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Policy Statement on Safety

The safety and health of each «Company_Name» employee is of primary importance to us.  As a company, we are committed to maintaining a safe and healthful working environment. Management will provide all necessary safeguards, programs, and equipment required to reduce the potential for accidents and injuries.

To achieve this goal, we have developed and implemented a comprehensive Safety Manual and Injury and Illness Prevention Program (IIPP) tailored for the hospitality industry.  This program is designed to prevent workplace accidents, injuries, and illnesses that result from material handling, bloodborne pathogens, driving, housekeeping, and other activities. A complete copy of the program is maintained at our office at «Company_Street_Address», «Company_City_State_Zip».  You may ask to review it at any time.  A copy of relevant portions of the program that are applicable to your specific assignment will also be provided to you.  You may also contact «Safety_Persons_Name» at «Safety_Persons_Phone», if you have any questions or concerns.

It is the intent of «Company_Name» to comply with all laws relating to occupational safety and health, including bloodborne pathogen exposure and machine guarding.  To accomplish this, we require the active participation and assistance of all employees. The policies and procedures contained in the following manual are mandatory.  You should also be constantly aware of conditions in all work areas that can produce injuries or illness.  No employee is required to work at a job that he or she knows is not safe.  Never hesitate to inform your supervisor of any potentially hazardous situation or condition that is beyond your ability or authority to correct immediately.  No employee will be discriminated against for reporting safety concerns to management.

It is the responsibility of each employee to support the company safety program and to perform in a manner that assures his or her own personal safety and the safety of others, including customers, visitors and other trades.  To be successful in our endeavor, all employees on every level must adopt proper attitudes towards injury and illness prevention.  We must also cooperate in all safety and health matters, not only between management and employees, but also between each employee and his or her respective coworkers.  Only through such an effort can any safety program be successful.  Our objective is a safety and health program that will reduce the total number of injuries and illnesses to an absolute minimum.  Our ultimate goal is zero accidents.

_________________________________

«Owner_or_CEO_Name»
«Owner_or_CEO_Title»
Duties and Responsibilities for Safety

A successful IIPP can only be achieved and maintained when there are active interest, participation, and accountability at all levels of the organization.  To ensure this, «Company_Name», delegates the following safety duties by job title.  Please keep in mind that this is not an all-inclusive list.  In some cases employees will need to perform safety duties outside their regular responsibilities to prevent accidents.

Executive management must plan, organize, and administer the program by establishing policy, setting goals and objectives, assigning responsibility, motivating subordinates, and monitoring results. «Owner_or_CEO_Name» will support and maintain an ongoing Safety and Injury and Illness Prevention Program through the following:

1. Providing clear understanding and direction to all management and union employees regarding the importance of safety through the development, implementation, monitoring and revision of policy and procedures.

2. Providing financial support for the IIPP through the provision of adequate funds for the purchase of necessary safety materials, safety equipment, proper personal protective equipment, adequate time for employee safety training, and maintenance of tools and equipment.

3. Overseeing development, implementation, and maintenance of the IIPP and other required safety programs.

4. Maintaining a company commitment to accident prevention by expecting safe conduct on the part of all managers, superintendents, foremen and employees.
5. Holding all levels of management and employees accountable for accident prevention and safety.

6. Reviewing all accident investigations to determine corrective action.

Managers and workers are in a position to anticipate hazards and help prevent safety problems before they occur.  They will support our Safety and Injury and Illness Prevention Program through the following:
1. Anticipating job hazards prior to the commencement of work. 

2. Ensuring the provision of adequate safety equipment for all jobs.

3. Communicating expected safety problems or unique hazards to your supervisor.

4. Providing for necessary equipment and safety precautions in all field assignments.

5. Requiring all subcontractors to comply with applicable local, state, and federal safety regulations.

6. Clarifying safety responsibilities from the contract documents.  Assuring that all individuals and subcontractors follow rules and fulfill their job responsibilities.

Supervisors play a key role in the prevention of accidents on the job.  They have direct contact with the field workers and know the safety requirements for various jobs. Safety responsibilities for supervisor include:

1. Holding workers accountable for safety.

2. Enforcing safe work practices among all employees.

3. Correcting all unsafe acts and conditions that could cause accidents.

4. Verifying corrective action has been taken regarding safety hazards and accident investigations.

5. Conducting periodic documented inspections of the job sites to identify and correct unsafe actions and conditions that could cause accidents.

6. Investigating all injuries and accidents to determine their cause and potential corrective action.

7. Acting as a leader in company safety policy and setting a good example by following all safety rules.

8. Assisting in dealing with safety issues created by other contractors on the job site.

9. Becoming familiar with local, state, and federal safety regulations.  The Safety Coordinator is available for assistance.

10. Assuring that safety meetings are held with all employees, and the proceedings are recorded on the company form.  A copy shall be sent to the office. 

Supervisors have the greatest influence on motivating employees to work safely and should control unsafe acts or conditions.  They have the most daily contact with the employees and have direct control over the job site. Supervisors will:

1. Train all new and existing employees in proper safety procedures and the hazards of the job, including proper lifting techniques, bloodborne pathogen protection, and understanding the properties of chemical agents found on material safety data sheets (MSDS).

2. Instruct all employees, under their supervision, in safe work practices and job safety requirements. 

3. Hold safety meetings with employees.

4. Ensure employee proficiency when assigning work requiring specific knowledge, special operations or equipment.
5. Ascertain that all machinery, equipment, and tools are maintained in safe working condition and operate properly.

6. Enforce all safety rules in the Code of Safe Practices and ensure safe work procedures.

7. Conduct daily inspections of the work area for unsafe actions or conditions.  
8. Correct unsafe acts and conditions that could cause accidents.

9. Communicate with all employees about safety and accident prevention activities.

10. Enforce the wearing of personal protective equipment on the job.  This will depend on the circumstance and may include: back support belts, gloves, etc.

11. Correct the cause of any accident as soon as possible.

12. Act as a leader in company safety policy and set a good example by following all safety rules.

13. Ascertain that proper first aid and fire fighting equipment is maintained and used when conditions warrant its use.

14. Maintain good housekeeping conditions at all times.

15. Investigate all injuries and accidents to determine their cause and potential corrective action.

16. Ascertain that all injuries involving our employees that require medical attention are properly treated and promptly reported to the office.

17. Locating the nearest hospital or medical facility and posting emergency numbers near all phones.

The company Safety Coordinator or Safety Officer acts as a safety resource for the company and is responsible for maintaining program records.  They will also be our primary person to deal with outside agencies regarding the safety program and its contents.  «Safety_Persons_Name», «Safety_Persons_Title» «Safety_Persons_Phone» is currently responsible for this role.  Additional duties include:

1. Coordination of all loss prevention activities as a representative of management. Acting as a consultant to management in the implementation and administration of the Safety Program.

2. Develop and implement loss prevention policies and procedures designed to insure compliance with the applicable rules and regulations of all federal, state, and local agencies, including regulations governing bloodborne pathogen exposure.

3. Review all accident reports to determine cause and preventability.

4. Conduct periodic reviews of the program and job sites to evaluate performance, discuss problems and help solve them.

5. Consult with representatives of our insurance companies in order that their loss control services will support the Safety Program.

6. Review Workers’ Compensation Claims.  Help supply the insurance carrier with information about injured employees in order to keep loss reserves as low as possible.

Every employee is responsible for working safely, both for self-protection and for protection of fellow workers.  Employees must also support all company safety efforts.  Specific employee safety responsibilities include:

1. If you are unsure how to do any task safely, ask your Supervisor.

2. Read and abide by all requirements of the Safety Manual and the IIPP.

3. Know and follow the Code of Safe Practices and all company safety policies and rules.

4. Wear all required personal protective equipment.

5. Report all accidents and injuries, no matter how minor, to your supervisor immediately.

6. Do not operate any equipment you have not been trained and authorized to use.

7. Report any safety hazards or defective equipment immediately to your supervisor.

8. Do not remove, tamper with or defeat any guard, safety device or interlock.

9. Never use any equipment with inoperative or missing guards, safety devices or interlocks.

10. Never possess, or be under the influence of, alcohol or controlled substances while on the premises.

11. Never engage in horseplay or fighting.

12. Participate in, and actively support, the safety program.

Employee Safety Training

California law requires that employees be trained in the safe methods of performing their job. «Company_Name» is committed to instructing all employees in safe and healthful work practices. Awareness of potential hazards, as well as knowledge of how to control them, is critical to maintaining a safe and healthful work environment and preventing injuries. To achieve this goal, we will provide training to each employee on general safety issues and safety procedures specific to that employee's work assignment.

All new employees will be given instructions by their Supervisor in the general safety requirements of their job. A copy of our Code of Safe Practices shall also be provided to each employee.  Safety meetings will be conducted at least every 10 working days.  All training will be documented on the forms provided.

Supervisors will be trained at least twice per year on various accident prevention topics.

Training provides the following benefits:

· Makes employees aware of job hazards

· Teaches employees to perform jobs safely

· Promotes two way communication

· Encourages safety suggestions

· Creates interest in the safety program

· Fulfills Cal/OSHA requirements

Employee training will be provided at the following times:

1. All new employees will receive a safety orientation their first day on the job.

2. All new employees will be given a copy of the Code of Safe Practices and required to read and sign for it.

3. All employees given a new job assignment for which training has not been previously provided will be trained before beginning the new assignment.

4. Whenever new substances, processes, procedures or equipment that represent a new hazard are introduced into the workplace.

5. Whenever «Company_Name» is made aware of a new or previously unrecognized hazard.

6. Whenever management believes that additional training is necessary.

7. After all serious accidents.

8. When employees are not following safe work rules or procedures.

Training topics will include, but not be limited to:

· Employee’s safety responsibility

· General safety rules

· Code of Safe Practices

· Safe job procedures

· Use of hazardous materials.

· Use of equipment, including landscaping equipment, if applicable. 

· Emergency procedures

· Safe lifting and material handling practices

· Use of housekeeping implements

· Bloodborne pathogen exposure

· Contents of safety program

Documentation of Training

All training will be documented on one of the following three forms.

New Employee Safety Orientation

Employee Safety Contact Form

Tailgate Safety Meeting Report

The following training method should be used.  Actual demonstrations of the proper way to perform a task are very helpful in most cases.  

· Tell them how to do the job safely

· Show them how to do the job safely

· Have them tell you how to do the job safely

· Have them show you how to do the job safely

· Follow up to ensure they are still performing the job safely

«Company_Name»
Employee Safety Contact Report

Location: ___________________________
                     Supervisor: _____________________

Employee name ___________________________________________ Date __________________

Job title ________________________________________________________________________

Safety concern:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Corrective action:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Signed  ______________________________________________

Employee

Signed  ______________________________________________

Supervisor
«Company_Name»
New Employee Safety Orientation

The following items will be verbally covered with each new employee by the Supervisor on the first day of their employment.

Employee name ___________________________________ Start date ____________________

Location___________________________________ Position  ___________________________

Instruction has been received in the following areas.

 FORMCHECKBOX 

1.
Code of Safe Practices.*

 FORMCHECKBOX 

2.
Hazard Communication (chemicals) Employee Training Handbook.*

 FORMCHECKBOX 

3.
Driving Safety Rules.*

 FORMCHECKBOX 

4.
Safety rule enforcement procedures.

 FORMCHECKBOX 

5.
Necessity of reporting ALL injuries, no matter how minor, IMMEDIATELY.

 FORMCHECKBOX 

6.
Proper method of reporting safety hazards.

 FORMCHECKBOX 

7.
Emergency procedures and First Aid.

 FORMCHECKBOX 

8.
Proper work clothing & required personal protective equipment.

 FORMCHECKBOX 

9.
List all special equipment, such as lifts, employee is trained and authorized to use.


________________________________________________________________________


________________________________________________________________________

* Give a copy of these items to the employee.

I agree to abide by all company safety polices and the Code of Safe Practices.  I also understand that failure to do so may result in disciplinary action and possible termination.

Signed  __________________________________________ Date  ________________________





Employee

Signed  __________________________________________ Date  ________________________





Supervisor

Safety Communication

This section establishes procedures designed to develop and maintain employee involvement and interest in the Safety Manual and IIPP.  These activities will also ensure effective communication between management and employees on safety related issues that are of prime importance to «Company_Name».  The following are some of the safety communication methods that may be used:
1. Safety meetings with employees that encourage participation and open, two-way communication.

2. New employee safety orientation and provision of the Code of Safe Practices.

3. Provision and maintenance of employee bulletin boards discussing safety issues, accidents, and general safety suggestions.

4. Written communications from management or the Safety Coordinator, including memos, postings, payroll stuffers, and newsletters.

5. Anonymous safety suggestion program.

Employees will be kept advised of highlights and changes relating to the safety program.  The Supervisor shall relay changes and improvements regarding the safety program to employees, as appropriate.  Employees will be involved in future developments and safety activities, by requesting their opinions and comments, as necessary.

All employee-initiated safety related suggestions shall be properly answered, either verbally or in writing, by the appropriate level of management.  Unresolved issues shall be relayed to «Owner_or_CEO_Title».

All employees are encouraged to bring any safety concerns they may have to the attention of management.  «Company_Name» will not discriminate against any employee for raising safety issues or concerns.

«Company_Name» also has a system of anonymous notification whereby employees who wish to inform the company of workplace hazards without identifying themselves may do so by phoning or sending written notification to the following address:

«Safety_Persons_Name», «Safety_Persons_Title»
«Company_Street_Address»
«Company_City_State_Zip»
«Safety_Persons_Phone»
Enforcement of Safety Policies

The compliance of all employees with «Company_Name»’s Safety Manual and IIPP is mandatory and shall be considered a condition of employment.

The following programs will be utilized to ensure employee compliance with the safety program and all safety rules.

· Training programs

· Retraining

· Disciplinary action

· Optional safety incentive programs

Training Programs

The importance of safe work practices and the consequences of failing to abide by safety rules will be covered in the New Employee Safety Orientation and at safety meetings.  This will help ensure that all employees understand and abide by «Company_Name» safety policies.

Retraining

Employees that are observed performing unsafe acts or not following proper procedures or rules will be retrained by their foreman or supervisor.  A Safety Contact Report may be completed by the supervisor to document the training.  If multiple employees are involved, additional safety meetings will be held.

Safety Incentive Programs

Although strict adherence to safety policies and procedures is required of all employees, the company may choose to periodically provide recognition of safety-conscious employees and job sites without accidents through a safety incentive program.  

Disciplinary Action:

The failure of an employee to adhere to safety policies and procedures established by «Company_Name» can have a serious impact on everyone concerned. An unsafe act can threaten not only the health and well being of the employee committing the unsafe act but can also affect the safety of his/her coworkers and customers. Accordingly, any employee who violates any of the company's safety policies will be subject to disciplinary action.

Note: Failure to promptly report any on-the-job accident or injury, on the same day as occurrence, is considered a serious violation of the Company's Code of Safe Practices. Any employee who fails to immediately report a work-related accident or injury, no matter how minor shall be subject to disciplinary action.

Employees will be disciplined for infractions of safety rules and unsafe work practices that are observed, not just those that result in an injury.  Often, when an injury occurs, the accident investigation will reveal that the injury was caused because the employee violated an established safety rule and/or safe work practice(s).  In any disciplinary action, the foreman should be cautious that discipline is given to the employee for safety violations, and not simply because the employee was injured on the job or filed a Workers’ Compensation claim.  

Violations of safety rules and the Code of Safe Practices are to be considered equal to violations of other company policy.  Discipline for safety violations will be administered in a manner that is consistent with «Company_Name»’s system of progressive discipline.  If, after training, violations occur, disciplinary action will be taken as follows:

1. Oral warning. Document it, including date and facts on the “Safety Contact Report” form. Add any pertinent witness statements.  Restate the policy and correct practice(s).

2. Written warning.  Retrain as to correct procedure/practice.  

3. Written warning with suspension.

4. Termination

As in all disciplinary actions, each situation is to be carefully evaluated and investigated.  The particular step taken in the disciplinary process will depend on the severity of the violation, employee history, and regard to safety. Supervisor should consult with the office if there is any question about whether or not disciplinary action is justified. Employees may be terminated immediately for willful or extremely serious violations.  Union employees are entitled to the grievance process specified by their contract.

Note: You must be consistent in the enforcement of all safety rules.

Hazard Identification and Evaluation

To assist in the identification and correction of hazards, «Company_Name» has developed the following procedures.  These procedures are representative only and are not exhaustive of all the measures and methods that will be implemented to guard against injury from recognized and potential hazards in the workplace. As new hazards are identified or improved work procedures developed, they will be promptly incorporated into our Safety Manual.  The following methods will be utilized to identify hazards in the workplace:

· Loss analysis of accident trends

· Accident investigation

· Employee observation

· Employee suggestions

· Regulatory requirements for our industry

· Outside agencies such as the fire department and insurance carriers

· Periodic safety inspections

Loss Analysis

Periodic loss analyses will be conducted by «Safety_Persons_Name».  These will help identify areas of concern and potential job hazards.  The results of these analyses will be communicated to management, supervision, and employees through safety meetings and other appropriate means.

Accident Investigations

All accidents and injuries will be investigated in accordance with the guidelines contained in this program.  Accident investigations will focus on all causal factors and corrective action including the identification and correction of hazards that may have contributed to the accident.

Employee Observation

Supervisors shall be continually observing employees for unsafe actions and taking corrective action as necessary.

Employee Suggestions

Employees are encouraged to report any hazard they observe to their foreman or supervisor.  No employee of «Company_Name» is to ever be disciplined or discharged for reporting any workplace hazard or unsafe condition. However, employees who do NOT report potential hazards or unsafe conditions that they are aware of will be subject to disciplinary action.  

Regulatory Requirements

All industries are subject to government regulations relating to safety.  Many of these regulations are specific to our type of business.  Copies of pertinent regulations can be obtained from the Safety Coordinator.  

Outside Agencies

Several organizations will assist us in identifying hazards in our workplace.  These include safety officers from other hospitality organizations, insurance carrier safety and health consultants, private industry consultants, the fire department, Cal/OSHA Consultation, and various organizations accessible by internet.

Periodic Safety Inspections

Periodic safety inspections ensure that physical and mechanical hazards are under control and identify situations that may become potentially hazardous. Inspections shall include a review of the work habits of employees in all work areas. These inspections will be conducted by the Manager, Supervisor, Safety Coordinator or other designated individual.

Periodic safety inspections will be conducted:

· Before any work commences at the site by the Supervisor.

· Daily by the Manager.

· When new substances, process, procedures or equipment are used.

· When new or previously unrecognized hazards are identified.

· Periodically by the Manager.

· Periodically by the safety coordinator. 

These inspections will focus on both unsafe employee actions as well as unsafe conditions.  The following is a partial list of items to be checked.

· The proper use of fall protection.

· The proper use, condition, maintenance and grounding of all electrically operated equipment.

· The proper use, condition, and maintenance of safeguards for all power-driven equipment.

· Compliance with the Code of Safe Practices.

· Proper disposal of chemicals and containers.

· Types of chemicals on hand

· Methods of storing chemicals (cool, well-ventilated area accessible only to authorized personnel

· Proper labeling of chemicals.

· Housekeeping and personal protective equipment.

· Provision of first aid equipment and emergency medical services.

Any and all hazards identified will be corrected as soon as practical in accordance with the «Company_Name» hazard correction policy.

If imminent or life threatening hazards are identified, which cannot be immediately corrected, all employees must be removed from the area, except those with special training required to correct the hazard, who will be provided necessary safeguards.

Documentation of Inspections

Safety inspections will be documented to include the following:

· Date on which the inspection was performed.

· The name and title of person who performed the inspection.

· Any hazardous conditions noted or discovered and the steps or procedures taken to correct them.

· Signature of the person who performed the inspection.

One copy of the completed form should be sent to the office.  All reports shall be kept on file for a minimum of two (2) years.

Hazard Correction

The following procedures will be used to evaluate, prioritize and correct identified safety hazards. Hazards will be corrected in order of priority: the most serious hazards will be corrected first.  If it is necessary to involve other contractors to correct hazards on a job site, they will be properly notified by the Manager, Supervisor or other designated individual.

Hazard Evaluation

Factors that will be considered when evaluating hazards include:

· Potential severity - The potential for serious injury, illness or fatality

· Likelihood of exposure - The probability of the employee coming into contact with the hazard

· Frequency of exposure - How often employees come into contact with the hazard

· Number of employees exposed

· Possible corrective actions - What can be done to minimize or eliminate the hazard

· Time necessary to correct - The time necessary to minimize or eliminate the hazard

Techniques for Correcting Hazards

1. Engineering Controls: Could include machine guarding, ventilation, noise reduction at the source, and provision of material handling equipment.  These are the first and preferred methods of control.

2. Administrative Controls: The next most desirable method would include rotation of employees or limiting exposure time.

3. Personal Protective Equipment: Includes back support belts, gloves, and safety glasses.  These are often the least effective controls for hazards and should be relied upon only when other controls are impractical.

Documentation of Corrective Action

All corrective action taken to mitigate hazards should be documented.  Depending on the circumstances, one of the following forms should be used:

· Safety Contact Report

· Safety Meeting Report

· Memo or letter

· Safety inspection form

All hazards noted on safety inspections will be rechecked on each subsequent inspection and notations made as to their status. 

Accident Investigation

All work-related accidents will be investigated by the Manager, Supervisor or other designated individual in a timely manner. This includes minor incidents and "near accidents", as well as serious injuries.  An accident is defined as any unexpected occurrence that results in injury to personnel, damage to equipment, facilities, or material, or interruption of normal operations.

Responsibility for Accident Investigation

Immediately upon being notified of an accident, the Manager, Supervisor or other designated individual shall conduct an investigation.  The purpose of the investigation is to determine the cause of the accident and corrective action to prevent future reoccurrence - not to fix blame or find fault.  An unbiased approach is necessary in order to obtain objective findings.

The Purpose of Accident Investigations:

· To prevent or decrease the likelihood of similar accidents.

· To identify and correct unsafe work practices and physical hazards.  Accidents are often caused by a combination of these two factors.

· To identify training needs.  This makes training more effective by focusing on factors that are most likely to cause accidents.

What Types of Incidents Do We Investigate?

· Fatalities

· Serious injuries

· Minor injuries

· Property damage

· Near misses

Procedures for Investigation of Accidents

Immediately upon being notified of an accident the Manager, Supervisor or other designated individual will:

1. Visit the accident scene, as soon as possible, while facts and evidence are still fresh and before witnesses forget important details and to make sure hazardous conditions to which other employees or customers could be exposed are corrected or have been removed;

2. Provide for needed first aid or medical services for the injured employee(s).

3. If possible, interview the injured worker at the scene of the accident and verbally "walk" him or her through a re-enactment. All interviews should be conducted as privately as possible. Interview all witnesses individually and talk with anyone who has knowledge of the accident, even if they did not actually witness it.

4. Report the accident to the office at «Company_Phone».  Accidents will be reported by the office to the insurance carrier within 24 hours.  All serious accidents will be reported to the carrier as soon as possible.

5. Consider taking signed statements in cases where facts are unclear or there is an element of controversy.

6. Thoroughly investigate the accident to identify all accident causes and contributing factors. Document details graphically. Use sketches, diagrams and photos as needed. Take measurements when appropriate.

7. All accidents involving death, disfigurement, amputation, and loss of consciousness or hospitalization for more than 24 hours must be reported to Cal/OSHA immediately.

8. Focus on causes and hazards. Develop an analysis of what happened, how it happened, and how it could have been prevented. Determine what caused the accident itself, not just the injury.

9. Every investigation must also include an action plan. How can such accidents be prevented in the future?

10. In the event a third party or defective product contributed to the accident, save any evidence as it could be critical to the recovery of claim costs.

Accurate & Prompt Investigations

· Ensures information is available

· Causes can be quickly corrected

· Helps identify all contributing factors

· Reflects management concern

· Reduces chance of recurrence

Investigation Tips

· Avoid placing blame

· Document with photos and diagrams, if needed

· Be objective, get the facts

· Reconstruct the event

· Use open-ended questions

Questions to Ask

When investigating accidents, open-ended questions such as who?, what?, when?, where?, why?, and how? will provide more information than closed-ended questions such as "Were you wearing gloves?"

Examples include:

· How did it happen?

· Why did it happen?

· How could it have been prevented?

· Who was involved?

· Who witnessed the incident?

· Where were the witnesses at the time of the incident?

· What was the injured worker doing?

· What was the employee working on?

· When did it happen?

· When was the accident reported?

· Where did it happen?

· Why was the employee assigned to do the job?

The single, most important question that must be answered as the result of any investigation is:

"What do you recommend be done (or have you done) to prevent this type of incident from recurring?"

Once the Accident Investigation is Completed:

· Take or recommend corrective action

· Document corrective action

· Management and the safety coordinator will review the results of all investigations

· Consider safety program modifications

· Information obtained through accident investigations can be used to update and improve our current program

Program Records

«Safety_Persons_Name», «Safety_Persons_Title» will ensure the maintenance of all Safety Manual and IIPP records, for the listed periods, including:

1. New Employee Safety Orientation forms

length of employment

2. Code of Safe Practices Receipt


length of employment

3. Disciplinary actions for safety


1 year

4. Safety inspections




2 years

5. Tailgate or toolbox meeting reports

2 years

6. Safety Contact Reports



2 years

7. Accident investigations



5 years

8. Cal/OSHA log of injuries



5 years

9. Inventory of Hazardous Materials


forever

10. Employee exposure or medical records

forever

Records are available for review at «Company_Street_Address»,

«Company_City_State_Zip» «Company_Phone»
Emergency Medical Services and First Aid

«Company_Name» will ensure the availability of emergency medical services for its employees at all times. We will also ensure the availability of a suitable number of appropriately trained persons to render first aid.  Where more than one employer is involved in a construction project on a given site, we may agree to work with other contractors to ensure employee access to emergency medical services for the combined work force.  Each crew will have at least one individual trained in rendering first aid.  «Safety_Persons_Name» will maintain a list of trained individuals and take steps to provide training for those that desire it.

First-Aid Kits 

Every job site shall have access to at least one first-aid kit in a weatherproof container. The first-aid kit will be inspected regularly to ensure that it is well stocked, in sanitary condition, and any used items are promptly replaced. The contents of the first-aid kit shall be arranged to be quickly found and remain sanitary. First-aid dressings shall be sterile and in individually sealed packages. The following minimum first-aid supplies shall be kept: 

Type of Supply Required by Number of Employees

Dressings in adequate quantities consisting of:
1-5
6-15

16-200

200+

Adhesive dressings




X
X

X

X

Adhesive tape rolls, 1-inch wide


X
X

X

X

Eye dressing packet




X
X

X

X

1-inch gauze bandage roll or compress


X

X

X

2-inch gauze bandage roll or compress

X
X

X

X

4-inch gauze bandage roll or compress


X

X

X

Sterile gauze pads, 2-inch square


X
X

X

X

Sterile gauze pads, 4-inch square


X
X

X

X

Sterile surgical pads suitable for pressure dressings



X

X

Triangular bandages




X
X

X

X

Safety pins





X
X

X

X

Tweezers and scissors




X
X

X

X

Cotton-tipped applicators*






X

X

Forceps*








X

X

Emesis basin*








X

X

Flashlight*








X

X

Magnifying glass*







X

X

Portable oxygen and its breathing equipment*





X

Tongue depressors*









X

Appropriate record forms*



X
X

X

X

First-aid textbook, manual or

equivalent*





X
X

X

X

*To be readily available but not necessarily within the first-aid kit. 

Drugs, antiseptics, eye irrigation solutions, inhalants, medicines, or proprietary preparations shall not be included in «Company_Name» first-aid kits unless specifically approved, in writing, by an employer-authorized, licensed physician. Other supplies and equipment, if provided, shall be in accordance with the documented recommendations of an employer-authorized licensed physician upon consideration of the extent and type of emergency care to be given based upon the anticipated incidence and nature of injuries and illnesses and availability of transportation to medical care. 

First Aid

The designated first aid person on each site will be available at all times to render appropriate first aid for injuries and illnesses.  Proper equipment for the prompt transportation of the injured or ill person to a physician or hospital where emergency care is provided, or an effective communication system for contacting hospitals or other emergency medical facilities, physicians, ambulance and fire services, shall also be provided. The telephone numbers of the following emergency services in the area shall be posted near the job telephone, or otherwise made available to the employees where no job site telephone exists: 

1. A company authorized physician or medical clinic, and at least one alternate if available. 

2. Hospitals. 

3. Ambulance services. 

4. Fire-protection services. 

Prior to the commencement of work at any site, the Manager or Supervisor shall locate the nearest preferred medical facility and establish that transportation or communication methods are available in the event of an employee injury.

Each employee shall be informed of the procedures to follow in case of injury or illness through our new employee orientation program, Code of Safe Practices, and tailgate safety meetings. 

Where the eyes or body of any person may be exposed to injurious or corrosive materials, suitable facilities for drenching the body or flushing the eyes with clean water shall be conspicuously and readily accessible. 

At least one basket or equally appropriate litter equipped with straps and two blankets, or other similar warm covering, shall be provided for each building or structure five or more floors or 48 feet or more either above or below ground level. 

Accident Procedures

These procedures are to be followed in the event of an employee injury in the course of employment.

1. For severe accidents call 911 and request the Paramedics.
2. Employees must report all work related injuries to their Supervisor immediately.  Even if they do not feel that it requires medical attention.  Failure to do so may result in a delay of Workers’ Compensation benefits and disciplinary action.

3. The Supervisor, employee, and first aid person, should determine whether or not outside medical attention is needed.  When uncertainty exists on the part of any individual, the employee should be sent for professional medical care.

4. If medical attention is not desired or the employee refuses treatment, you must still fill out a «Company_Name» Accident Report" in case complications arise later.

5. In all cases, if the employee cannot transport himself or herself for any reason, transportation should be provided.

6. In the event of a serious accident involving hospitalization for more than 24 hours, amputation, permanent disfigurement, loss of consciousness or death, phone contact should be made with the office at «Company_Phone». Contact must also be made with the nearest Cal/OSHA. office.

Hazard Communication Program

Introduction

It is the policy of «Company_Name» that the first consideration of work shall be the protection of the safety and health of all employees.  We have developed this Hazard Communication Program to ensure that all employees receive adequate information about the possible hazards that may result from the transmission of bloodborne pathogens as well as materials used in our operations. This Hazard Communication Program will be monitored by «Safety_Persons_Name», «Safety_Persons_Title» who will be responsible for ensuring that all facets of the program are carried out, and that the program is effective. 

Our program consists of the following elements:

1. Hazardous material inventory.

2. Collection and maintenance of Material Safety Data Sheets.

3. Container labeling.

4. Employee training.

The following items are not required to be included in the program and are therefore omitted:

· Foods, drugs, cosmetics or tobacco.

· Untreated wood products.

· Hazardous waste.

· Consumer products packaged for sale to and use by the general public, provided that our exposure is not significantly greater than typical consumer exposure.

Hazardous Material Inventory

«Safety_Persons_Name» maintains a list of all hazardous materials used in our operations.  This list contains the name of the product, the type of product and the name and address of the manufacturer. 

Material Safety Data Sheets (MSDS)

Copies of MSDS for all hazardous substances to which our employees may be exposed will be kept in a binder in the office at «Company_Street_Address», «Company_City_State_Zip».  These MSDS are available to all employees, at all times, upon request.  The Supervisor or Manager will also keep copies of the most commonly used products.

«Safety_Persons_Name» will be responsible for reviewing incoming MSDS for new and significant health/safety information.  They will ensure that any new information is passed on to the affected employees.

«Safety_Persons_Name» will also review all incoming MSDS for completeness.  If an MSDS is missing or obviously incomplete, a new MSDS will be requested from the manufacturer. CAL/OSHA will be notified if a complete MSDS is not received and the manufacturer will not supply one.  

New materials will not be introduced into the shop or field until a MSDS has been received.  The purchasing department will make it an ongoing part of their function to obtain MSDS for all new materials when they are first ordered.

Container Labeling

No container of hazardous substances will be used unless the container is correctly labeled and the label is legible.

All chemicals in cans, bags, drums, pails, etc., will be checked by the receiving department to ensure the manufacturer's label is intact, is legible, and has not been damaged in any manner during shipment.  Any containers found to have damaged labels will be held until a new label has been installed. New labels will be obtained from the manufacturer.

The label must contain: 

· The chemical name of the contents. 

· The appropriate hazard warnings. 

· The name and address of the manufacturer.

All secondary containers will be labeled as to their contents with a reference to the original label.

Employee Information and Training

All employees will be provided information and training on the following items through the «Company_Name» safety training program and prior to starting work with hazardous substances:

1. An overview of the requirements of the Hazard Communication Standard, including their rights under this regulation.

2. Information regarding the use of hazardous substances in their specific work areas.

3. The location and availability of the written hazard communication program. The program will be available from the Supervisor and «Safety_Persons_Name».

4. The physical and health hazards of the hazardous substances in use.

5. Methods and observation techniques used to determine the presence or release of hazardous substances in the work area.

6. The controls, work practices and personal protective equipment that are available for protection against possible exposure.

7. Emergency and first aid procedures to follow if employees are exposed to hazardous substances.

8. Ways of detoxifying spills or leaks of chemicals, including use of absorptive clay, hydrated lime or sodium hypochlorite.


9. How to read labels and material safety data sheets to obtain the appropriate hazard information.

Hazardous Non-Routine Tasks

Infrequently, employees may be required to perform hazardous non-routine tasks.  Prior to starting this work, each involved employee will be given information by his/her supervisor about hazards to which they may be exposed during such activity.

This information will include:

· The specific hazards.

· Protective/safety measures which must be utilized.

· The measures the company has taken to lessen the hazards, including the presence of another employee, emergency procedures, etc.

Employee Rights Under The Hazard Communication Standard

At any time, an employee has the right to:

· Access the MSDS folder, and the Hazard Communication Program.

· Receive a copy of any environmental sampling data collected in the workplace.

· See their employment medical records upon request. 
Back Safety/Proper Lifting Safety 


Introduction

Back disorders can develop gradually or can be the result of a single traumatic event. Sprains and strains are the most common causes of lower back pain.  Improper lifting or lifting loads that are too heavy for the back to support, falling, or sports activities are a few examples of back injury causes.  Of these, lifting improperly or lifting loads that are too heavy for the back to support is the largest single cause of back pain and injury.  Instituting proper lifting techniques and other safety measures can significantly reduce back injuries at [Company Name].

As part of [Company Name]'s ongoing commitment to safety in the workplace and in compliance with OSHA standards, this hospitality facility has developed a Back Safety/Proper Lifting Safety Program as another opportunity to enhance the safety and health of [Company Name]'s employees.

Purpose

Back safety awareness is extremely important due to the prevalence and potential severity of back injuries in the hospitality industry.

This program is a key document for assisting this hospitality facility in increasing employee awareness of the importance of back safety.  [Company Name] is dedicated to protecting its employees from on-the-job injuries.  All employees of [Company Name] have the responsibility to work safely on the job by following this and all company policies and procedures when lifting or handling materials.

Policy Statement

It is the policy of this hospitality facility that all employees whose job duties involve lifting will receive proper training in lifting techniques.  It is also the policy that employees will be provided with proper education regarding the mechanics of the back and measures that can be taken to protect the back from injury.  This hospitality facility requires the procedures in this plan be followed to provide a safe work environment.  These procedures on safe lifting practices have been implemented to ensure that employees are trained to protect themselves from the hazards of improper lifting practices.

[Note:  If the hospitality facility provides back support belts as Personal Protective Equipment (PPE), add comments regarding the policy, equipment, training, and disciplinary action for failure to follow PPE guidelines as they relate to back safety].

Program Administration

[General Manager] or [Designated Individual] is responsible for the implementation and management of the hospitality facility’s Back Safety/Proper Lifting Safety Program.  The program will be maintained, reviewed, and updated at least annually and whenever necessary to reflect new or modified procedures that affect issues related to back safety and lifting procedures within this hospitality facility.

Responsibilities 

Back Safety/Proper Lifting Safety Program Administrator

The duties of the Program Administrator are as follows:

1. Conduct a hazard assessment.  Identify affected employees/departments.

2. Review workers’ compensation claims and OSHA 200 logs for back related loss trends.

3. Become familiar with the hospitality facility’s Personal Protective Equipment (PPE) Program.

4. Identify need of Personal Protective Equipment (PPE).

5. Identify alternative materials handling equipment.

6. Conduct and/or organize training sessions.

7. Evaluate the written program.

8. Know the rules for record keeping.

9. Update the Accident Investigation & Reporting Program at least annually or as needed.

10. Supervisors and Management

11. Identify job duties that include heavy lifting.

12. Instill general safety awareness as it relates to back safety.

13. Identify and eliminate, when possible, job hazards.

14. Train new employees, whose job responsibilities include lifting, on proper lifting techniques.  Periodically (at least annually) conduct refresher training.

15. Provide an overview on back safety to all employees (even if their job duties normally do not include heavy lifting) to assist in protecting employees from spur-of-the-moment unsafe lifting.  

16. Ensure that all employees understand that if an item is too heavy, they should ask for help. 

17. Provide appropriate Personal Protective Equipment (PPE), as needed.

18. Provide alternative materials handling equipment, as needed.

19. Initiate appropriate disciplinary action when an associate fails to follow the safety requirements of the hospitality facility.

Employee

1. Comply with the Back Safety/Proper Lifting Safety Program procedures.

2. Ask for help in lifting or pushing heavy items.

3. Report any accident or injury to the supervisor.

4. Immediately report unsafe conditions, equipment, or observed practices to the supervisor.

5. Use Personal Protective Equipment (PPE), as required.

6. Use alternative materials handling equipment, as needed.

7. Keep the body healthy (e.g., stretching)

Hazard Assessment

A hazard assessment will be conducted to determine the job duties that require lifting or material handling.  Employees will be identified and documented (see Appendix A) and then trained on proper lifting techniques and alternative handling equipment (see Appendix B) that is available.

Back Safety Techniques

1. Sizing the Load – Do Not Manually Lift Heavy Objects

2. Before even attempting to lift an object, it is important to size up the load.  Determine if the load is light enough to lift.  If the load is too heavy, try to do the following:

3. Make objects smaller.

4. Use smaller containers.

5. Use lighter containers.

6. Lighten the loads in containers.

7. If the size and weight of the load cannot be reduced, it must be determined if a team lift or lifting device is necessary.

8. Reaching – Try to Not Reach Above Shoulders

9. Reaching for objects, especially in high places, can strain the back.  Some back safety techniques to use are:

10. Reach only as high as your shoulders.

11. Use an approved stool or stepladder if needing to get closer to the load.
12. Test the weight of the load by pushing up on a corner before lifting.  If it’s too heavy, get help.
13. Bending – Do Not Bend Over from the Waist

14. When bending down to reach or lift, move whole body to protect the back.  Some back safety techniques to use are:

15. Bend the knees and hips, not the back.

16. Kneel down on one knee, if necessary.

17. Get as close to the object as possible so you will not have to reach with your arms.

18. Lifting – Do Not Use Back to Bend

19. Lifting is one of the most common causes of back injuries.  Some back safety techniques to use are:

20. Size up the load.  If it seems like more than you can handle, get help.

21. Face the load squarely.

22. Get a firm footing.

23. Tighten your abdominal muscles to support your back when you lift.

24. Bend your knees and get a grip on the load.

25. Lift with your legs – not your back.

26. Lift gradually, not suddenly.

27. Keep the load close to your body.

28. Do not twist while lifting.

Push – Do Not Pull

Pulling large objects can be as hard on the back as lifting.  Instead, push the load.  Some back safety techniques to use are:

· Stay close to the load, without leaning forward.

· Tighten your stomach muscles as you push.

· Push with both arms, keeping your elbows bent.

· Turn – Do Not Twist the Back

For some tasks, such as turning a large valve, you may be tempted to twist. Some back safety techniques to use are:

· Get close to the object.  Kneel down on one knee, if necessary.

· Position yourself so you are stable.

· Use arms and legs to do the work – not just the back.

Training

[Back Safety/Proper Lifting Safety Program Administrator] is responsible for ensuring that training is conducted.  Training may be conducted by [Back Safety/Proper Lifting Safety Program Administrator] or [Designated Individual].  Initial training at new employee orientation shall consist of:

1. An overview of the hospitality facility’s Back Safety/Proper Lifting Safety Program.

2. Proper lifting techniques.

3. An opportunity to ask questions.

In addition, departmental training shall include the following:

1. Specific job related duties that involve lifting.

2. Proper lifting techniques to perform the assigned duties.

3. Any Personal Protective Equipment (PPE) that is available.

4. Alternative materials handling equipment that is available.

5. An opportunity to ask questions.

The training will establish employee proficiency in back and lifting safety duties and will introduce new or revised procedures as necessary. 

[Back Safety/Proper Lifting Safety Program Administrator] shall certify that the training has been accomplished.  The certification will contain each employee's name, the signatures of the trainers, and the dates of the training.  The certification will be available for inspections by employees or their authorized representatives.

Employees who experience back-related workers’ compensation injuries shall receive re-training on proper lifting techniques and alternative materials handling equipment.

Record keeping

[Back Safety/Proper Lifting Safety Program Administrator] is responsible for maintaining the training records of the hospitality facility.  Training records will be filled out for each employee upon completion of training.  These documents will be kept for at least 3 years and will include:

1. The date of the training session,

2. The contents or summary of the training session,

3. The names and qualifications of the person(s) conducting the training,

4. The names and job titles of all persons attending the training session.

5. Training records will be provided upon request to the employee or the employee’s authorized representative within 15 working days of the request.

Employee Acknowledgement

I acknowledge that I have been informed of the hospitality facility’s Back Safety/Proper Lifting Safety Program and have knowledge of where the written program is maintained.  I have been provided initial training and understand that my supervisor will conduct additional job-related training.  I understand my responsibilities as they relate to Back Safety/Proper Lifting Safety, and I accept this plan and procedures as working documents that I will support and follow in my daily work at the hospitality facility.  I further understand that failure to follow these procedures or instructions from management may result in disciplinary action.

	
	(Hospitality Facility Name)

	
	
	

	Employee Name (print and sign)
	
	Date

	
	
	

	Supervisor’s Name (print and sign)
	
	Date


Appendix A
Hazard Assessment

Employees in the following departments have job duties that require lifting or materials handling.  These employees are to be trained on proper lifting techniques and alternative materials handling equipment that is available.

[Sample] 

	Department
	Job Title

	Guest Services
	Luggage attendant

	Maintenance 
	Engineer

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Bloodborne Pathogens Exposure Control 

Program Administrator

The duties of the Program Administrator are as follows:

1. Identify employees to serve as First Responder(s) and Responsible Person(s)

2. List tasks, by job title, which present likely or potential exposure to bloodborne pathogens.

3. Set up training for new hires and job transfers

4. Conduct and/or organize training sessions.

5. Conduct and/or organize fresher training sessions for all employees.

6. Identify compliance methods.

7. Establish compliance verification procedures.

8. Purchase biohazard waste container(s)

9. Purchase Sharps container(s)

10. Identify location(s) of hand washing facilities

11. Ensure the following are located on property and identified:

12. Infection protection kit(s)

13. Biohazard cleanup kit(s)

14. Sharps container(s)

15. Biohazard container(s)/bag(s) for disposal of contaminated PPE

16. Establish procedures to ensure that biohazard waste, sharps, and contaminated laundry are properly disposed.

17. Ensure the appropriate procedures are followed in the event of a contamination incident.

18. Know the procedure for employees to obtain vaccination for Hepatitis B.

19. Know the rules for record keeping.

20. Update this Exposure Control Program for Bloodborne Pathogens.

Employees

1. Recognize the types of tasks with exposure to bloodborne pathogens.

2. Know what bloodborne pathogens are, how they are transmitted, and the types of disease they cause.

3. Know the universal precautions to take.

4. Understand and follow the correct procedures when handling contaminated or potentially contaminated items.

5. Know who is in charge of the exposure control program.

6. Know what to do in the event of exposure to bloodborne pathogens.

7. Know proper labeling, waste management, and record keeping procedures.

Exposure Determination

The hospitality facility has employees who, on a voluntary basis, have received accredited training in basic first aid and cardiopulmonary resuscitation (CPR) and who volunteer their services to provide initial treatment to persons who require first aid assistance on hospitality facility property.  Other Responsible Personnel have been trained to control, disinfect and/or dispose of equipment, product or materials suspected to be contaminated with Bloodborne Pathogens.

First Responders and Responsible Persons have been identified as having a potential occupational exposure to blood and/or Other Potentially Infectious Material (OPIM).  Employees who volunteer for this assignment could be exposed to blood or Bloodborne Pathogens as a result of providing immediate first aid assistance on hospitality facility property or being required to decontaminate or control contaminated equipment.

Any employee who has been identified as a First Responder will be required to sign a First Responder Information Form (see Appendix A).  This form will be maintained in the employee’s personnel file.

Any employee who has been identified as a Responsible Person will be required to sign a Responsible Person Bloodborne Pathogen Exposure Control Statement (see Appendix B).  This form will be maintained in the employee’s personnel file.

[Company Name] has performed an exposure determination (See Appendix C: Job Classifications in Which All Employees Have Occupational Exposure) to identify which employees might incur occupational exposure to blood or other potentially infectious materials.  This exposure determination is made without regard to the use of personal protective equipment (i.e., employees are considered to be exposed even if they wear personal protective equipment), and lists all job classifications in which employees might be expected to incur such occupational exposure, regardless of frequency.  

Additionally, [Company Name] has listed job classifications in which some employees might have occupational exposure (See Appendix D: Job Classifications in Which Some Employees Have Occupational Exposure).  Since not all the employees in these categories would be expected to incur exposure to blood or other potentially infectious materials, tasks or procedures that cause occupational exposure also are listed.  The specific tasks and procedures that could cause occupational exposure are included.

Implementation schedule and methodology

Compliance Methods

Universal precautions will be observed at the hospitality facility in order to prevent contact with blood or other potentially infectious materials.  All blood or other potentially infectious material will be considered infectious regardless of the perceived status of the source individual.

Engineering and work practice controls will be utilized to eliminate or minimize exposure to employees at the hospitality facility.  Where occupational exposure remains after institution of these controls, personal protective equipment also will be utilized.  At the hospitality facility the following engineering controls will be utilized: [List controls such as sharps containers, etc.] 

These controls will be examined and maintained on a regular schedule.  The schedule for reviewing the effectiveness of the controls is as follows:  [List schedule such as daily, once/week, etc. as well as who has the responsibility to review the effectiveness of the individual controls, such as the supervisor for each department, etc.] 

Hand washing facilities also will be available to the employees who are exposed to blood or other potentially infectious materials. At the hospitality facility, hand-washing facilities are located at [Location]. (Employee locker rooms are not necessarily good places to wash hands after blood or OPIM contamination.  These are “clean” sinks.  The sinks used to wash up need to be located near the potential exposure sites and decontaminated following hand washing).

Supervisors will ensure that after the removal of personal protective gloves, employees will wash hands and any other potentially contaminated skin area immediately or as soon as feasible with soap and water.

Supervisors will ensure that if employees incur exposure to their skin or mucous membranes, those areas will be washed or flushed with water as soon as feasible following contact.

Contaminated materials

Materials such as bandages or other items contaminated with blood or other potentially infectious materials will be placed in a container that prevents leakage during the collection, handling, processing, storage, and transport of the materials.  The container used for this purpose will be labeled biohazard or color-coded red and will be kept at [Location(s)].  Any specimens that could puncture a primary container will be placed in a secondary container that is puncture resistant.

If outside contamination of the primary container occurs, the primary container will be placed in a secondary container that prevents leakage during the handling, processing, storage, transport, and/or shipping of the specimen.

Needles or Other Sharps

Contaminated needles and other contaminated sharps will not be bent, re-capped, removed, sheared, or purposely broken.  Contaminated needles or other contaminated sharps will be handled by wearing appropriate gloves and by using forceps for placement in the appropriate Sharps Container.  Sharps Container(s) and forceps are located at [Location]. 

Contaminated Equipment

[ECP Administrator] is responsible for ensuring that equipment, which has become contaminated with blood or other potentially infectious materials, will be examined prior to servicing or shipping and will be decontaminated as necessary.  Parts that cannot be decontaminated will be labeled with a biohazard label.

Infection Protection Kits

Infection Protection Kits are available and contain at least the following items:

· Antiseptic towelettes

· Rubber latex gloves

· Face mask

· Disposable body gown

· Disposable shoe covers

· Protective eye wear

· Biohazard bag with secure tie

· Area Control Biohazard warning tape and sign

First Responders certified in CPR will use plastic mouth shields to protect the First Responder’s mouth area while performing CPR.  If the First Responder does not have a plastic mouth shield, one will be provided.

All PPE used at the hospitality facility will be provided without cost to employees.  Personal protective equipment will be chosen based on the anticipated exposure to blood or other potentially infectious materials.  The protective equipment will be considered appropriate only if it does not permit blood or other potentially infectious materials to pass through or reach an employee's clothing, skin, eyes, mouth, or other mucous membranes under normal conditions of use and for the duration of time that the protective equipment will be used. 

All employees identified as having occupational exposure to blood or other potentially infectious materials will be required to use PPE when performing first aid on another person or decontaminating suspected contaminated equipment or materials.  The circumstances under which any or all of the equipment will be used depend on the nature of the injury and the nature and extent of first aid assistance rendered.  It will be the responsibility of each person rendering first aid assistance to use the appropriate degree of discretion and judgment necessary when deciding what type of PPE will be utilized for the given circumstances.  However, in all cases, when rendering immediate first aid to a bleeding person, First Responders will be required to use all PPE in the infection protection kits.  If the First Responder makes a judgment, in a given circumstance, that the use of PPE will impede the delivery of first aid treatment or pose an increased hazard to the safety of the injured person or other employees, this judgment will be documented in the incident report.

Additional PPE will be maintained.  This equipment or supplies will be made available, as needed, to any person who renders first aid assistance.

The supervisor will ensure that appropriate PPE, in the appropriate sizes, is readily accessible and is issued without cost to employees. Glove liners, powder-less gloves, latex-free gloves, or other similar alternatives will be readily accessible to those employees who show sensitivity to the gloves normally provided.

All employees using PPE must observe the following precautions:

1. Wash hands immediately or as soon as feasible after removal of gloves or other PPE.

2. Remove PPE after it becomes contaminated, and before leaving the work area.

3. Used PPE will be disposed of in [Locations: List appropriate containers for storage, laundry or disposal]. 

4. Wear appropriate gloves when it will be reasonably anticipated that there may be hand contact with blood or OPIM, and when handling or touching contaminated items or surfaces; replace gloves when torn, punctured, contaminated, or if their ability to function as a barrier is compromised.

5. Never wash or decontaminate disposable gloves for reuse.

6. Wear appropriate face and eye protection when splashes, sprays, spatters, or droplets of blood or OPIM pose a hazard to the eye, nose, or mouth.

7. Remove immediately or as soon as feasible any garment contaminated by blood or OPIM, in such a way as to avoid contact with the outer surface.

It is [Company Name]’s responsibility not only to provide PPE, but also to clean, maintain, and/or dispose of it.

Engineering, Housekeeping, And Work Practice Controls

All supervisors will ensure that employees who handle or utilize knives or other sharp instruments have been trained in the safe and proper use of the equipment.  Employees who are required to use box cutters or other sharp instruments will ensure that the equipment is not left unattended in an open or unsheathed condition, where it can increase the potential for a puncture or laceration injury.

All employees who come in contact with the blood or other potentially infections materials of another person will wash their hands and any other skin with soap and water.  If contact is with eyes, mouth, or nose, area will be flushed with water immediately or as soon as possible following such contact.

The supervisor will ensure that the area and/or equipment that is contaminated by blood or other potentially infectious materials is secured from inadvertent exposure to others by placing warning tape and signs around contaminated area(s).  Signs will not be removed until the area is thoroughly cleaned and disinfected with disinfectant solution by a Responsible Person wearing appropriate PPE.  [ECP Administrator] will ensure that regulated waste is properly labeled or color coded red.   The hospitality facility will be cleaned and decontaminated as necessary.  Decontamination will be accomplished by utilizing the following materials:  [List materials that will be utilized (e.g., bleach solutions, EPA registered disinfectants).]   All contaminated work surfaces will be decontaminated after completion of procedures and immediately or as soon as feasible after any spill of blood or other potentially infectious materials, as well as at the end of the work shift if the surface may have become contaminated since the last cleaning.

All bins, pails, cans, and similar receptacles will be inspected and decontaminated on a regularly scheduled basis.  Any broken glassware that may be contaminated will not be picked up directly with the hands.

Regulated Waste Disposal

Other regulated waste will be placed in containers that are closeable and constructed to contain all contents and prevent leakage of fluids during handling, storage, transportation, or shipping.

[ECP Administrator] will be responsible for coordinating the disposal of infectious waste.  All contaminated materials will be removed, and sealed in a labeled or color-coded bag.  The materials removed, including the proper disposal of the sharps containers, will be performed by [Hazardous Waste Disposal Company]. 

Note:
Disposal of all regulated waste will be in accordance with applicable Federal, State, and local regulations. 

Laundry Procedures

Laundry contaminated with blood or other potentially infectious materials will be handled as little as possible.  Such laundry will be placed in appropriately marked (biohazard-labeled or color-coded red) bags at the location where it was used.  Such laundry will not be sorted or rinsed in the area of use.

Hospitality facility laundry will be cleaned at [Location].

Exposure incidents and post-exposure evaluation and follow-up:

An exposure incident may occur if an employee comes into contact with the blood or other potentially infectious material of another person.  An example of an employee/other being subject to an exposure incident would be a First Responder or Good Samaritan rendering first aid assistance to a person who is bleeding.  Another example would be a person receiving a laceration injury by an item that had previously been contaminated by the blood of another person.  These exposure incidents are serious.  All incidents that could expose an employee to blood or other potentially infectious materials must be reported and well documented.

When any exposure incident occurs, the Supervisor will report and document the incident on the Blood and Body Fluid Exposure Report (See Appendix E).  The Blood and Body Fluid Exposure Report will contain at least the following elements:

Identification of the employee(s) subjected to the exposure incident.

Identification of the “source individual(s)”, if known.

Documentation of whether the source individual(s) voluntarily consented to blood testing to determine the presence of hepatitis B (HBV) or human immuno-deficiency virus (HIV) in the source individual’s blood.

Documentation of the route(s) of exposure and circumstances under which exposure occurred.

Whether the First Responder utilized any PPE when rendering first aid assistance.  If PPE was not utilized, the reasons why it was not used will be documented on the report.

When any employee is subject to an exposure incident, regardless of whether or not that employee is a designated First Responder, the supervisor will:

Immediately refer that employee to the [Designated Medical Provider].

Ensure that the employee subjected to the exposure incident receives a confidential medical evaluation and follow up.

Provide the [Designated Medical Provider] with a copy of the completed Blood and Body Fluid Exposure Report as soon as possible following the investigation of the exposure incident.  The form will allow the medical provider to more accurately assess the employee’s potential for exposure and what follow up care should be provided.

Request that the source individual(s) (if known) voluntarily submit to a serological blood test to screen for the presence of hepatitis B (HBV), hepatitis C (HCV), and human immuno-deficiency virus (HIV) antibodies.  If the source individual(s) agrees to be tested, he/she must first complete the HIV, HBV and HCV Testing Acceptance form (See Appendix H).  Then the source individual(s) will be directed to the [Designated Medical Provider].  If the source individual(s) declines to be tested, he/she must sign the Blood Test Declination form (See Appendix I).

Request that the source individual(s) (if known) furnish the medical provider for the employee subjected to the exposure incident with the results of all blood tests conducted on the source individual(s).  The results of these tests will help the medical provider determine the extent of the follow up care for the affected employee.

If the source individual(s) refuses to voluntarily submit to blood testing or if the source individual(s) is not identified, the [Designated Medical Provider] will be so advised.

Request that the [Designated Medical Provider] send a written report to the hospitality facility documenting that the employee subjected to the exposure incident was informed of the medical evaluation results and the need for any further follow up care.  The report should be sent to the attention of [General Manager].

A copy of the medical provider's report on the affected employee will be filed with the employee’s other confidential medical records.

Following a report of an exposure incident, the exposed employee will immediately receive a confidential medical evaluation and follow-up, including at least the following elements:

Documentation of the route of exposure, and the circumstances under which the exposure incident occurred;

Identification and documentation of the source individual, unless it can be established that identification is not feasible or prohibited by State or local law.

Testing of the source individual’s blood as soon as feasible and after consent is obtained to determine HBV, HCV, and HIV status.  If consent is not obtained, [ECP Administrator] will establish that legally required consent cannot be obtained.  When the source individual’s consent is not required by law, the source individual’s blood, if available, will be tested and the results documented.

When the source individual is known to be infected with HBV, HCV, or HIV, testing for the source individual’s known HBV, HCV, or HIV status need not be repeated.

Results of the source individual’s testing will be made available to the exposed employee, and the employee will be informed of applicable laws and regulations concerning disclosure of the identity and infectious status of the source individual.

Hepatitis B Vaccine and post-exposure evaluation follow-up

[Company Name] will make available the hepatitis B vaccine and vaccination series to all employees who have occupational exposure, and post-exposure follow-up to employees who have had an exposure incident.

[ECP Administrator] will ensure that all medical evaluations and procedures, including the hepatitis B vaccine and vaccination series, and post-exposure follow-up, including prophylaxis are:

Made available at no cost to the employee.

Made available to the employee at a reasonable time and place.

Performed by or under the supervision of a licensed physician or by or under the supervision of another licensed healthcare professional; and

Provided according to the recommendations of the U.S. Public Health Service.

An accredited laboratory will conduct all laboratory tests at no cost to the employee.

If an employee accepts the hepatitis B vaccination series, he/she must sign the Hepatitis B Vaccine Approval form (See Appendix F).

Hepatitis B vaccination

[ECP Administrator] is in charge of the Hepatitis B vaccination program. The hospitality facility will utilize a local health care provider for this service.

Hepatitis B vaccination will be made available to each employee who have occupational exposure after he/she has received the training in occupational exposure (see Training section) and within 10 working days of initial assignment, unless the employee has previously received the complete hepatitis B vaccination series, antibody testing has revealed that the employee is immune, or the vaccine is contraindicated for medical reasons.

Participation in a pre-screening program will not be a prerequisite for receiving hepatitis B vaccination.

If the employee initially declines hepatitis B vaccination, but at a later date (while still covered under the standard) decides to accept the vaccination, the vaccination will then be made available.

All employees who decline the hepatitis B vaccination offer will sign the OSHA required waiver indicating their refusal on the Hepatitis B Vaccine Declination form (See Appendix G).

If a routine booster dose of hepatitis B vaccine is recommended by the U.S. Public Health Service at a future date, such booster dose will be made available at no cost to the employee.

* As recommended by the U.S. Public Health Service, a titer will be measured on each employee 1-2 months following the last injection of the 3-injection HBV vaccination series.  If the antibody level is too low or not detectable, the series will be repeated or recommendations of the healthcare provider will be followed.  Administration of this titer will follow the same criteria as the HBV vaccination series.  It is not recommended by the Centers for Disease Control at this time that employees are tested for antibody levels if it has been longer than 6 months since the third injection of the HBV vaccination series.

Training

Bloodborne Pathogen Exposure Control training will be held within 90 days of the effective date of hire, initially upon assignment, and annually.  Employees who have received appropriate training within the past year need only receive additional training in items not previously covered.  This training will be conducted by a person who is knowledgeable about the subject matter being presented. A medical nurse from the [Designated Medical Provider] will be contacted to provide the training.  At the minimum, the training provided to all employees will cover the following areas:

An explanation of the contents of the Bloodborne Pathogen standard;

The location of a copy of the text of the regulatory standard and the explanation of its contents is located.

The modes by which bloodborne disease is transmitted;

An explanation of the [Company Name] Bloodborne Pathogens Exposure Control Program;

Recognition of exposure situations;

Engineering and work practice controls;

Signs/labels/color-coding;

Employee practices to prevent exposure and contamination;

How to use Personal Protective Equipment;

Information on the Hepatitis B (HBV) vaccine;

Responses to emergencies involving blood;

The post-exposure evaluation and follow-up program.

The location and use of hazardous waste disposal containers

All employees who receive this training must sign the Bloodborne Pathogen Training Certificate (See Appendix J), which documents the training. This log will be filed with records of the regularly scheduled employee training meetings and must be retained by [ECP Administrator] for a period of three (3) years from the training date.

[ECP Administrator] will provide every First Responder and Responsible Person with a hard copy of the Bloodborne Pathogens Exposure Control Program. The First Responder Information Form (See Appendix A) is used to document the First Responder's receipt of the Exposure Control Program, and the Responsible Person Bloodborne Pathogen Exposure Control Statement (See Appendix B) is used to document the Responsible Person's receipt of the Exposure Control Program.

[ECP Administrator] will provide to any employee who so requests, a print copy of the Bloodborne Pathogen Exposure Control Program no later than fifteen (15) working days from the date of the employee's request.

Record Keeping

Training Records

[ECP Administrator] is responsible for maintaining the training records of the hospitality facility.

Training records will be completed for each employee upon completion of training.  These documents will be kept for at least 3 years and will include:

The date of the training session,

The contents or summary of the training session,

The names and qualifications of the person(s) conducting the training,

The names and job titles of all persons attending the training session.

Training records will be provided upon request to the employee or the employee’s authorized representative within 15 working days.  Such requests will be addressed to the above listed [ECP Administrator].

Medical Records

[ECP Administrator] is responsible for maintaining medical records as indicated below.  These records will be kept separate from the employee’s personnel file and under lock and key.  Medical records will be maintained in accordance with OSHA Standard 29 CFR 1910.1020.  These records will be kept confidential, and must be maintained for at least the duration of employment plus 30 years. If an employee works for the hospitality facility for less than 12 months, the employee’s medical records may be transferred to the employee instead of being maintained by the hospitality facility as allowed by 1019.1020. The hospitality facility may choose to maintain all records for the 30-year period.

Employee medical records will be provided upon request of the employee or to anyone having written consent of the employee within 15 working days.  Such requests should be sent to the [General Manager] of the hospitality facility.

OSHA Record keeping

An exposure incident will be evaluated to determine if the case meets OSHA’s Record keeping Requirements (29 CFR 1904).  This determination and the Record keeping responsibilities rest with the [ECP Administrator].

Employee Acknowledgement

I, [Employee Name] 
, hereby acknowledge that I have had an opportunity to read this  Bloodborne Pathogens Exposure Control Program and I understand it.  

I also acknowledge that I have been informed of how to get access to a copy of the hospitality facility’s ’s Bloodborne Pathogens Exposure Control Program and that I have been provided initial training and understand that my supervisor/department manager will conduct additional job-related training. 

I also understand the hospitality facility’s commitment to workplace safety and agree to follow the provisions of the ’s Bloodborne Pathogens Exposure Control Program, as well as all applicable state, federal, and local laws to maintain safety for myself and for others in and around my work area.

I further understand that failure to follow these procedures or instructions from management may result in disciplinary action up to and including termination

(Hospitality Facility Name)

Employee's Name (print and sign)
Date

Supervisor’s Name (print and sign)
Date

Definitions

Blood  Human blood, human blood components, and products made from human blood.

Bloodborne Pathogens  Microscopic germs that are present in human blood or other potentially infectious materials (OPIM) and can infect and cause disease in humans.  These germs include, but are not limited to, hepatitis B and hepatitis C virus (HBV or HCV), human immuno-deficiency virus (HIV), and syphilis.

Disinfectant  Any chemical agent used to destroy or inhibit the growth of harmful organisms.

ECP Administrator  The General Manager, or [Designated Individual], responsible for the administration of the Exposure Control Program.

Exposure Incident  An incident involving a needle stick or cut (parenteral contact) with a blood or OPIM-contaminated object.  Or a specific eye, mouth, nose or other mucous membrane, or non-intact skin contact with blood or other potentially infectious material that results from the performance of an employee’s duties.

Engineering Controls  Controls that isolate or remove the Bloodborne Pathogens hazard from the workplace.  

First Responder  Any employee who has received accredited training in first aid and cardiopulmonary resuscitation (CPR) and has been designated as a person responsible for rendering immediate first aid assistance to persons who require emergency assistance while on hospitality facility property. Note:  Those certified in only CPR are not qualified to render first aid.  Those certified in only first aid are not qualified to render CPR.  First Responders will be certified in both first aid and CPR.

Good Samaritan  Any person who voluntarily and of their own free will, without legal or moral responsibility to do so, renders immediate first aid assistance to a person who is injured.

Occupational Exposure  Reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood or OPIM that may result from the performance of an employee’s duties.

Other Potentially Infectious Materials (OPIM)  The following human body fluids: semen; vaginal secretions; fluid that surrounds the spine, joints, lungs, heart, and abdomen; fluid around an unborn baby; saliva in dental procedures; any body fluid that is visibly contaminated with blood; and all body fluids in situations where it is difficult or impossible to differentiate between body fluids; and

Parenteral Any unfixed tissue or organ (other than intact skin) from a human (living or dead).  Includes human bites that break the skin, which are most likely to occur in violent situations.

Personal Protective Equipment (PPE)  Gloves, masks, eyewear, gowns, resuscitation devices, or other equipment designed to protect the employee from contact with blood or OPIM.

Regulated Waste  Waste that has been contaminated with blood and/or OPIM (including blood-soaked paper towels and syringes) and that has been determined to be regulated by the Occupational Safety and Health Administration (OSHA).

Responsible Person (Personnel)  Any person or persons trained in the control of disinfecting procedures; handling of contaminated laundry; and disposal of equipment, product, or materials contaminated with blood or OPIM.

Source Individual  The person whose blood or other potentially infectious materials creates the exposure.

Universal Precautions  OSHA’s required methods of control to protect employees from exposure to all human blood and OPIM.  The term “universal precautions” refers to a concept of bloodborne disease control that requires that all human blood and OPIM be treated as if known to be infectious for HIV, HBV, HCV or other bloodborne pathogens, regardless of the perceived “low risk” status of an individual.

Appendix A
First Responder Information Form

	Name:
	

	Department:
	

	Job Title:
	

	First Aid Certification

	
	Expiration Date:
	

	
	County/State of Issue:
	

	Cardiopulmonary Resuscitation  (CPR) Certification

	
	Expiration Date
	

	
	County/State of Issue
	

	Emergency Medical Technician (EMT) Certification (if applicable)

	
	Certification Number:
	

	
	Certification Date:
	

	
	Expiration Date:
	

	
	County/State of Issue:
	

	
	
	

	As a volunteer First Responder, I understand that I may be exposed to blood or other potentially infectious materials that may contain bloodborne pathogens during the course of providing immediate first aid assistance to others.  I have received a copy of the Bloodborne Pathogen Exposure Control Program.  I have had an opportunity to review the Exposure Control Program, and I am familiar with all provisions outlined in the Exposure Control Program to reduce my risk of exposure to blood and other potentially infectious materials.

	I understand that my role as a First Responder is voluntary and that I will receive no monetary or other material compensation for my services as a First Responder. 

	Print Name:
	

	Signature:
	

	Date:
	
	


Appendix B
Responsible Person Bloodborne Pathogen Exposure Control Statement

As a designated responsible person, I understand that in the course of work I may be requested to decontaminate equipment or areas, or control materials contaminated with blood or other body fluids which could carry Pathogens which can cause diseases including, but not limited to, Hepatitis B (HBV), Hepatitis C (HCV), Syphilis, and human immuno-deficiency virus (HIV).  I have received training on control measures and have received and read the hospitality facility’s Bloodborne Pathogens Exposure Control Program.

I agree to follow the policies and procedures of the hospitality facility’s exposure control program in order to eliminate or reduce potential exposures to Bloodborne Pathogens for myself, or other employees and guests.

	Print Name:
	

	Signature:
	

	Date:
	
	


Appendix C
Job Classifications in Which All Employees Have 
Occupational Exposure

	Employee Name
	Job Title

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix D
Job Classification in Which Some of the Employees Have Occupational Exposure

	Employee Name
	Job Title
	Specific Tasks and Procedures Causing Occupational Exposure

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix E
Blood and Body Fluid Exposure Report

	Employee’s Name:
	
	Date of Birth:
	

	Department:
	

	Job Title:
	

	Hepatitis B Vaccination Status:
	( Series Complete
	( In Process
	( Denied

	Injection Dates:
	#1
	
	#2
	
	#3
	
	

	Date of Exposure:
	

	Date Exposure Reported:
	

	Time of Exposure (Approximate if unknown):
	

	Responsible Person:
	(  Yes
	(  No

	Good Samaritan:
	(  Yes
	(  No

	Description of the Incident: (Include causes, where and how it occurred, and body parts involved.

	Body Fluids Involved: 
	Exposure was to:
	(  Non-Intact Skin

	
	
	(  Intact Skin

	Exposure source known?
	(  Yes

	
	(  No

	Consent obtained for HIV/HBV testing?
	(  Yes

	
	(  No

	Type of Personal Protective Equipment (PPE) used for this procedure:
	(  Gloves                 (  Goggles

(  Mask                    (  None

	Type of Engineering Controls used for this procedure:

	Was the PPE available for use:
	(  Yes
	(  No

	
	(  Don’t Know
	( N/A

	If NO, indicate why not:
	

	Were Engineering Controls available?
	(  Yes
	(  No

	
	(  Don’t Know
	(  N/A

	Additional Comments:

	Completed?          ( Injury/Illness Report     (  OSHA 200     (  First Report of Injury

	Name of Person preparing report:
	Title of person preparing report:

	Date of Report:
	


Appendix F
Hepatitis B Vaccine Approval

I, [Employee Name], wish to receive a series of three vaccinations for hepatitis B.  The vaccine is prepared from yeast cultures and is free from association with human blood.  The series will be provided by [Company Name] at no cost to me.  I understand I will comply with the clinic’s requirements for the administration of these series of shots.

Employee Name (Print): _____________________________

Employee Signature: 
________________________________

Date: 
__________________________

Appendix G
Hepatitis B Vaccine Declination

I understand that due to my occupational exposure to blood or other potentially 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 me.

I decline 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 Name (Print): ________________________________

Employee Signature: 
__________________________________

Date: 
_______________

Date of Exposure Incident: 
______________________

Exposure Source: _____________________________________

Vaccination Status: _______________________________

Series complete  __________________________________

In process  _______________________________________

Has not been vaccinated  _______________________________

Appendix H
HIV, HBV and HCV Testing Acceptance

I, [Employee/Guest/Other Individual Name], consent to being tested, as indicated below, for HIV and/or HBV and HCV.  I understand that the results of this testing will be kept confidential and will be used to determine appropriate treatment for the individual exposure to my blood or body fluid. [Company Name] will pay for the test.

Consent is given to be tested for:

	HIV (human immunodeficiency Virus)
	(  Yes
	(  No

	HBV (hepatitis B Virus)
	(  Yes
	(  No

	HCV (hepatitis C Virus)
	(  Yes
	(  No


Employee / Guest / Other Individual Name (Print):  ___________________________________

Signature:  ____________________________________________________________________

Date: 
_______________________________________________________________________

Appendix I
Blood Test Declination

I, [Employee/Guest/Other Individual Name], do not consent to any blood testing.  The circumstances for the request to do so have been explained to me and I have no further questions or comments that need to be addressed as I make this decision.  I understand that this denial will be kept confidential.

Employee / Guest / Other Individual Name (Print): ____________________________________

Signature: ____________________________________________________________________

Date: _______________________


Appendix J
Bloodborne Pathogen Training Certificate

	I have received Bloodborne Pathogen Training as described in Section 0 of [Company Name]’s Bloodborne Pathogen Policy. The training was conducted on ______________________________ (date).

	

	
	

	
	(Employee Signature)

	
	

	
	(Social Security Number)

	
	

	
	(Work Area/Department)

	I certify that the above-named employee has been provided with Bloodborne Pathogen Training on ______________________________________ (date).

	

	
	

	
	(Instructor’s Signature)


Auto Safety Program 

Auto Safety Program Administrator

The duties of the Program Administrator are as follows:

Know [Company Name] policies relating to auto safety, as well as state, local, and federal regulations.
Identify employee(s) whose job responsibilities include driving company-owned vehicle(s).
Ensure that each driver possesses a valid driver’s license and that motor vehicle records (MVR) are obtained for each employee who will be driving company-owned vehicle(s).
Establish key control procedures for company-owned vehicle keys.
Conduct and/or organize training sessions.
Administer orientation sessions for new hires.
Administer orientation sessions for employees who have undergone job transfers.
Conduct and/or organize refresher-training sessions for all employees.

Establish and administer a vehicle inspection and maintenance program.

Inspect company-owned vehicles.

Ensure that preventative maintenance (e.g., oil changes, rotation of tires, tune-ups, etc.) is performed on all company-owned vehicles.

Ensure that auto accidents are reported in a timely manner.

Know the rules for record keeping.

Update the Auto Safety Program at least annually, or as needed.

Drivers 

The duties of Drivers are as follows:

Wear the seat belt at all times and ensure that the passengers are wearing theirs.

Do not allow smoking in company vehicles.

Maintain an acceptable driving record. (See Driver Qualifications).

Drive defensively and courteously.

Follow all local, state, and federal traffic laws.

Do not operate a vehicle while under the influence of alcohol or drugs, prescription or illegal.

Only operate vehicles that the employee driver is licensed to operate.

Hold a valid driver’s license in the State in which the employee driver resides.

In the case of a revoked or suspended driver’s license the employee must immediately stop driving any company-owned vehicle or equipment and report the driver’s license status to his/her supervisor within 24 hours.

Report all accidents to the supervisor immediately, no matter how insignificant they may seem.

Notify the supervisor when vital fluids are due to be checked according to the maintenance schedule – (see mileage sticker on windshield). 

Report any unsafe conditions or needed repairs to the supervisor.

Keep the vehicle free of unnecessary debris, inside and out.

Pay any and all fines assessed against the driver, including, but not limited to, parking tickets and speeding tickets.

Have current insurance certificate, registration, and accident reporting kit, trash bag, and towing information card in the vehicle.

Supervisors

Duties of the Supervisors are as follows:

Select qualified drivers.

Ensure commercial drivers receive orientation and training. 

Provide the means to enable employees to do all required service and maintenance.

Schedule vehicle service as needed.

Designate unsafe vehicles as "out of service."

Discipline drivers in the department when they fail to meet their obligations.

Be familiar with [Company Name] policies, as well as state, local, and federal regulations that affect the fleet operation and maintenance.

Lead and teach by example.

Report all accidents immediately to [General Manager] and assist with the investigation of the accident.

Assist in training whenever necessary.

General Manager

Duties of the General Manager are as follows:

Train employees and supervisors in safety policies and procedures. 

Assist supervisors in setting up driver improvement programs for employees.

Provide [Auto Safety Program Administrator] and/or maintenance personnel with proper documents for record keeping.

Do routine inspections to determine the effectiveness of the Auto Safety Program.

Review accident reports and make recommendations to supervisors for corrective action or discipline.

Be available to employees who have questions regarding policies.

Work with employees and management to review and approve all Auto Safety policies. 

Inspect records and vehicles for compliance with policies.

Report accidents to the insurance company.

Collect, analyze, and distribute information on accidents.

Review effectiveness of Auto Safety Program.

Driver Qualifications

The hospitality facility expects that all employees will exercise every reasonable precaution, drive defensively, and make every effort to avoid involvement in any accident.  To qualify to drive a company-owned vehicle, the following requirements must be met (as applicable):

All drivers must hold a current valid driver’s license in the State in which they live.

Drivers of Commercial Vehicles must also hold a valid Commercial Driver’s License (CDL).  

All CDL holders will be subject to the [Company Name]’s policy for U.S. Department of Transportation Drug and Alcohol Testing Requirements.

Drivers must maintain an acceptable Motor Vehicle Report (MVR).  MVRs will be checked for all new drivers, and annually thereafter, and will take into account a 3-year history.  A MVR with any of the following violations may result in the withdrawal of a job offer, loss of driving responsibilities, denial of advancement opportunities within the company, and/or discipline up to and including termination:

Driving under the influence of drugs/alcohol,

Failing to stop/report an accident,

Making a false accident report,

Causing a homicide, manslaughter, or assault arising out of the use of a company-owned vehicle,

Driving with a suspended or revoked license,

Attempting to elude a police officer,

Driving an unsafe vehicle.

Current employees’ MVRs will be reviewed only for violations occurring after implementation of this policy.

Disciplinary Process

All employees will strive to have no more than three driving violations within a 3-year time period.  Employees who incur MVR violations or who are found to be at fault in accidents involving vehicle or property damage will be subject to discipline, up to and including termination.  For bargaining unit employees, MVR violations or at-fault accidents will be considered safety violations and discipline will be imposed in accordance with the terms of the applicable collective bargaining agreement.  For non-bargaining unit employees, discipline will be imposed at the discretion of the hospitality facility, using the following guidelines:

First Incident: Verbal counseling from supervisor with documentation of the incident and subsequent counseling.

Second Incident: Written warning from supervisor, identification of additional driver training necessary, and alerting the employee of possible suspension of driving privileges.

Third Incident: Written warning from supervisor, which may include suspension of driving privileges of company-owned vehicles and mandatory training at employee’s expense.

Further incidents within a 3-year time period may result in additional disciplinary action, up to and including termination. 

These steps are guidelines to be followed in cases of minor incidents.  The hospitality facility may skip some or all of these steps and proceed with immediate termination, at its discretion, depending on individual circumstances.

Employees Receiving A Vehicle Allowance

It may be necessary for employees to drive their own vehicles for company business.  Employees who drive their own vehicles for company business must first provide proof of insurance. The insurance policy must remain in effect while the vehicle is operated on company business.

Personal Use Of Company-Owned Vehicles  

Personal use of a company-owned vehicle is prohibited unless authorized by [General Manager].  Company-owned vehicles may be driven home and used as transportation to and from work only if approved by [General Manager].  

Employees are responsible for any operating expenses related to personal use of company-owned vehicles.  The driver must ensure that the vehicle is locked and that any equipment is secured to prevent theft.  [All points included in the Driver’s Subsection of the Responsibilities Section also pertain to the driver’s personal use of company-owned vehicles.]

Vehicle Maintenance

Vehicle maintenance is extremely important to a successful Auto Safety Program.  The following are procedures to follow while performing maintenance on a vehicle:

The [Department Name] must keep records of all routine maintenance, tire change information, and major repairs on all vehicles and equipment (See Appendix).  

Driver-reported defects must be promptly corrected and/or repaired.  A Driver's Vehicle Inspection Request may be used to communicate vehicle deficiencies to [Auto Safety Program Administrator].

Factory recommendations pertaining to each vehicle's scheduled preventive maintenance will be followed.

A notice (mileage sticker) will be placed in the vehicle indicating when the vehicle is scheduled for preventive maintenance, lube, oil change, etc.  Scheduling may be done on a mileage or a time basis, depending upon the manufacturer's recommendations.

Fueling Vehicles

Caution will be taken whenever refueling any vehicle or equipment.  Each fuel has it’s own hazards.

FUELS ARE FLAMMABLE…NO SMOKING IS ALLOWED WHEN FUELING…
ALWAYS TURN OFF THE VEHICLE WHEN FUELING… DO NOT OVERFILL

Diesel

Use only #2 diesel fuel when fueling diesel powered vehicle(s).

Diesel fuel can foam up when filling tanks -- be careful of back flow.

Additives are to be used only when approved by maintenance personnel.

Gas

Do not overfill.

Operations Vehicle Inspection

All company-owned vehicles must be inspected on a regular basis.  The following guidelines must be followed to help ensure the vehicles are safe, and trouble free.   

On a daily basis, the drivers will inspect all CDL vehicles. Any defects will be reported promptly to the supervisor and [General Manager].  Non-CDL vehicles will be inspected weekly.

Periodic inspection by [General Manager] or [Designated Individual] will document the overall condition of each vehicle, including any deficiencies not previously reported.

All personnel will be instructed in the proper walk-around inspection procedures to be used in daily or weekly pre-trip inspections.  Drivers will perform the following inspection items:

The driver must make a complete walk-around of the vehicle, checking turn signals and lights, horn, hoses, brakes, fittings, tires, windshield wipers, etc.  Each tire must be inflated to recommended specifications and checked with a tire gauge. Dirty lights, mirrors, and glass must be cleaned and adjusted if necessary.  Parking brakes and steering mechanisms must be checked.

Engine lubrication oil levels must be checked and filled as necessary.  

Drivers must check with [Auto Safety Program Administrator] or maintenance department to see if previously reported defects have been corrected and if the vehicle is road-worthy.

At the end of the driver’s shift, the Vehicle Inspection Report must be turned in promptly to [Auto Safety Program Administrator].
Accident Reporting

Whenever and wherever an accident occurs involving a company-owned vehicle, the driver must immediately take the following steps:

1. Stop - turn off engine.

2. Prevent further accidents – immediately set out reflectors and/or flares at appropriate distances from the vehicle.

3. Call for aid. 

4. Notify police by calling 911.  If requesting help from another motorist to make the call, be sure they return and report the call has been made.

5. Notify the hospitality facility of the exact location and severity of the accident.

6. Stay with the vehicle, unless directed by the police or hospitality facility supervisory personnel, or if personal injuries require off-site attention.

7. Cooperate with the investigation.

The Incident Report will be completed to assist [General Manager] in investigating the accident, help identify conditions responsible, and point out methods for improving operations.  All personnel will be familiar with the forms for reporting accidents.  Failure to report any accident promptly, no matter how minor, may result in discipline of the driver up to and including termination.

Accident Investigation

All accidents will be investigated promptly by supervisory personnel.  The investigation will include photographs, names, and statements from all parties, and any other pertinent information.  Upon completion, the supervisor will submit a written report to [General Manager].  The goal of an accident investigation is to find a hazard or act that can be remedied to prevent future accidents. A loss analysis will be performed periodically by [General Manager] to determine accident trends and where additional training or other preventive steps should be instituted.

Training

All employees who drive for company business will be required to participate in a driver-training program every 3 years or at the discretion of [General Manager] and/or appropriate department head.  The [Auto Safety Program Administrator] will certify that the training has been accomplished.  The certification will contain each employee's name, the signatures of the trainers, and the dates of the training.  The certification will be available for inspections by employees or their authorized representatives.

Record keeping

[Auto Safety Program Administrator] is responsible for maintaining the training records of the hospitality facility.  Training records will be filled out for each employee upon completion of training.  These documents will be kept for at least 3 years and will include:

1. The date of the training session,

2. The contents or summary of the training session,

3. The names and qualifications of the person(s) conducting the training,

4. The names and job titles of all persons attending the training session.

Training records will be provided upon request to the employee or the employee’s authorized representative within 15 working days of the request.

Employee Acknowledgement

I, [Employee Name], hereby acknowledge that I have had an opportunity to read this Auto Safety Program and I understand it.    I also acknowledge that I have been informed of how to get access to a copy of the hospitality facility’s Auto Safety Program and that I have been provided initial training and understand that my supervisor/department manager will conduct additional job-related training.  I also understand the hospitality facility’s commitment to workplace safety and agree to follow the provisions of the Auto Safety Program, as well as all applicable state, federal, and local laws to maintain safety for myself and for others in and around my work area.

I further understand that failure to follow these procedures or instructions from management may result in disciplinary action up to and including termination

________________________________________________


(Hospitality Facility Name) 
________________________________________________

Employee's Name (print and sign)
Date

________________________________________________

Supervisor’s Name (print and sign)
Date

Appendix
Vehicle Maintenance Checklist

Driver (Print full name): 


Date: 
  


Time: 
 am / pm (circle one)

Vehicle Year: 
  

Vehicle Make: 


License Number: 
 
 Mileage: 


Instructions:  After inspection, mark ( in the OK column if the condition is satisfactory.  If a condition requiring repair or attention is detected, mark ( in the Not OK column and note under the Comments column what was observed or done (i.e., prepared work order, notified supervisor, etc.)

	When approaching vehicle:
	OK
	Not OK
	Comments

	
	General condition of vehicle
	
	
	

	
	Body damage?
	
	
	

	
	Leaks: Water, Fuel, Oil, Grease?
	
	
	

	Inside vehicle:
	OK
	Not OK
	Comments

	
	Horn 
	
	
	

	
	Windshield wiper/washer and 
blade operation
	
	
	

	
	Heater
	
	
	

	
	Defroster
	
	
	

	
	Mirrors
	
	
	

	
	Windows (cracks/cleanliness)
	
	
	

	
	Steering wheel (excess play)
	
	
	

	
	Seatbelts
	
	
	

	
	Emergency devices 
(flares and extinguisher)
	
	
	

	
	Brakes (service and parking)
	
	
	

	
	Dashboard lights
	
	
	

	
	Engine sounds
	
	
	

	
	Gauges (normal readings)
	
	
	

	
	Accident Reporting Procedures
	
	
	

	Outside vehicle 
(engine running, lights on):
	OK
	Not OK
	Comments

	
	Headlights
	
	
	

	
	Tail lights
	
	
	

	
	Turn signals
	
	
	

	
	Emergency flashers
	
	
	

	
	Tires/wheels
	
	
	

	
	License plates intact
	
	
	

	Other:
	OK
	Not OK
	Comments

	
	
	
	
	


Hospitality Housekeeping 

Introduction

As part of [Company Name]'s ongoing commitment to safety in the workplace and in compliance with OSHA standards, this hospitality facility has developed a Housekeeping Program as another opportunity to enhance the safety and health of [Company Name]'s employees.  Good housekeeping is possibly the most visible evidence of management and employee concern for safety and health that [Company Name] displays on a day-to-day basis.  Orderliness in the workplace contributes to a safe environment for all employees and guests by minimizing obstacles and potential safety and health threats (e.g., spills and tripping hazards).

Purpose

This program is a key document for assisting this hospitality facility in ensuring employee health and safety.  [Company Name] is dedicated to protecting its employees from on-the-job injuries.  All employees of [Company Name] have the responsibility to work safely on the job by following this and all company policies and procedures when performing housekeeping duties.

A well-established and well-maintained housekeeping effort in all areas of the hospitality facility contributes positively to the general orderliness and attitude towards all work.  A clean and orderly hospitality facility demonstrates to the guests that [Company Name] takes pride in the facility and cares about guest safety.  In addition, a clean and orderly hospitality facility demonstrates to [Company Name] employees that their safety is of primary importance.

Policy Statement

It is the policy of the hospitality facility that employees, whose job functions require them to perform housekeeping duties, obtain proper training and equipment to conduct the tasks required.  The following Housekeeping Program was developed to help keep all employees free from injury and illness.

Program Administration

[Housekeeping Program Administrator] or [Designated Individual] is responsible for the implementation and management of the hospitality facility’s Housekeeping Program.  The program will be maintained, reviewed, and updated at least annually and whenever necessary to reflect new or modified procedures that affect issues related to housekeeping practices.

Responsibilities 

Housekeeping Program Administrator

The duties of the Program Administrator are as follows:

1. Familiarizing self with OSHA 1910.22 and 1910.176.

2. Identifying authorized storage areas.

3. Conducting and/or organizing training sessions.

4. Evaluating the written program.

5. Knowing the rules for record keeping.

6. Updating the Housekeeping Program at least annually or as needed.

Employee

The duties of the Employee include but are not limited to:

1. Participating in appropriate training sessions.

2. Cleaning up spills.

3. Keeping door entrances, storage and other areas free of debris.

4. Picking up paper, trash, or other materials on the hospitality facility grounds.

5. Reporting violations of this program.

General Requirements

Some general housekeeping procedures for employees to abide by have been established by [Company Name].  The procedures are as follows:

1. Hallways, aisles, and passageways (both inside and outside of the hospitality facility) will be kept clean and orderly.

2. The floor in every work area will be maintained in a clean, and so far as possible, a dry condition.  In areas where the floor may become wet due to normal operating processes (e.g., dishwashing areas in the kitchen, etc.), drainage will be maintained and the floor kept as dry as possible.  Mats will be provided as dry standing places where appropriate.  Wet floor signs shall be used as appropriate.

3. Where mechanical handling equipment is used, sufficient safe clearances will be allowed for aisles, at loading docks, through doorways, and wherever turns or passage must be made.  Aisles and passageways will be kept clear and in good repair, with no obstruction across or in aisles that could create a hazard.

4. Authorized storage rooms/areas (see Appendix) will be maintained in a clean and orderly fashion.

5. Storage of hospitality facility equipment and supplies will not create a hazard.  Items stored in tiers will be stacked, blocked, interlocked, and limited in height so that they are stable and secure against sliding or collapsing.  At no time will items be stored within 18 inches of a sprinkler head.

6. If applicable, load limit signs will be placed on material handling equipment.  Storage of hospitality equipment and/or supplies will never exceed the load limits. 

7. Storage of equipment in front of electrical panel boxes, fire extinguishers, fire exit doors or manual pull stations shall not be allowed, even if it would be for a temporary time period.

8. Storage of equipment, even temporarily, will not be permitted in fire stairwell landings.

9. The loading dock area will be kept clear of unnecessary materials accumulation.  Spill clean up equipment and materials shall be available in the loading dock area.

Good Housekeeping Practices

Good housekeeping practices include:

1. Preventing both guest- and employee-related accidents

2. Preventing fires

3. Saving time

4. Improving morale

5. Improving quality of service

6. Increasing productivity

7. Demonstrating pride in the facility and the work

8. Protecting the employees of the hospitality facility

9. Reducing waste

Employee Acknowledgement

I acknowledge I have been given a copy of the Housekeeping Program.  I have had an opportunity to read the program and understand it, and I accept the procedure as a working document, which I will support and follow in my daily work at: 

	
	(Hospitality Facility Name)

	
	
	

	Employee Name (print and sign)
	
	Date

	
	
	

	Housekeeping Program Administrator’s Name (print and sign)
	
	Date


Appendix
Authorized Storage Rooms/Areas

The following areas in the hospitality facility have been designated as authorized storage rooms/areas.  The Housekeeping Program Administrator is responsible for working with other management staff in identifying all authorized storage areas and completing the following.

[Sample]  

	Storage Room/Area Location
	Contents
	Person Responsible

	Linen room (location)
	Linen
	Director of Housekeeping

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Personal Protective Equipment (PPE) Program 
For Hospitality Industry

Introduction

As part of [Company Name]'s ongoing commitment to safety in the workplace and in compliance with OSHA standards, this hospitality facility has developed a Personal Protective Equipment (PPE) Program as another opportunity to enhance the safety and health of [Company Name]'s employees.

Purpose

This program is a key document in assisting the hospitality facility to implement and ensure compliance with the standard.  [Company Name] is dedicated to protecting its employees from on-the-job injuries.  All employees of [Company Name] have the responsibility to work safely on the job by following this and all company policies and procedures when using PPE.

The purpose of this Personal Protective Equipment (PPE) Program is to document the hazard assessment measures in place and PPE in use at the hospitality facility as required by OSHA 1910.132 – 1910.138.  PPE devices will not to be relied on as the only means to provide protection against hazards, but will be used in conjunction with guards, engineering controls and sound practices.  If possible, hazards will be abated first through engineering controls, with PPE to provide protection against hazards that cannot reasonably be abated otherwise.

Policy Statement

It is the policy of the hospitality facility that employees, whose job functions have assigned tasks that may cause injury or illness and where it has been determined that personal protective equipment (PPE) may reduce the exposure to an incident, wear and use personal protective equipment (PPE) as required. In the pursuit of this endeavor, the following Personal Protective (PPE) Program is provided in accordance with OSHA Standard 29 CFR 1910.132-138.

Program Administration

[General Manager] or [Designated Individual] is responsible for the implementation and management of [Company Name]’s Personal Protective Equipment Program. The program will be maintained, reviewed, and updated at least annually and whenever necessary to reflect changes in the workplace conditions that affect PPE usage.

Responsibilities 

Personal Protective Equipment (PPE) Program Administrator

The duties of the Program Administrator are as follows:

1. Identify all personal protective equipment (PPE) in the hospitality facility.

2. Familiarize self with OSHA 1910.132-138 to ensure compliance.

3. Identify departments/employees covered by this program.

4. Familiarize self with hospitality facility’s Bloodborne Pathogens Exposure Control (BBP) Program.

5. Familiarize self with hospitality facility’s Hazard Communication (HAZCOM) Program.

6. Familiarize self with hospitality facility’s Control of Hazardous Energy (Lockout/Tagout) Program.

7. Assess the workplace to identify potential hazards and the type of PPE that is available.

8. Coordinate required training.

9. Select appropriate PPE.

10. Evaluate program.

11. Know the rules for record keeping.

12. Update the Personal Protective Equipment (PPE) Program at least annually or as needed.

13. Conduct periodic reassessments by identifying and evaluating new equipment and processes, reviewing accident records, and reevaluating the suitability of previously selected PPE

Supervisors and Managers

All supervisors and managers are responsible for ensuring their employees are in compliance with this program.  Supervisors and managers will ensure that the appropriate PPE is available, emphasize the need and importance of wearing PPE, and enforce the safety rules and policies of the hospitality facility, including disciplinary action if needed.

Exposure Determination

A hazard assessment will be conducted of all work practices performed within [Company Name].  After a careful evaluation of the hospitality facility work practices, all job classifications that perform duties requiring the use of PPE will be recorded on the Exposure Determination Form (See Appendix A).

Personal Protective Equipment

1. All job classifications that require the use of PPE will be provided with the appropriate PPE for the duties to be performed.  These employees are listed in the Personal Protective Equipment Selection (For Job Classifications) table (See Appendix B).  The PPE will be administered at no cost to the employee.

2. Personal protective equipment must meet standards of the American National Standards Institute (ANSI), or other regulatory agencies (e.g., National Institute of Occupational Safety and Health (NIOSH)), and ensure a level of protection greater than the minimum required to protect employees from hazards.

3. Where appropriate, a variety of sizes will be provided to ensure comfortable fit.  Glove liners will be made available for those employees who may have sensitivity to some types of gloves.

Cleaning and Maintenance 

Employees who are assigned PPE will keep his or her assigned PPE clean and properly maintained.  Cleaning is particularly important for eye and face protection where dirty or fogged lenses could impair vision.  PPE will be inspected, cleaned, and maintained by employees at regular intervals as part of their normal job duties so that the PPE provides the requisite protection.  Supervisors are responsible for ensuring compliance with cleaning responsibilities by employees.

If PPE is for general use, supervisors have the responsibility for cleaning and maintenance.  If a given piece of equipment is in need of repair or replacement it is the responsibility of the employee to immediately bring it to the attention of his/her supervisor.  It is against work rules to use PPE that is in disrepair or not able to perform its intended function.  Defective or damaged PPE will not be used.

Training

Before performing work requiring the use of PPE, the employee will be given training on:

1. When PPE is necessary,

2. What type of PPE is necessary,

3. How to wear assigned PPE,

4. What the limitations of the PPE are,

5. The proper care, maintenance, useful life, and disposal of assigned PPE, and

6. The disciplinary action that may be taken for failure to comply with the hospitality facility’s PPE Program.

[Personal Protective Equipment Program Administrator] will certify that the training has been accomplished.  The certification will contain each employee's name, the signatures of the trainers, and the dates of the training.  The certification will be available for inspections by employees or their authorized representatives.

Record keeping

[Personal Protective Equipment Program Administrator] is responsible for maintaining the training records of the hospitality facility.  Training records will be filled out for each employee upon completion of training.  These documents will be kept for at least 3 years and will include:

· The date of the training session

· The contents or summary of the training session

· The names and qualifications of the person(s) conducting the training

· The names and job titles of all persons attending the training session

Training records will be provided upon request to the employee or the employee’s authorized representative within 15 working days of the request.

Employee Acknowledgement

I, [Employee Name] 
, hereby acknowledge that I have had an opportunity to read this Personal Protective Equipment (PPE) Program and I understand it.  I also acknowledge that I have been informed of how to get access to a copy of the hospitality facility’s Personal Protective Equipment (PPE)Program and that I have been provided initial training and understand that my supervisor/department manager will conduct additional job-related training.   Training on the PPE Program consisted of:

1. When PPE is necessary,

2. What type of PPE is necessary,

3. How to wear assigned PPE,

4. What the limitations of the PPE are,

5. Proper care, maintenance, useful life, and disposal of assigned PPE, and

6. Disciplinary action that may be taken for failure to comply with the hospitality facility’s PPE Program.

I also understand the hospitality facility’s commitment to workplace safety and agree to follow the provisions of the Personal Protective Equipment (PPE) Program, as well as all applicable state, federal, and local laws to maintain safety for myself and for others in and around my work area.  I further understand that failure to follow these procedures or instructions from management may result in disciplinary action up to and including termination

I have been provided with the following personal protective equipment (PPE) to be used in accordance with my job duties.  This equipment has been supplied at no cost to me.  I have been given training on the proper use of the equipment and agree to use and maintain the equipment as required and in compliance with manufacturer’s recommendations.  I further agree to return the PPE issued to me should my employment with the hospitality facility end.  [List PPE assigned to employee.  (If no PPE is required for the job duties, write “none”)].

	

	(Hospitality Facility Name)

	
	
	

	Employee's Name (print and sign)
	Date

	
	
	

	Supervisor’s Name (print and sign)
	Date


Appendix A
Exposure Determination Form

After careful evaluation of the hospitality facility work practices, it has been determined that the following job classifications perform duties that require the use of PPE. (Examples may include cleaning guestrooms, pool chemical handling, carpentry work, lifting packages, carrying banquet tables, etc.).  

Note: 
Refer to Hazard Communication (HAZCOM) Program for recommendations of PPE required when using chemicals.

[Sample – add/delete job classifications as necessary] 

	Department
	Job Classification
	Task/Procedure
	PPE Required

	Housekeeping
	Room Attendant
	Cleaning bathrooms - chemical exposure
	Gloves

Goggles

	Housekeeping
	Room Attendant
	Dispensing chemicals into approved portable bottles
	Gloves

Goggles

	Maintenance
	Engineer
	Using table saw
	Safety goggles

Hearing protection

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


The most recent hazard assessment was completed on [Insert Date].

Appendix B
Personal Protective Equipment Selection 
(For Job Classifications)

Instructions:  Place an “X” in the box to indicate that the hazard exposure exists and personal protective equipment will be provided.  Add or delete applicable departments.  Add additional PPE provided by the hospitality facility.

Departments

	PERSONAL PROTECTIVE EQUIPMENT
	Bellman
	Banquets
	Culinary
(Kitchen)
	Stewarding
	Maintenance
	Housekeeping
	Laundry
	General Office
	
	

	Back Support Belt

Used when lifting heavy objects.  Will support the back and stomach muscles and help ensure proper lifting. Back support belts will not substitute proper lifting techniques and are not mandated by OSHA.
	
	
	
	
	
	
	
	
	
	

	Gloves

Rubber, vinyl, or neoprene: Used to protect the hand from chemicals and Bloodborne pathogens.
	
	
	
	
	
	
	
	
	
	

	Gloves

Leather:  Used for handling rough, sharp or abrasive materials.
	
	
	
	
	
	
	
	
	
	

	Gloves

Mesh/cut-resistant: Used to protect the hands when using edged tools, knives, and when cleaning meat slicers.
	
	
	
	
	
	
	
	
	
	

	Eye Protection

Goggles, face shields:  Used to protect the eye from foreign objects produced from cutting, sawing, hammering, grinding, spot welding, spraying or dispensing chemicals, Bloodborne Pathogens, etc.
	
	
	
	
	
	
	
	
	
	

	Shoes

Slip resistant: Helps to avoid slips and falls due to slick surfaces.  Not mandated by OSHA. 
	
	
	
	
	
	
	
	
	
	

	Hearing Protection

Used to protect the employee’s hearing from noise.
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Tool (Hand And Power) Safety Program 
For Hospitality Industry

Introduction

As part of [Company Name]'s ongoing commitment to safety in the workplace and in compliance with OSHA standards, this hospitality facility has developed a Tool (Hand and Power) Safety Program as another opportunity to enhance the safety and health of [Company Name]'s employees.

Purpose

This program is a key document in assisting the hospitality facility to implement and ensure compliance with the standard.  Tools, if improperly used or maintained, can create significant hazards in our work areas.  Employees who use tools (either hand tools or power tools) must be properly trained to use, adjust, store, and maintain the tools properly.  This program covers hand, electrical, pneumatic, and hydraulic tool safety.  [Company Name] is dedicated to protecting its employees from on-the-job injuries.  All employees of [Company Name] have the responsibility to work safely on the job by following this and all company policies and procedures when working with tools.

Policy Statement

The hospitality facility is committed to providing a safe and healthy work environment for the entire staff.  It is the policy of the hospitality facility to permit only trained and authorized employees to use hospitality facility tools at any time.  For the safety of those who may not have received proper training, and to safeguard hospitality facility inventory, it is recommended that tools not be loaned to others.  The following Tool (Hand and Power) Safety Program was developed in accordance with OSHA Standard 29 CFR 1910.242-244.

Program Administration

[General Manager] or [Designated Individual] is responsible for the implementation and management of the hospitality facility’s Tool Safety Program.  The program will be maintained, reviewed, and updated at least annually and whenever necessary to reflect new or modified procedures that affect issues related to tool safety.

Responsibilities 

Tool Safety Program Administrator

The duties of the Program Administrator are as follows:

1. Familiarize self with OSHA 1910.242-244 to ensure compliance

2. Familiarize self with hospitality facility’s Control of Hazardous Energy (Lockout/Tagout) Program

3. Familiarize self with hospitality facility’s Personal Protective Equipment (PPE) Program

4. Identify employees covered by this program

5. Inventory all hospitality facility tools

6. Select appropriate tools and machinery

7. Coordinate required training

8. Evaluate program

9. Know the rules for record keeping

10. Update the Tool Safety Program at least annually or as needed

Management

The duties of Management are as follows:

1. Provide correct tools for assigned tasks

2. Ensure that machinery is properly guarded

3. Ensure tools are maintained and stored safely

4. Provide monitoring and inspections to ensure machine guards remain in place and functional

5. Immediately correct machine guard deficiencies

6. Provide employee training, including guard rules

7. Ensure that power tools purchased meet the machine guarding requirements

8. Provide for equipment repair

Employee

The duties of the Employee are as follows:

1. Follow proper tool safety guidelines

2. Operate power tools in conformance to the standard operating procedures established by the manufacturer

3. Do not remove machine guards unless equipment is locked and tagged

4. Replace machine guards properly

5. Report machine guard problems immediately to supervisors

6. Do not operate equipment unless guards are in place and functional

7. Wear PPE appropriate for the task

8. Report tool deficiencies and malfunctions

9. Properly store tools when work is complete

Exposure determination

All work practices of [Company Name] will be evaluated.  The job classifications that include duties involving hand and/or power tools will be recorded on the Exposure Determination Form (See Appendix A).

Inventory Of Major Tools

At least annually, [Tool Safety Program Administrator] will conduct an inventory of the major tools owned by the hospitality facility.  If any tools are found broken, defective, inoperative, or in any way unsafe, they are to be removed from service.

Safety Precautions

· Select the right tool for the job.

· Tools will be used only for the purpose for which they were designed.

· Use only those tools in which one has received training.

· Use personal protective equipment (PPE) as needed.

· Keep floors as clean and dry as possible to prevent accidental slips and falls.

· Only permit non-sparking tools in locations where sources of ignition may be present.

· Follow the manufacturer’s recommendations for care and maintenance of tools, including lubricating and changing accessories.

· Replace defective or unsafe tools or turn them in for repair immediately.  A “DO NOT USE” or “DEFECT” tag will be placed on such equipment.

· When working overhead, keep unused tools in containers or otherwise secure the tools to prevent them from falling. 

· Do not leave tools in passageways, access ways, and walkways or on ramps, platforms, or stairways where they can create a tripping hazard.

· Throwing or dropping of tools to another area of level is prohibited.

· When tools are not in use, store them in the tool room, toolboxes, or other designated tool storage area.

· Ensure that power-operated tools are equipped with guards before use.

· Electric power operated tools will either be of the approved double-insulated type or grounded in accordance with the National Electric Code.

· To avoid accidental starting, do not hold finger on the switch button while carrying a plugged in tool.

· Never carry a tool by the cord or hose.

· Never yank the cord or the hose to disconnect a plug from the receptacle.

· Disconnect tools when not in use, before servicing, and when changing accessories such as blades, bits, and cutters.

· When using pneumatic powered tools, ensure that the hose lines are so placed as to eliminate tripping hazards.

· Pressure will be shut off and exhausted from the line of pneumatic powered tools before disconnecting the line from any tool or connection.

· Safety clips, chains, wires or other retainers will be used to secure sections of pneumatic hose together, and to secure the hose to the power source and the tool to the hose to prevent dangerous whipping in case of disconnection or failure.

· Compressed air will not be used for cleaning purposes unless the pressure is reduced to 30 p.s.i. or less.  

· Machines designed for a fixed location will be securely anchored to prevent movement.  Examples include drill presses, bench grinders, etc.

· If employees furnish their own tools, such tools must conform to the requirements demanded for satisfactory, efficient work and for safety.

· Report any injuries received.

Guards And Safety Devices

One or more methods of machine guarding will be provided to protect employees from hazards such as those created by point of operation, in-going nip points, rotating parts, flying chips and sparks.  Guards will be affixed to the machine, where possible, and/or secured elsewhere, if for any reason attachment to the machine is not possible.  The guard will be such that it does not offer an accident hazard itself.  Floor and bench-mounted grinders will be provided with a work rest.  The work rest will be kept within one-eighth (1/8) inch from the surface of the wheel, and the tongue guard within one-fourth (1/4) inch of the wheel.

Procedures

Pre-Operational Procedures

Any machine part, function, or process that may cause injury must be guarded.  Ensure that all permanent guards are securely attached in good working order and all removable guards are in place on the machine or equipment before starting use.  Guards must meet these minimum general requirements:

Prevent contact – The guard must prevent hands, arms, or any part of the body or clothing from making contact with dangerous moving parts.

Secure – Guards will not be easy to remove or alter.  Guards and safety devices will be made of durable material that will withstand the conditions of normal use.  They must be firmly secured to the machine.

Protect from falling objects - The guard will ensure that no objects could fall into moving parts.

Create no new hazards - If a guard creates a hazard of its own, such as shear point, a jagged edge, or an unfinished surface that can causes a laceration, then the piece of machinery or equipment will not be used.  The edges of the guards should be rolled or bolted in such a way that sharp edges are eliminated.

Remember:

· If a guard is defective, damaged, or in any way does not meet the requirements of these procedures, do not use the machine and immediately notify the supervisor.

· Where the operation of a machine or accidental contact with it can injure the machine operator or others in the vicinity, the hazard must be either controlled or eliminated.

· Locate and don necessary and appropriate personal protective equipment (PPE) for use with the machinery or equipment before beginning the task(s).

· Ensure that the work area is well lit, dry, and clean before beginning work.  Sawdust, paper, and oily rags are a fire hazard and can damage the hospitality facility, machinery, and equipment.

· Wear clothing appropriate for the job.  Remove any jewelry that could become entangled in the machinery or equipment.

Operating Procedures

1. Do not remove a guard for any reason while operating any piece of machinery equipped with the guard.  

2. Do not remove any required personal protective equipment (PPE) while the machinery or equipment is running.

3. Pay constant attention to the work at hand. 

4. Upon finishing with a piece of equipment or machine, do basic maintenance on it.  Keep it sharp, oiled, and stored properly, as appropriate.  Regularly inspect all machinery, equipment, cords, and accessories.  Repair or replace problem equipment immediately.

5. Always use the proper piece of machinery or equipment for the job (See Appendix B).

6. Keep electrical cables and cords clean and free of kinks.  Never carry a piece of equipment by its cord.

7. Refer to hospitality facility’s Control of Hazardous Energy (Lockout/Tagout) Program for specific rules and requirements.

Personal Protective Equipment (PPE)

Employees are to wear personal protective equipment (PPE) as required.  Refer to the hospitality facility’s Personal Protective Equipment (PPE) Program and Control of Hazardous Energy (Lockout/Tagout) Program.

Training

[Tool Safety Program Administrator] is responsible for ensuring that employees, whose job functions include using tools and equipment, receive appropriate training.  The training will consist of a review of the Tool Safety Program and any tool-specific training required by the manufacturer.  [Tool Safety Program Administrator] will certify that the training has been accomplished.  The certification will contain each employee's name, the signatures of the trainers, and the dates of the training.  The certification will be available for inspections by employees or their authorized representatives.

Record keeping

[Tool Safety Program Administrator] is responsible for maintaining the training records of the hospitality facility. Training records will be filled out for each employee upon completion of training.  These documents will be kept for at least 3 years and will include:

1. The date of the training session,

2. The contents or summary of the training session,

3. The names and qualifications of the person(s) conducting the training,

4. The names and job titles of all persons attending the training session.

5. Training records will be provided upon request to the employee or the employee’s authorized representative within 15 working days of the request.

Employee Acknowledgement

I, [Employee Name] 
, hereby acknowledge that I have had an opportunity to read this Tool Safety Program and I understand it.  I also acknowledge that I have been informed of how to get access to a copy of the hospitality facility’s Tool Safety Program and that I have been provided initial training and understand that my supervisor/department manager will conduct additional job-related training.  I also understand the hospitality facility’s commitment to workplace safety and agree to follow the provisions of the Tool Safety Program, as well as all applicable state, federal, and local laws to maintain safety for myself and for others in and around my work area.

I further understand that failure to follow these procedures or instructions from management may result in disciplinary action up to and including termination.

___________________________________________________________


(Hospitality Facility Name)

___________________________________________________________


Employee's Name (print and sign)
Date

___________________________________________________________

Supervisor’s Name (print and sign)
Date

Appendix A
Exposure Determination Form

After careful evaluation of the hospitality facility work practices, it has been determined that the following job classifications perform duties that use hand and/or power tools.

[Sample] 

	Job Classification
	Task/Procedure
	Type of Tools Required (e.g., table saw, grinder, drill press, misc. non-powered hand tools)

	Maintenance
	Carpentry
	Table saw, drill press, misc. hand tools

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Appendix B
Hand Tool Guidelines

Many accidents and injuries can be avoided by keeping tools in good condition and using them as designed.  Tools will be inspected before and after use, inspecting for defects that could cause injury.  Defective tools will not be used.  They will be placed out of service for either repair or replacement.

Listed below are general guidelines for proper use of various hand tools:

	TOOL
	PROPER USE



	Crowbars
	Use a crowbar for prying.  Select the correct size for the job.  Do not try to increase the leverage by using a length of pipe or iron bar.



	Electric Drills
	All drills must be double insulated or properly grounded, as electric shock is a very real danger when operating a drill.  When operating a drill, care will be taken to clamp down the material so that it does not rotate and strike anyone.  Always disconnect the drill prior to changing the drill bit and never place hands between the drill and the material being drilled.



	Electric Saws
	Routinely check the saw guard to ensure it is in proper placement.  Care will be taken to keep the power cord away from the stroke of the saw so it will not be severed.  Grounding prongs are never to be removed from the electrical cord, as they are there to ensure safe operation.



	Files
	When using a file, have secure footing before applying pressure.  Grasp the file with one hand and guide the point of the file with the thumb and forefinger of the other hand.  Use a vise to secure the material being filed, and use an offset handle if it is available.  Clean a file with a file card.  Do not strike it against another piece of metal as tool particles can fly off.  Equip the file with an approved handle.

	Hammers
	When replacing hammer handles, make sure they fit the hammer head.  Wedge the handle securely in the head and ensure that it is free of splinters and cracks.  Never strike hardened steel surfaces with a steel hammer.  Use a soft metal hammer or one with a plastic, wood or rawhide head.  Always wear safety glasses to protect eyes from flying chips, nail heads or scale.  Carefully inspect sledgehammers at regular intervals for split handles and loose or chipped heads.  Use riveting hammers for sheet metal; use carpenter, or claw hammers for driving and pulling nails; and use ballpeen hammers for metal work.  When prying a nail from wood using a claw hammer, placing a block of wood under the hammer head to create additional leverage if necessary.



	Hand Grinders
	All grinders with stones or discs in excess of 2 inches in diameter must be guarded and equipped with an automatic shut-off.  Proper operation and care of grinders include monitoring where the sparks are thrown (away from others).  Care must be taken to not drop or abuse grinders that might cause the stone or disc to become damaged.  Ensure that the grinder has been properly lubricated.



	Hooks
	Keep hand hooks sharp to prevent them from slipping.  Shield the point of the hook with a one-inch piece of rubber hose.  Carry it in a specially designed sheath or press the point of the hook into a small cork to avoid puncture injuries.



	Knives
	Always maintain a cutting stroke away from the body.  Never leave a knife open or lying on tables when not in use.  When work is complete, place the knife in a sheath or close the knife and store properly.



	Pliers
	Apply pressure directly across the line of cut when using pliers.  Never substitute pliers for a wrench or a hammer because pliers chew up nuts and bolt heads.  In addition, pliers cannot grip nuts or bolts securely.  Electricians will use hand-insulating grips.  Make sure the protective coverings are free of cracks, holes or broken pieces.  Hold the coil or length of wire securely in a vise when cutting it with pliers.  Hold the open end of the wire with a free hand to prevent the cut-off end from flying.  If a vise is unavailable, kneel on the floor and hold the wire with one foot.  Always wear safety glasses when cutting wire.



	Scrapers
	Keep scrapers sharpened and in good condition.  Store them in a special rack to protect the edge.



	Screwdrivers
	When driving a screw into wall objects, hold the objects in a vise. When performing electrical work, never use a screwdriver with a haft that extends all the way through the handle.  Pay particular attention to the tip size when selecting a screwdriver; the tip should fit snugly in the slot of the screw.  Do not use a twisted screwdriver tip because it could slip and cause an injury.  Never use a screwdriver as a punch, wedge, pinch bar, pry, or chisel.



	Wrenches
	Always select wrenches that fit the nut properly.  Do not use a pipe wrench over single head wrenches as this may lead to injury.  Routinely inspect wrenches to ensure that the jaws fit, as doing so will prevent damage to the head of the nut, and, it is less likely to slip and cause injury.


Fire Prevention and Emergency Action Plan

«Company_Name» has developed the following emergency plan to cover those designated actions that must be taken to ensure employee safety from fire and during other emergencies. Any questions about this plan should be directed to «Safety_Persons_Name», «Safety_Persons_Title» «Safety_Persons_Phone». 

Emergency Evacuation and Fire Prevention

«Safety_Persons_Name» is responsible for ensuring the following:

1. That all required emergency exits are clearly identified and that all required fire fighting and emergency equipment is available and in good condition.

The following items will be maintained:

· First aid kit

· Drinking water

· Flashlight

· Portable battery powered radio and batteries

· Fire extinguishers

· Wrench to shut off the main gas valve

· Pry bars, axes, saws, tools or similar devices for employee rescue

2. Creating a facility map designating all emergency evacuation routes and the locations of all fire fighting equipment and emergency supplies and equipment.  These maps will be posted in at least two locations in the facility.

3. Training all exposed employees on the procedures to be followed in the event of fire, earthquake or other emergency including how to properly notify other affected employees.

4. Identifying potential fire hazards and ensuring that adequate steps are taken to prevent fires.

5. Ensuring that combustible trash and materials are removed promptly from the facility, and that all flammable and combustible liquids are properly stored and handled.

During an Emergency

In the event of an emergency such as earthquake or fire, all employees are expected to evacuate the premises immediately.  «Safety_Persons_Name» or «Owner_or_CEO_Name» may assign some employees the task of shutting off the gas or electricity, if needed.  At no time will any employee be expected to jeopardize his or her own safety to do this. 

Employees will be notified of emergencies through one of the following:

· Fire alarm

· Intercom

· Emergency horn

· Direct voice communication

After the emergency evacuation has been completed, a head count will be taken to ensure everyone is out of the building.

If necessary, «Safety_Persons_Name» or «Owner_or_CEO_Name» may assign some employees to rescue trapped employees. 

Office Safety

Office accidents can and do happen.  To prevent them, «Company_Name» has developed the following rules for our office staff.  We will also endeavor to include office employees in periodic safety meetings.  If at any time, you feel there is a safety hazard, or you have any safety concerns, please do not hesitate to notify «Safety_Persons_Name», «Safety_Persons_Title».

1. Report all accidents and injuries, no matter how minor, to your supervisor immediately.

2. Correct or report any safety hazards that you observe.

3. Clean up any spilled material that may present a slipping hazard.

4. Do not stretch any cords across aisles that may present a tripping hazard.

5. No one is allowed to climb on shelves or stand on chairs; you must use a step stool or ladder.

6. Keep all legs of the chair on the floor.  Do not tilt chairs too far back.

7. No one shall be in the possession of, or under the influence of, alcohol or controlled substances while on the premises.

8. No horseplay will be tolerated.

9. Close file drawers when not in use.

10. Do not open more than one file drawer at a time.  This could cause the cabinet to tip.

11. Do not store heavy objects above your head that could fall on you in an earthquake.

12. Do not store flammable or combustible materials near heaters or other heat sources.

13. If you are unsure how to do any task safely, ask your supervisor.

14. Do not operate any equipment you are not trained and authorized to use.

15. Always follow safe lifting procedures when lifting any object and get help for heavy loads.

· Bend your knees, not your back.

· Keep the load close to body.

· Keep your back straight.

· Lift with your legs.

· Do not lift and twist.

Office Ergonomics

Studies have shown over the years that poorly designed and arranged work areas and repetitive motions can lead to a variety of injuries including carpal tunnel syndrome and tendonitis, which are often referred to as repetitive motion injuries (RMI).  As with cancer, heart disease, and many other ailments, there are risk factors that increase an individual’s likelihood of developing RMI.  If the risk factors are reduced, so are the chances of being injured.  While some of these risk factors, such as family history, cannot be controlled in the employment setting, many can, including:

· The force used to perform a task.

· Posture while performing tasks.

· The number of repetitions performed in a given time period.

· Mechanical stresses such as hard surfaces.

The most significant RMI risk factor in office environments is poor body posture caused by improper workstation design or layout.  In many cases employees are required to work in awkward positions for long periods of time.  This greatly increases the likelihood of injury.  Fortunately, this is often the easiest problem to correct.  The goal is to perform work in neutral posture as much as possible.  Neutral posture is best described as the most comfortable position and usually involves little or no twisting or deviation of the joints.  

To apply the principle of neutral posture to the office setting we need to look at the five major components of office workstations.  They are: the chair, the computer keyboard, the desk, the computer monitor, and the work product.

Chairs are often the most overlooked piece of office equipment, yet they are the single most important item from an ergonomic standpoint.  A poor chair that lacks adjustments and support makes it almost impossible to work comfortably and in neutral posture.  Good office chairs are fully adjustable including: 

· Chair height.

· Height of the backrest.

· The position forward or back of the backrest.

· The position forward or back of the seat pan.

· The angle (tilt) of the seat pan.

· If armrests are provided, they should be height and width adjustable.

In many cases, fully adjustable chairs are provided for employees, but they never adjust them.  Make sure you understand all of the adjustments your chair has and how to use them.  When in doubt, read the owner’s manual or ask.  A properly adjusted chair should allow the user to rest their feet comfortably on the floor without putting pressure on their lower thighs.  Their knees should be approximately the same height as their hips, or slightly higher, and they should be able to sit back against the backrest which is positioned for low back support.  If your feet don’t rest comfortably on the floor the chair is too high.  If the chair cannot be lowered any further, a footrest should be used.  Whether armrests are provided depends on the type of workstation and personal preference.  If they are provided, they should be height adjustable to allow the arms to rest comfortably on them without excessive shoulder drop.  Armrests should also be well padded to reduce pressure on the lower arms.

Once the chair is properly adjusted, the next step is to position the keyboard to minimize bend in your wrists.  In order to accomplish this, it is often necessary to have a position and height adjustable keyboard tray attached to the underside of the desk.  These should not be confused with keyboard drawers that cannot be adjusted for height or position. If you do not use a tray, the only way to adjust the keyboard height is by moving the desk that is difficult at best, and sometimes impossible.  Using a tray also frees up workspace on the desk where the keyboard once sat.

The height of the keyboard should be set so that there is approximately a 90-degree angle between the upper and lower arms.  There should also be a straight line from the elbow out through your fingers.  If your fingers hang down too much or bend up, creating a “V” between your hand and forearm, you place extra stress on your wrist. Many people find it comfortable to use padded wrist rests in front of the keyboard.  This often helps minimize wrist deflection.  The keyboard tray should also be adjusted so that you do not have to reach forward too far to type.  Your elbows should be close to your side and back by your spine, not out in front of you.  Do not extend the small legs on the bottom of the keyboard tray.  This increases the wrist angle unnecessarily.  Many keyboard trays now also have extensions for your mouse.  This places everything you need within easy reach.

After you have adjusted the chair and keyboard tray, try using your desk.  You should be able to comfortably write and use your other office equipment such as the calculator and phone.  Some of these items may need to be moved closer to you.  Your legs should also fit easily under the desk.  Often, stored items such as boxes block this and should be removed.  The standard desk height is fine for most people.  If you are exceptionally tall or short, however, adjusting the desk up or down an inch, if possible, may be helpful. 

Now you are ready to position your monitor.  It should be directly in front of you.  Monitors that are off to one side cause you to turn your neck that can lead to injury.  The top of the screen should be at about eye level.  If the screen is too low your neck will ache from constantly looking down.  Putting old phone books or reams of copy paper under them can easily raise monitors.  You may also use a special adjustable monitor holder to free up desk space.  Tilt the screen so that the top is closer to you than the bottom.  This will reduce glare from overhead lights.  If you can’t get away from outside light, use a glare screen to improve contrast and reduce eyestrain that can cause headaches.  Also know how to adjust the screen contrast and brightness controls and keep the screen clean and free of dust and fingerprints.

The work product should be kept within easy reach.  Heavy notebooks or binders that you use often should be placed near you.  If you use the phone a lot, consider using a headset to reduce neck strain and free up your hands for other tasks.  Copyholders can be very helpful if you are entering data or typing from paper.  Set them up so they are as close to the screen as possible to reduce neck motion.

The risk factors of force, repetition, and mechanical stress are also controllable in an office environment.  Force can be reduced by using automatic staplers and date stamps.  If heavy files, boxes, or other items must be moved, use carts and dollies.  When filing, use two hands to hold the larger files and keep heavy items stored between knee and shoulder height to reduce strain on your back and arms.  

Repetition is controllable through the use of task management.  Break up the work as much as possible throughout the day.  If possible, do not spend more than two hours at a time typing or entering data.  Intersperse other tasks such as filing to use other muscle groups.  You should take ten-minute breaks every two hours if you are doing repetitive tasks.

Mechanical stress occurs when you rest parts of your body against hard or sharp objects.  This cuts off blood flow and presses on nerves, which can lead to numbness and tingling.  Sharp edges can be padded or cushioned where needed to reduce this.

Code of Safe Practices

General Safety Rules

1. All persons shall follow this Code of Safe Practices and render every possible aid to safe operations.

2. Failure to abide by the Code of Safe Practices may result in disciplinary action up to and including termination.

3. Immediately report any unsafe conditions, accidents, injuries or illness to your foreman or superintendent.

4. If you are unsure of the safe method to do your job, STOP and ask your supervisor.  Ignorance is no excuse for a safety violation.

5. No one shall be knowingly permitted to work while the employee's ability or alertness is impaired by fatigue, illness, and prescription or over the counter drugs. Employees who are suspected of being under the influence of illegal or intoxicating substances, impaired by fatigue or an illness, shall be prohibited from working.

6. Never work while under the influence of an illegal or intoxicating substance, fatigued or ill.

7. Anyone known to be under the influence of any drugs or intoxicating substances that impair the employee’s ability to safely perform the assigned duties shall not be allowed on the job.

8. Horseplay, scuffling, fighting and other acts that tend to have an adverse influence on the safety or well being of the employees are prohibited.

9. Work shall be well planned and supervised to prevent injuries in the handling of materials and in working together with equipment.

10. Keep your work area clean, free of debris, electrical cords and other hazards.

11. Immediately clean up spilled liquids. 

12. Always notify all other individuals in your area who might be endangered by the work you are doing.

13. Do not operate equipment that you are not familiar with.  Do not attempt to use such equipment until you are fully trained and authorized.

14. You are responsible for ensuring all safety guards are operable and in place.  If they are not, STOP working and tell your supervisor.

15. Never bring firearms, weapons, illegal drugs or alcoholic beverages on company or customer property or the job site.

16. A red tag system identifies equipment that is NOT to be operated, energized or used.  All tag-out or lockout notices and procedures must be observed and obeyed.

17. Do not block exits, fire doors, aisles, fire extinguishers, first aid kits, emergency equipment, electrical panels, or traffic lanes.

18. Do not leave tools, materials, or other objects on the floor that might cause others to trip and fall.

19. Do not run on the job site or in the shop or office area.

20. Do not distract others while working.  If conversation is necessary, make sure eye contact is made prior to communicating.

21. Employees shall ensure that all guards and other protective devices are in proper places and adjusted, and shall report deficiencies promptly to the Foreman or Superintendent.

22. Tree branches may not be discarded from trees until proper precautions are taken to protect others from the falling objects.

23. Gasoline or other flammable liquids shall not be used for cleaning purposes.

Electrical Safety

1. Only trained, qualified, and authorized employees are allowed to make electrical repairs or work on electrical equipment or installations. 

2. All electrical equipment and systems shall be treated as energized until tested or otherwise proven to be de-energized.

3. All energized equipment and installations will be de-energized prior to the commencement of any work.  If the equipment or installation must be energized for test or other purposes, special precautions will be taken to protect against the hazards of electric shock.  

4. All equipment shall be locked out to protect against accidental or inadvertent operation when such operation could cause injury to personnel. Do not attempt to operate any switch, valve, or other energy-isolating device bearing a lock.

5. Safety grounds shall always be used where there is a danger of shock from back feeding or other hazards.

6. Polyester clothing or other flammable types of clothing shall not be worn near electrical circuits.  

7. Suitable eye protection must be worn at all times while working on electrical equipment.

8. Always exercise caution when energizing electrical equipment or installations.  Take steps to protect yourself and other employees from arc blast and exploding equipment in the event of a fault.

9. All power tools will be grounded or double insulated.  Tools with defective cords or wiring shall not be used.

10. Metal jewelry should not be worn around energized circuits.

11. Extension and temporary power cords must be heavy duty and grounded. Frayed or defective cords shall not be used.

12. Suitable temporary barriers or barricades shall be installed when access to opened enclosures containing exposed energized equipment is not under the control of an authorized person.  

13. Electrical installations must be protected from accidental contact by enclosures or tight fitting covers.

14. GFCI’s are required on all power outlets.

15. Circuits shall not be overloaded with equipment or extension cords.

16. Metal measuring tapes, fish tapes, ropes or other metal devices are prohibited where they may contact energized parts of equipment or circuits.

Ladder Safety

1. Inspect the ladder before using it.  If it is broken, throw it out.  Never repair a broken ladder, get a new one.  Keep portable stairways, ladders and step stools in good condition and use them only in a safe manner.

2. Use the proper ladder for the job.  Do not use “A” frame ladders as straight ladders.  Make sure the ladder is tall enough to reach the work area.  Do not use metal ladders for electrical work.

3. Do not place ladders in passageways, doorways, or any location where they might be hit or jarred, unless protected by barricades or guards.

4. Ladders should only be placed on hard level surfaces.  Make sure the ladder feet are not placed on sandy, slippery, or sloping surfaces.  Clean or sweep the area where the ladder feet will be and make sure the rubber feet are in good shape.

5. Ladder rungs and steps must be kept free of grease, oil, mud, or other slippery substances.

6. Arrange your work so you are able to face the ladder and use both hands while climbing.  Do not carry tools or equipment while climbing a ladder.  Climb the ladder, and then hoist the tools or equipment with a line or a hoisting device.

7. Avoid temporary ladders.  Always use a commercially made, construction grade ladder of the proper length for the work being performed.

8. Secure portable ladders in place and at a pitch so the leveling indicator is in alignment or the distance from the wall to the base of the ladder is at least 1’ for every 4’ of height.

9. Straight ladders shall be tied off the top of the ladder to prevent slipping.

10. Be aware of objects below you, move or cover sharp objects in case you fall.  Cap or bend all rebar.

11. Do not stand on or work from the 2nd rung from the top or above.  Also do not reach too far from the ladder.  Keep your belt buckle between the side rails.

12. Extension ladders shall extend at least 36" above the level being accessed.

13. On all ladders, do not step on cross bracing that is not intended to be used for climbing.

Fire Prevention 

1. Always take precautions to prevent fires that may be started, particularly from oily waste, rags, gasoline, trash, and flammable liquids.

2. Fire fighting equipment is to be inspected on a regular basis.  All discharged, damaged or missing equipment is to be immediately reported to a supervisor.  Tampering with fire equipment is prohibited.

3. Access to fire extinguishers must be kept clear at all times.  Make note of the location of fire fighting equipment in your work area. 

4. Never use gasoline or flammable solvents for cleaning purposes.

5. Smoking is prohibited within 20 feet of where flammable substances are present.

6. In case of fire, employees shall consider the safety of themselves and other individuals before saving property.

7. Keep your work areas free of debris.  Remove useless material from the work area as fast as required to help reduce tripping hazards.

8. Maintain awareness of potential hazards. 

9. Keep tools, materials and equipment out of walkways and stairways at all times.

Code of Safe Practices Receipt

This is to certify that I have received a copy of the «Company_Name» Code of Safe Practices.  I have read these instructions, understand them, and will comply with them while working for the company. 

I understand that failure to abide by these rules may result in disciplinary action and possible termination of my employment with «Company_Name».

I also understand that I am to report any injury to my foreman or superintendent immediately and report all safety hazards.

I further understand that I have the following rights.

· I am not required to work in any area I feel is not safe.

· I am entitled to information on any hazardous material or chemical I am exposed to while working.

· I am entitled to see a copy of the «Company_Name» Safety Manual and Injury and Illness Prevention Program. 

· I will not be discriminated against for reporting safety concerns.


Print Name


Sign Name





Date

Copy: Employee


File

Hazard Communication Employee Training Handbook 

It is important that all of our employees understand the information given about hazardous materials.  If you have any questions regarding this, please ask your foreman or contact «Safety_Persons_Name» at «Safety_Persons_Phone».

This material has been prepared to assist our employees in better understanding the hazardous materials that they commonly work with.

Chemicals can enter the body in a number of ways, including inhalation, skin contact or ingestion. The hazard of any substance is dependent on other variables such as age, sex and health of the employee as well as the concentration and duration of exposure.  In other words, the same amount of a chemical may produce very different effects on two different people.

Chemicals are controlled in the workplace in such a manner so as to keep exposures below a level that may produce a reaction in very sensitive people.  These levels are set by the government in the interest of minimizing harmful health effects of chemicals in the workplace.  The Occupational Safety and Health Administration (OSHA) has established specific legally enforced permissible exposure limits (PEL) for hazardous substances in the workplace. The PEL indicates the concentration of airborne contaminants to which nearly all workers may be exposed to for eight hours a day, forty hours a week, over a working lifetime of 30 years, without adverse health effects.

Additional information on the materials you may be exposed to can be found in the product’s Material Safety Data Sheets (MSDS).  A complete folder of MSDS is available to you at all times in the office.  Your Supervisor also has copies of data sheets on commonly used items.  

At any time, an employee has the right to:

· Access the MSDS folder, and the Hazard Communication Program.

· Receive a copy of any chemical sampling data collected in the workplace.

· See their employment medical records upon request.

Personal protective equipment acts as a barrier to the routes of entry that a chemical may take into your body.  As a barrier to chemicals that can be inhaled, there are a variety of respirators that may be used.  The respirators either filter out particles, react with chemicals to neutralize them, or provide fresh, filtered air.  There are two important things to remember about using respirators.  The first is that a respirator only works when you wear it and use it properly.  Second, and equally important, is that you must use the proper respirator for the specific hazard. Respirators designed for one type of chemical will not work for another.  One last note about respirators is that no one is allowed to use any respirator without proper training.  It is against the law to use a respirator without formal training in its proper use.

As a barrier to skin, we have gloves, facemasks, protective clothing, and head protection.  A combination of these items may be necessary to provide the proper level of protection in your area.

As a barrier to the eyes, a variety of eye protection may be used. Goggles are recommended when pouring or handling chemicals which may splash the eyes.  They are also recommended while spraying adhesives and paints.  Protect your eyes; your vision is priceless and irreplaceable.

There is no real protection against swallowing materials except good work practices.  Always label any container to prevent accidental drinking.  Always thoroughly wash your hands with soap and water before eating, drinking or smoking.  Keep any food and cigarettes away from the work area.  Breads, fruits, and cigarettes can actually absorb chemicals from the air, to be inhaled or ingested later.

Prolonged exposure to excessive noise can cause permanent hearing damage.  For those employees working in areas where excessive noise is generated, it is recommended that earplugs or ear muffs be used on a regular basis.

General first aid practices should be followed in the event of exposure to chemicals on hand as well as to other hazardous materials.

EYES:  Flush eyes for at least 15 minutes with water.

SKIN:  Wash the affected area with soap and water.  If clothing is involved, remove and launder before putting back on.  If caustic materials are spilled, remove clothing immediately and wash off of the body.

INGESTION:  Do Not Induce Vomiting Unless the Label Indicates - transport the affected person to the medical clinic immediately for treatment or call 911.  They will take the appropriate action.

INHALATION:  Generally, removing the person to fresh air is adequate after short-term exposure to most vapors.  If breathing difficulty develops, dial 911 and be prepared to administer CPR.

The provisions set forth by the Federal Hazard Communication Program dictate that all containers of hazardous materials must be properly labeled.  All containers of hazardous materials used must have, at a minimum, the original label provided by the manufacturer or a locally prepared label describing its contents and hazards involved.

 Driving Safety Rules

Motor vehicle accidents continue to be the leading cause of workplace death in the nation.  This year alone, 1,329 workers were killed on the job, in auto accidents. That’s one employee death every 7 hours of every day.

Motor vehicle accidents are:*

· The leading cause of death at work.

· The leading cause of death for people age 15 to 24.

· The second most common cause of death for people age 25 to 44.

· The third most common cause of death for people age 45 to 64.

· The fifth most common cause of death for all ages behind heart disease, cancer, stroke, and lung disease.

*Source:  Statistics from the National Institute of Occupational Safety and Health (NIOSH) and the Bureau of Labor Statistics (BLS).

Fortunately, auto accidents are often preventable.  By driving defensively and using good judgment, you can significantly reduce your chances of being hurt or killed in a motor vehicle.  The following defensive driving tips are designed to help you avoid accidents and injuries from your fleet operations.

These rules are mandatory for all employees driving «Company_Name» vehicles.

1. Personal and off duty use of «Company_Name» vehicles is prohibited.

2. Only authorized employees may drive «Company_Name» vehicles.  No other family members may drive company vehicles.

3. Non-employee passengers are not permitted in «Company_Name» vehicles at any time unless they are business related.

4. Seat belts must be worn in «Company_Name» vehicles at all times.

5. No employee is permitted to drive «Company_Name» vehicles while impaired by alcohol, illegal or prescription drugs, or over the counter medications. 

6. All accidents involving «Company_Name» vehicles must be reported to the office immediately.

7. Employees with two or more preventable accidents in a three year period, or that obtain three points on their driving record, will be subject to a loss of their driving privileges or have their driving privileges restricted.

8. The single biggest thing you can do to save your life is wearing your seat belt.  Hundreds of studies over the years have proven, without a doubt, that seat belts save lives.  This is true even in crashes involving fire and water submersion.  Properly worn seat belts actually absorb crash forces that, otherwise, would be transferred to your body. If the seat belts in your vehicle are inoperative or defective, have them repaired or replaced immediately.  You should wear the lap belt low across your hips and have the shoulder strap directly across your chest.  You also need to keep the belt tight.  There should not be more than an inch between your body and the belt at any point.

9. Get the big picture while driving.  Keep your eyes aimed high and try to anticipate hazards and other drivers’ mistakes.  You should be looking well ahead of where you are.  You should also always leave yourself an out in case the other driver does the unexpected.

10. Maintain a safe following distance at all times.  Approximately 1/3 of all auto accidents are rear end collisions.  You should be at least two seconds behind the vehicle in front of you to allow yourself sufficient time to stop.  Do not tailgate. Following distances should be increased for larger vehicles or if in slippery or rainy conditions.

11. Avoid passing on two lane roads.  Head on collisions are the most common cause of fatalities.  You should also turn on your headlights while driving on two lane roads.  This helps oncoming traffic see and avoid you. Never pass another vehicle on blind turns or hills.

12. You must be sober and alert at all times while driving.  The use of drugs or alcohol while driving, or prior to driving, significantly increases your chances of having an accident.  It should be at least eight hours from the time you take a drink until operating a vehicle.  You should also avoid the use of prescription or over the counter medicines that make you drowsy.  

13. Inspect the vehicle for mechanical defects prior to each trip.  Test your brakes as soon as you start out to insure they are properly operating.  Worn tires can make your vehicle difficult to control or stop.

14. Avoid dialing the phone, reading maps or other distracting activities while driving.  These actions take your eyes off the road and often cause you to swerve.  Pull over into a safe parking area before making that call.

15. Never drive faster than road conditions warrant.  Slow down when road conditions are poor (rain, fog, night) and never exceed posted speed limits.

16. Always signal when changing lanes or turning.

17. Use caution when passing any stopped vehicle, especially near intersections or cross walks.

18. Aggressive driving has become a significant problem in the past few years.  Just don’t do it.  Avoid tailgating, rapid lane changes, speeding, and hand gestures to bad drivers.  You never know, they may be armed.  If you are being tailgated, change lanes and let them pass.  It’s really not worth getting killed over.

19. Intersection collisions are also a significant problem.  These are often caused by someone running the red light.  You should always be under control when approaching an intersection and be prepared to stop if the light changes.

20. Slow down and look for trains at all railroad crossings.  Even with modern signals and gates, hundreds of cars are hit by trains each year at grade crossings.

21. Use your low beams while driving in fog and slow down.  If you can’t see, pull over into a safe parking area and wait for better visibility.  Do not stop in the traffic lanes.  You will almost certainly be hit by another vehicle if you do.

22. Always walk behind the vehicle before backing.  This will insure that there are no people or objects behind you that you cannot see from the drivers seat.  You should also make sure that all loads are properly secured to prevent them from moving.  Numerous accidents are caused by objects that have fallen off company vehicles.

23. Always signal well in advance when changing lanes or turning, and make sure to check your blind spot for other vehicles.  Also, avoid driving in someone else’s blind spot.  If they can’t see you, they don’t know you are there.

24. Yield the right of way until you are sure the other driver is going to stop.  Just because you have the legal right of way doesn’t mean you should always take it. Always yield the right of way to emergency vehicles.

Defensive drivers:

· Expect the unexpected

· Anticipate bad driving by others

· Look ahead for hazards

· Always leave themselves an out

· Always drive under control

· Obey the rules of the road

Driving Safety Rules

Company Vehicle Policy Receipt

This is to certify that I have received a copy of the «Company_Name» Driving Safety Rules and Company Vehicle Policy.  I have read these instructions, understand them, and will comply with them while driving company vehicles. 

I understand that failure to abide by these rules will result in disciplinary action and possible suspension of my driving privileges.

I also understand that I am to report any accident to the office immediately.


Print Name


Sign Name





Date

Copy: Employee


File
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