floor mats shall be placed in building entrances and higher risk areas where walking-working surfaces may encounter wetness or other slippery conditions.
Examples of these areas include:
1. Areas adjacent to food counters and food preparation areas
2. Cooking areas
3. Dishwashing areas
4. Frying station

The design of floor mats should have the following features:
· Slip resistant surface on both top and bottom sides.
· Beveled edges, flat edges or similar design to help reduce the likelihood of workers tripping on the mat’s edges.
· Slots or similar design to help promote drainage and prevent accumulation of water & grease.
· Antibacterial treatment or similar design to help prevent the growth of mold and mildew.

Floor mats should not be installed and used in a way where the mat itself becomes a slip or trip hazard.
Other Methods
· Where wet processes are used drainage shall be maintained and false floors, platforms, mats, or other dry standing places provided.

5.3 SLIP-RESISTANT FOOTWEAR
Employees who work in potentially slippery higher risk areas must wear slip-resistant footwear.
When selecting slip-resistant footwear, the following should be considered:
· Level of slip-resistance (i.e. Polyurethane and microcellular urethane soles are more slip-resistant compared to nitrite and styrene rubber).
· Tread design, tread hardness, and shape of sole and heel. (i.e. High elastic soles with raised-tread and cross-hatch patterns are more slip-resistant compared to rough and flat soles. Tread patterns should cover the whole sole and heel area.)
· Proper support and comfort.
NOTE: The use of slip-resistant footwear alone is not adequate in preventing slip-related accidents. General housekeeping procedures, safe work practices, and matting/ floor treatments (as necessary) must be used.

FLOOR MAINTENANCE PROCEDURES
A floor maintenance procedure must exist where routine or occasional floor cleaning is performed by departmental staff. Recommend consulting with floor cleaner product manufacturer for guidance on suggested cleaning procedures. The following should be considered when developing a floor maintenance procedure:
· The type of floor finish products used, including slip-resistant polymer finishes, strippers, degreasers and general cleaners.
· Proper application methods for products, including proper dilution and time schedules for each component or process.
· Proper warning system used during floor maintenance operation to alert building occupants of the presence of potential slip, trip and fall hazards.
· Documentation of products used, including Safety Data Sheets, and specifications regarding the slip-resistance level of the product.
· Periodic review of maintenance program, especially after a report of an employee “near miss” or actual accident.

TRAINING
For employees working in higher risk areas, training shall be provided to ensure employees are in compliance with safe work practices. 

GENERAL HOUSEKEEPING / SAFE WORK PRACTICES
All employees who may be required to work in a higher risk area shall be trained on the following:
• Recognition of potential hazards associated with working in a higher risk area.
• The use of control measures to prevent slip, trip and fall related accidents.
The frequency of training provided to the employees is to be determined by the supervisor, building manager, and EH&S.

FLOOR MAINTENANCE PROCEDURES
Where departmental staff are assigned to perform routine or occasional floor maintenance, recommend training be provided on established floor maintenance procedures. When new products and/or equipment are used, recommend the departmental staff receives adequate retraining for proper usage.

RECORDKEEPING
Supervisors shall keep records of health and safety training received by employees for at least one year, except for training records of employees who have worked for less than one year which are provided to the employee upon termination of employment (in accordance with Your company name here’s Illness and Injury Prevention Program).

[bookmark: _Toc411694899][bookmark: _Toc449304858]
SLIP, TRIP AND FALL HAZARDS –CHECKLIST
1. Floor is kept free from slip hazards such as food or liquid spills, and other debris.
2. Walkway is kept free from trip hazards such as torn carpets, electrical cords, fallen articles, broken tiles, etc.
3. Carpet/rugs are in good condition & secured to the floor.
4. Floors are properly designed to allow for good drainage.
5. Floors drains are not plugged/ allow adequate drainage.
6. Floor mats are in good condition, free of grease, and used appropriately (i.e. mat is not a trip hazard).
7. Floor mats have beveled edges, and where appropriate, are grease resistant and promote drainage.

Others 
1. Portable signs, and equipment used for spills cleanup are available for use.
2. Slip-resistant footwear is worn by employee.
3. Illumination is adequate.
4. Stepladders are in good condition and have non-skid feet.

Building perimeter / Stairways/Special Areas 
1. Sidewalks & ramps are free of defects (e.g. cracks, breaks, holes).
1. Sidewalks & ramps do not show signs of surface upheaval or unevenness.
2. Stairway’s surface and nosing (leading edge of stair tread) are free of defects (e.g. broken steps, cracks).
3. Handrail is present and secured at stairways & ramps.
4. Guardrails are present and secured on working surfaces that are more than 30 inches above floor or other working areas (Exception: loading dock).
5. Restroom floors free from defects and properly maintained. No evidence of plumbing leaks.

[bookmark: _Toc411694900][bookmark: _Toc449304859]DESIGN GUIDLINES

The design of guardrails shall comply with the following standards:
1. Guardrails shall be provided on all open sides of unenclosed elevated work areas such as roof openings, platforms, ramps, or any other working location that are more than 30 inches above the floor, ground, or other working areas of a building. Exception: Platforms, ramps, runways, or other working level constructed prior to January 1, 1967, that are less than 4 feet above floor, ground, or other working level, are not required to have guardrails.
2. A standard guardrail shall consist of a top rail, a midrails or an equivalent protection and posts.
3. The distance between the floor and the upper surface of the top rail shall be within the range of 42 inches to 45 inches.
4. The top rail shall be smooth-surfaced through the length of the railing.
5. The midrails shall be approximately halfway between the top rail and the floor, ground or other surface it is attached to. NOTE: Local building regulations may require 9- inch spacing of midrails.
6. The mounting of guardrails shall be such that the top rail is capable of withstanding a downward load of 20 pounds per linear foot applied either horizontally or vertically.

[bookmark: _Toc411694901][bookmark: _Toc449304860]HANDRAILS
The design of handrails shall comply with the following standards:
1. Stairways shall have handrails or stair rails on each side. Every stairway required to be more than 88 inches in width shall be provided with at least one intermediate stair rail for each 88 inches of required width. EXCEPTION:
a. Stairways less than 44 inches in width may have one handrail unless the other side of the stairway is open. In that case, the open side shall have a handrail.
b. Stairways with less than four risers are not required to have a handrail.
c. Stairways giving access to portable work stands less than 30 inches high are not required to have a handrail.
2. The upper surface of handrails shall be placed no less than 34 inches or more than 38 inches above the nosing of treads and landings.
3. Handrails shall be continuous the full length of the stairs.
4. Handrails shall be designed to prevent falls by providing a grasping surface to the user.
5. In handrails projecting from a wall, the space between the wall and the handrail shall be at least 1 ½ inches.
6. The mounting of handrails shall be such that the completed structure is capable of withstanding a load of at least 200 pounds applied in any direction at any point on the rail.

[bookmark: _Toc411694902][bookmark: _Toc449304861]STAIRWAYS
The designs of stairways shall comply with the following standards:
1. Stairways that serve an occupant load of more than 50 shall have a width no less than 44 inches.
2. The run shall not be less than 10 inches as measured horizontally between the vertical planes of the furthermost projection of adjacent treads. The largest tread run within any flight of stairs shall not exceed the smallest by more than 3/8 inch. The greatest riser height within any flight of stairs shall not exceed the smallest by more than 3/8 inch.
3. Treads of stairways shall be slip-resistant.
4. Headroom clearance of stairway shall be no less than 6 feet 6 inches. Such clearance is determined by measuring the vertical distance between a plane parallel and tangent to the stairway tread nosing, to the soffit above at all points.

[bookmark: _Toc411694903][bookmark: _Toc449304862]RAMPS
The designs of ramps shall comply with the following standards:
1. Surface of ramps shall be roughened or shall be of non-slip materials.
2. Ramps that serves any exit way, provides handicap access or is in the path of travel shall not have a slope that exceeds 1-foot rise to 12 feet of horizontal run. Exception:
3. Existing ramps shall not exceed 1-foot rise to 8 feet of horizontal run.
4. Ramps with slopes exceeding 1-foot rise to 15 feet of horizontal run shall have handrails or stair rails as required for stairways.
5. Ramps more than 30 inches above the adjacent ground or floor are to be provided with guardrails.
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Warning
Harmful if swallowed

Wash hands and face thoroughly after handling. Do not eat, drink or smoke when using this
product. Dispose of contents/container in accordance with local, state and federal regulations.
First aid:
If swallowed: Call a doctor if you feel unwell. Rinse mouth.
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